 College of Education and Human Development
 Travel, Meal and Entertainment Costs – 

All Funding Sources
Please note:  These policies are in addition to all University travel policies.  The complete University travel policy can be found at http://www.wmich.edu/travel/forms .
Pre-travel authorization (ALWAYS required):

· A Travel Authorization form is required and MUST BE APPROVED by all levels of approvers PRIOR TO MAKING any travel reservation arrangements. The electronic form for air and all ground travel can be found at: https://auxe.wmich.edu/travel_authorization. 

· Requests must be submitted to the office Admin Asst; approved by the chair, college budget manager and dean, respectively.                                     
· Authorizations are required for any travel – even if paid for by outside agency.  
· Ground travel blanket authorizations must be submitted at the beginning of each fiscal or academic year for routine travel around the Kalamazoo area or within the state. 
· If airfare is to be paid by the university, it must be booked through ResX (AAA Business Travel Service) and be charged directly to the department’s fund and cost center, whether for university employees (faculty, chairs, directors and staff) traveling elsewhere or for visitors or candidates being brought to campus.
· If the traveler has chosen personal car as the mode of travel, they must provide a rental car comparison quote in the comment section of the travel authorization.  When the reimbursement is submitted, the comparison should be included.

· If the box “Return to Requestor” is checked, the authorization does not go to AAA and they cannot book a ticket.  Check the box only if you do not need flight arrangements.
· The traveler MUST contact AAA or use ResX in order to book a ticket.  AAA does not do this automatically from the authorization.  (Follow university waiver procedure if locate ticket at cheaper rate than AAA.) 
· In order to track the progress of an authorization, any and all those involved in the process of the authorization can query the authorization.  Please be sure to read the correct column, “Received By”, to view the routing status.
 CEHD funding availability (ONE trip per person – faculty & chairs #1 OR #2, staff #3):

· Faculty and staff can receive additional funding from the dean’s office as follows for travel occurring between July 1 and June 30 of the respective year.  Complete the CEHD Travel Funding Request and submit to traveler’s supervisor. 
1. Faculty presenting research papers - up to $1,000

Faculty members who are notified of their acceptance to present a research paper at a national/international meeting can receive $1,000 towards travel contingent upon their request to the Dean's Office prior to the trip, accompanied by a letter of acceptance, an abstract of their paper to be presented and details about the respective meeting. Chair or Dean’s approval required.
2. Faculty traveling for non-research purpose – up to $500

Each faculty member desiring to further their professional development and/or training in their respective area can apply for a travel award of $500 to support their attendance at workshops, conferences or training seminars contingent on their request to the Dean's Office prior to the trip and details concerning the proposed workshop, conference, seminar etc. Please include an abstract of how this activity will enhance the attendee’s teaching, research, or service.  Chair or Dean’s approval required.
3. Staff professional development – up to $500

Staff members who desire to attend professional development workshops or seminars are eligible to receive a travel award of $500 towards their participation contingent on their request to the Dean's Office prior to the event and details of the training or workshop that they will be participating in.  Supervisor approval required.
Travel reimbursement:
· For reimbursement of travel expenses to attend a conference, a conference program must be

included with the request for reimbursement (travel expense voucher). Hotel charges and meal charges will only be paid or reimbursed for the duration of the conference plus appropriate travel time. A flight itinerary is required to prove travel times.
· Original itemized hotel receipts must be included for reimbursement.  Non-itemized receipts will not be accepted.
· For meals while traveling on university business, please use the university per diem meal charges

except for meals included in a conference (such as a special lunch or dinner that is part of the

program). Note that this will only be reimbursed for the duration of the conference plus travel

time (University per diem rates: http://www.gsa.gov/perdiem) 

· In accordance with university policy, no meals will be provided for one-day trips.
· Per diem will be reimbursed at 75% on the first and last day of travel

· Meals will not be reimbursed if they are provided at the conference
· Ground transportation expenses should be appropriate for the location and the nature of the trip.

(For example, a rental car is not appropriate for a trip to Washington DC to visit granting

agencies; ample public transportation and taxicabs are available and the agencies tend to be

located near Metro stops).
· Mileage to and from the Kalamazoo airport is not reimbursable; mileage to and from Grand Rapids, Detroit or Chicago is reimbursable (this assumes traveler resides in Kalamazoo area – dependent on traveler’s hometown and/or starting point).
· All mileage reimbursements must have a mapquest/google maps mileage result attached to voucher to prove reasonableness.
· Travelers must obtain receipts for all types of public transportation (taxi, bus, subway, etc) to receive reimbursement.

· Most travel around the Kalamazoo area and campus is not reimbursable (such as errand running or meetings).
· As stated above, a blanket ground travel authorization should be completed annually for above activities.
· Personal telephone calls should not be billed to the university. If they are on the hotel bill, they

should be deducted before the bill is submitted for reimbursement.

· Other personal expenses will be reimbursed only if they are clearly needed for the purpose of

travel (e.g., laundry or dry-cleaning for an extended stay, internet access).

· Other high or unusual expenses must be explained or justified.

· The purpose of the trip must be noted on the travel reimbursement form. (i.e. faculty recruitment).
· Alcohol purchases will not be reimbursed.
· Travel authorizations should be attached to travel vouchers. 
· Vouchers must be turned in to the dean’s office within 45 days of last date of travel or it will not be reimbursed – be aware for travel that occurs near the fiscal year end (June 30), the expenses may be required to be turned in by June 30 or shortly thereafter in order to be charged to the correct fiscal year.
· Foreign travel requires a summary of travel expenditures completed and submitted with travel expense voucher ( http://www.wmich.edu/travel/doc/foreign-travel.xls).
Entertainment/Events:

· Approval must be obtained for an event before announcing the event, purchasing supplies, making reservations, etc.  The authorization can be found at http://wmich.edu/provost/manual.  Provost approval is required for events over $500.
· If the event requires flowers or alcohol, please obtain the approval prior to submitting the event form to the Dean’s Office.  For flowers, please email patti.vanwalbeck@wmich.edu for approval.  Attach your event form with any detailed information about the event.  Then forward the email approval along with the event form to the Dean’s Office.  For alcohol, please email: timothy.kellogg@wmich.edu  then follow the same procedures as for the flower approval.

· Meals are allowed for meetings that include outside constituents.  An office meeting is not appropriate for providing lunch.  Meetings should be held outside of breakfast, lunch and dinner hours if at all possible.

· Departments should not incur expenses for meals/snacks provided during staff interviews.
