Effective: January 1, 2021
Last Revised: February 1, 2020

Responsible University Administrator:
Associate Vice President for Business and Finance

Responsible University Office:
Business and Finance

Policy Contact:
University Travel Office Coordinator

Travel Policy
individuals traveling on University business and employees processingjdtesixpenses.

POLICY CONTENTS

Scope and Reason for Policy
Policy Statement

Definitions

Procedures

History

Appendix A: Receipt Requirements
Athletics Addendum

X To ensure consistent application of travel policies for all Travelers abm&miversity of
Nebraskasystem.
X To ensure compliance with all Federal and State of Nebraska statutes and golieks

as with relevant requirements for Internatiohiavel.
This policy applies to all University employees traveling on approved University business and/or whose

travel is paid and/or reimbursed by the University and to non-Univemsigonnel doing business with or
for the University as stated within the policy.

Policy Statement

The University will pay for and reimburse reasonable, necessary, and approved travel and expenses
incurred in the performance of University business in atasure with this travel policy.
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https://nebraska.edu/docs/purchasing/purchasingcardpolicies.pdf












https://www.gsa.gov/travel-resources






















Receipt Type Expense Classification

Lodging

Lodging or
Lodging/Conference Rate

Receipt Policy

required; charges for staying
with family or friends are not
reimbursable; parking and
University business related
phone long distance fees must
be listed as aeparate expense
item.

Requirement
of Receipt

Yes

Itemized lodging receipt

Lodging: Early
checkin, or late
checkout

Lodging Expense

Early check in fee for internationg
arrivals allowedLate checlout is
not reimbursable.

Yes

Meals (per diem)

Mileage for personal
vehicle

17 |Page

Meals

Mileage/Personal Car

Per Diem rate, at the destination
point, shall be 70% of the relevan
federalrate.First/last days of trave

will be prorated at 75% of the 709
Direct route will be entered into
University expense management
tool; additional mileage will

N/A










Receipt Requirements

Details on specific receipt requirements are as follows:

Receipt Type

Receipt Policy

Requirement of

Receipt

Actual expense.

Dry Cleaning Actual expense. Yes
Entertainment Actual expense. Yes
Exercise equipment/room fees| Actual expense. Yes
Gym fees Actual expense. Yes
Laundry Actual expense. Yes
Passports Actual expense. Yes
Snacks Allowed when traveling with athletics team; Yes
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