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GENERAL TERMS & CONDITIONS
REQUEST FOR QUOTATION (RFQ) AND REQUEST FOR PROPOSAL (RFP)

1. Awards will be made in the best interest of the State of West Virginia.
2. The State may accept or reject in pari, or in whole, any bid.
3. All quotations are governed by the West Virginia Code and the Legisiative Rules of the Purchasing Division.

4, Prior to any award, the apparent successful vendor must be properly registered with the Purchasing Division
and have paid the required $125 fee.

5. All services performed or goods deliverad under State Purchase Order/Contracis are to be continued for the
term of the Purchase Order/Contracis, conlingent upon funds being appropriated by the Legislature or otherwise
being made available. In the sevent funds are not appropriated or otherwise available for these services or
goods, this Purchase Order/Contract becomes void and of no effect after June 30.

6. Payment may only be made after the delivery and acceptance of goods or services.

7. Interest may be paid for iate payment in accordance with the West Virginia Code.

8. Vendor preference will be granted upon written reguest in accordance with the West Virginia Code.

9. The State of West Virginia is exempt from federal and siate taxes and will not pay or reimburse such taxes.

10. The Director of Purchasing may cancsal any Purchase Order/Contract upon 30 days written notice o the seller.

11. The laws of the State of West Virginia and the Legislative Rules of the Purchasing Division shall govern
all rights and duties under the Contract, including without Ilimitalion the wvalidity of this Purchase
Order/Contract.

12. Any reference io automatic renewal is hereby deleted. The Contract may be renewed only upon mutual written
agreement of the parties.

13. BANKRUPTCY: In the event the vendor/contractor files for bankruptcy protection, this Confract may be
deemed null and void, and terminated without further order.

14. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia State Government HIPAA Business Associate
Addendum (BAA), approved by the Aftorney General, and available online at the Purchasing Division's web site
{hitp://www.stale.wv.us/admin/purchase/vre/hipaa.him) is hereby made part of the agreement Provided that,
the Agency meets the definition of a Cover Eniity {45 CFR §160.103) and will be disclosing Proteclted Health

information (45 CFR §160.103) fo the vendor.

- 15. WEST VIRGINIA ALCOHOL. & DRUG-FREE WORKPLACE ACT: If this Coniract constitutes a public improvement

consfruciion contract as set forth in Ardicle 1D, Chapter 21 of the West Virginia Code {"The West Virginia Alcohol
and Drug-Free Workplace Act"), then the following language shall hereby become part of this Contract: "The
contractor and its subcontractors shall implement and maintain a written drug-free workplace policy in compliance
with the West Virginia Alcohol and Drug-Free Workplace Act, as set forth in Article 1D, Chapter 21 of the West
Virginia Code. The contractor and iis subcontractors shall provide a sworn statement in writing, under the
penalties of perjury, that they maintain a valid drug-free work place policy in compliance with the West Virginia
and Drug-Free Workplace Act. It is understood and agreed that this Contract shall be cancelled by the awarding
“authority if the Coniractor; 1) Fails to implement its drug-free workplace policy; 2) Fails to provide information
regarding implementation of the contracior's drug-free workplace policy at the request of the public authority; or
3) Provides to the public authority false information regarding the contractor's drug-free workplace policy.”

INSTRUCTIONS TO BIDDERS

1. Use the quotation forms provided by the Purchasing Division.

2. SPECIFICATIONS: ltems offered must be in compliance with the specifications. Any deviation from the
specifications must be clearly indicated by the bidder. Allernates offered by the bidder as EQUAL to the
specifications must be clearly defined. A bidder offering an altenate should attach complete specifications
and literature to the bid. The Purchasing Division may waive minor deviations to specifications.

3. Complete all sections of the quotation form.

A. Unit prices shali prevail in case of discrepancy.

5. All guotations are considered F.O.B. destination unless allernate shipping terms are clearly identified in the
quotation.

6. BID SUBMISSION: All quotations must be delivered by the bidder to the office listed below pricr to the date and time
of the bid opening.” Failure of the bidder to dsliver the quotations on time will result in bid disqualifications:
Department of Administration, Purchasing Division, 2018 Washington Street East, P.O. ox 506
Charleston, WV 25305-0130

Rev. 7/01/08




Addendum #2
Response to Questions
RFQ# AUD093310

*Section 1-TRX Written Questions

1. What is the primary airline used by the State?

WVSAQ Response:
US Air and Delta are the primary carriers

2. What are the top five city pairs used by the State?

WVSAQ Response:
Currently they are Washington DC, Chicago, Tampa, Orlando, and Los Angeles.

3. Section 2.1. “The Vendor will be expected to travel within the State to attend and
conduct meetings, planning sessions, host configuration development workshops
and provide training.” Also see Section 3.2.7.1. “Training needs will require
various workshops to be conducted around the state.” Please clarify the extent to
which travel will be necessary. ldeally a number of trips / on-site meetings could
be specified. Travel (as opposed to virtual meetings) is a driver of cost.

WVSAOQO Response:

The WVSAO's intent is to ensure their core staff is adequately trained to exercise
the “train the trainer” concept. Therefore, we believe a minimum of two (2) face-
to-face sessions may be required to train the WVSAO staff and the initial piloting
agency representatives in combination with web-based training and user guides,
etc. During the roli-out phase, it is anticipated to conduct one (1) web or virtual
training session per month, not to exceed twelve {12) per calendar year.

4. Section 3.2.1.1. “Approximately 10 State agencies / entities are expected to
participate initially in the offering, and additional agencies will be added to the
portfolio over the life of the contract.” Can you clarify the timeline for the ramp-up
of the 135 agencies? Even at a high level, it would help to understand your goals.
For example, one scenario would have 10 agencies on a pilot, and then ali 125
agencies joining the system within 30 days. The other extreme; an alternate
scenario might involve phased roll-outs over the course of g year or a couple
years.

WVSAQO Response;

The WVSAO's goal is a phased roll-out to be implemented over the course of
one (1) year. We can not establish an exact timeline for the remaining agencies
at this time. There is no guarantee that all 135 agencies will participate but itis a
potential. The overarching effort and goal of the WVSAOQ is to strongly
encourage the use of the system for uniformity by alf agencies.

5. Section 3.2.1.1. “Additiona) services may include support of credit card programs
for the various Higher Education entities and Research Corporations credit card




programs as well as local government entities who choose to participate in the
Purchasing Card Program.” What kind of support is envisioned in this statement?

WVSAQO Response:
The WVSAQ's intent is to provide for an option to allow these entities to
“piggyback” the awarded contract.

6. Section 3.2.3.2. “lt is desirable for the system to be able to provide for transition
of existing travel profiles that may exist electronically or on paper.” How many
profiles exist today? When were the profiles last updated? How many profiles are
on paper? Are all profiles created in a consistent format? Are the profiles stored
on a GDS? Is it a requirement that the tool synch up the profiles o the GDS?

WVSAQ Response:

The State’s current travel agency (National Travel) maintains a limited database
of current travel profiles. They have 958 travel profiles stored in a GDS, which
are updated as needed. However, there is the potential for all state employees to
establish a travel profile. This is National Travel's profile system; not the State’s
profile system which will vary,

As mentioned in section 3.2.3.2.1, currently all state employees (Approx. 45,000)
have an existing profile in the State’s payroll system (EPICS), which is
consistently maintained and anticipated fo be the foundation for building future
profiles. Our desire is to have the ability to interface with or import the existing
information into the travel management software via a consistent format such as
a text file, excel etc. The intent of this section for establishing a profile should be
based on the State’s existing profile of employee data. For those governmental
entities who are not part of the State’s primary payroll system (i.e. local, county),
those profiles may only exist in paper format.

*Section 2-Concur Questions

1. Section 1.2: a) Please provide a list of State agencies/entities that are
expected to participate in the initial offering.
b) Please provide an estimate of online booking transactions for each
agency/entity.
c) Please provide an estimate of expense report transactions for each
agency/entity.

WVSAOQO Response:
a) May be subject fo change:
Dept. of Health and Human Resources
Division of Natural Resources
Division of Banking
State Auditor's Office
Fairmont State University
Office of the Governor
Office of Technology
Marshall University




State Treasurer’s Office
Department of Administration

b) The total numbers of online booking transactions processed through National
Travel is 13,345. However, not all agencies/entities are currently required to
use National Travel as their booking fool.

c) Estimate of expense transactions by agency:
Division of Health and Human Resources - 24,950
Division of Natural Resources - 1,340
Division of Banking - 868
State Auditor's Office - 1,920
Fairmont State University - 1,118
Office of the Governor — 708
Marshall University - 2,519
State Treasurer’'s Office - 893

2. Section 1.9 Please clarify our understanding of the form of the documents and
CDs to be submitted:
- One original paper technical proposal, 7 convenience paper copies, 1 CD?

- One original paper cost proposal and 7 convenience paper copies, no CD?

- Or, one piece of paper each for technical and cost proposals, plus 7 CDs for the
technical proposal only?

WVSAQ response: _ )

It is required that you submit, separately sealed, one (1) original signed paper
technical proposal and one (1) original signed cost proposal as well as seven (7)
convenience copies of the fechnical proposal only on CD’s to be shared with the
evaluation committee. Only one (1) original signed cost proposal is required;
copies will be made as appropriate by the Evaluation Committee Chairperson.

Note: you may submit your proposal and all information via fax or email: -
however, as discussed at the pre-bid meeting, you are responsible for ensuring
that all transmissions are complete PRIOR to the bid closing date/time. The WV
State Purchasing Division is not responsible for transmission errors or pages that
are not received.

3. Section 1.19: If Concur is the selected vendor, we are happy to negotiate in
good faith mutually acceptable terms and agreements to meet the business
needs of both parties. Concur has a standard contract with terms and conditions
which can be provided to the State of West Virginia for review.

WVSAO response:

All terms and conditions are to be made a part of a vendor's response to the
RFP. We do not negotiate terms and conditions after the bid responses are
received. Any vendor’s term or condition that does not comply with the
solicitations’ terms and conditions’ intent may be grounds for disqualification.




4. Section 3.2.1.1: a) How many separate and distinct travel policies are expected
to be incorporated into the initial implementation of this system?

b) Are additional travel policies expected {o be incorporated at later dates, and if
s0, approximately when?

c) Please provide copies of the travel policies for the 10 agencies for initial
scope. This information is needed fo properly scope the implementation.

WVSAOQO response:

a) The agencies anticipated to pilot the program represent five (5) different sets
of travel policies.

b) Currently, the State operates under seventeen (17) sets of policies. Additional
policies would be added as needed during the subsequent rollout.

¢) Please see attached.

5. Section 3.2.1.1: Please provide a list of corporate cards to be imported into the
expense reporting system. Please include the following for each card:
a) Type: Ghost Card, Travel & Entertainment Card, PCard, Meeting Card,
Personal Card, etc.
b) Payment Strategy: Centrally Paid, Employee Paid, Company Paid, etc.
¢) Vendor: American Express, VISA, M/C, Diners, etc.
d) Liability: Individual Liability, State Liability, etc.

WVSAQ Response:

The current state travel card is the United Bank MasterCard, which is a personal
liability card, issued to 7,776 employees. We would anticipate these cards to be
discontinued and reissued through the Purchasing Card Program on the Visa
platform, which would be a state liability card paid at the Agency level. There
would also be the use of Ghost Cards for certain payment types. We currently
have 190 billing accounts within the Purchasing Card Program and would
anticipate a minimum of one (1) Ghost Card per account.

6. Section 3.2.1.1: Please describe the lmpiementatlon plan for the remaining 125
agencies.
a) Is there a schedule for the remaining agencies?

b) What is the minimum number of transactions should we anticipate for each
stage?

¢) Is the State expecting firm pricing on implementation for these remaining
agencies?

WVSAO Response:

a) The WVSAQ’s goal is a phased roll-out to be implemented over the course of
one (1) year. We can not establish an exact timeline for the remaining agencies
at this time. There is no guarantee that all 135 agencies will participate but itis a
potential. The overarching effort and goal of the WVSAOQ is to strongly
encourage the use of the system for uniformity by all agencies.




b) it is anticipated to have 4,000 to 8,000 transactions with respect to the
agencies that are scheduled first for initial implementation; however, some
agencies may be more or less.

¢) Yes, we desire the pricing to be based upon the full implementation.
7. Section 3.2.1.7: Refers to “robust global functionality.” Please provide examples
of what the State considers global functionality.

WVSAQO Response:
Please replace this section with the following:

3.2.1.7 The system must be intuitive and user-friendly. The system must be
able to support policy control and compliance. The system should be accessible
worldwide via internet or phone. The system should have robust global
functionality (system access) as well as real time reporting and data exportation.
Real time reporting would be considered a maximum of 30 minute update
intervals.

8. Section 3.2.2.5: Can you describe your vision of how the system would be able
to cost allocate trips at the time of booking?

WVSAQ Response: _

It is our desire to be able to allocate the anticipated expenses at the time of
booking to the various internal accounts within each agency in order to approve
the trip based on any internal budgetary restraints rather than having to wait to
reconcile and allocating at the end of the trip. The State desires to be able to
make changes to expense allocation at the end of the trip as well.

9. Section 3.2.2.5.1: Can you give examples of “third party” type billings?
- how does the State envision the system assisting with these billings?

WVSAQO Response:
The intent of this request is to be able to extract the information, or portions of
the information, to create an invoice in order to bill another entity for
reimbursement after a completed trip. Example: The State Office of Technology
provides technical service (i.e. help desk) to all agencies as needed. This may
require travel of the technician to complete the service; thus, an employee would
be reimbursed by the Office of Technology (or by the ‘parent agency of the
employee), with the Office of Technology preparing an invoice at the end of

the month to bill the particular agency for which its technician provided service to
that caused out of pocket travel expenses.

In large agencies/entities, there may also be a need to bill another entity within
their organization for travel related expenses provided on their behalf that may
not allow such direct charges to their funding sources.

10.Section 3.2.2.10: Use of an online booking tool requires a Travel Management
Company (TMC) to provide fulfillment for online bookings, as well as off-line
access to the system. Offline reservations would be supported by the TMC's




11.

travel agents via phone. These offline reservations would synchronize with the
online booking tool.

Please provide a comprehensive list of Travel Management Companies used by
the State of West Virginia.
- Please include TMC name, contact name, contact phone, and contact email

WVSAQ response:

The current TMC contracted by the State is National Travel. They can be
reached through Ted Lawson at (304)357-0801 or at
tedlawson@nationaltravel.com.

Section 3.2.2.10 is being changed as follows:

Offline/disconnected booking system should have the same attributes/capability
as the online version. Offline/disconnected means that reservations being placed
with a ‘live travel agent’ by phone should have a similar experience and process
flow to those reservations made online.

Section 3.2.2.10.1 is being changed as follows:

It is preferred that the offline/disconnected booking system, through a live agent
via phone, have the ability to accommodate service alerts to users for preset
traveler rules and validations.

Sections 3.2.2.10.2 and 3.2.2.10.3 are being deleted in their entirety.

Section 3.2.5.1.12: Concur Cligbook Travel & Expense is presently not certified
as compliant with Section 508 of the Federal Acquisitions Register/Americans
with Disabilities Act. Is this a requirement that could disqualify Concur from
responding?

WVSAO Response: _

This item is being deleted in its entirety as we do not believe this fo be a
requirement at this time. Should compliance to any portion of Section 508 and/or
the Americans with Disabilities Act become necessary, the vendor shall become
certified to meet any federal or state requirement related to such certification at
not additional cost to the State.

12.Section 3.2.5.3.1: Concur includes ad hoc query as part of the base offering, but

its robust reporting and analytics (Concur Analytics) is an additional charge. How
should we propose the alternative for Analytics in the cost section?

WVSAOQ Response:

If additional reports are needed that are not included in the base price, the
vendor should state in their response what type of reporting is inciuded as the
base offering and provide the costs for those reports and analytics not included in
both the technical and cost portions of the response.




13.Section 3.2.6: Please note that Customer Service Support for travel reservations
is provided by the Travel Management Company (TMC). Neither vendor can
provide the support requested in this section. This question should be revised to
ask each vendor for the support provided for both the online booking tool and
expense management system.

WVSAQ Response:
Sections 3.2.6.1 and 3.2.6.1.1 should be deleted in their entirety.

Change section 3.2.6.2 to read as follows:

The vendor is expected to provide customer service support for their proposed
system to the State's designated Administrator(s), agency travel managers,
arrangers and to the travelers as necessary.

No changes to section 3.2.6.3.

14.Section 3.2.7.1: Regarding onsite training workshops to be conducted around
the state, please provide the following information to help us scope the training
effort:
a) How many training workshops of each type (web-based, classroom etc.) are
anticipated?
b) What is the approximate number of users to be trained?

WVSAQ Response:

a) The WVSAOQ's intent is to ensure their core staff is adequately trained to
exercise the “train the trainer” concept. Therefore, we believe a minimum of two
(2) face-to-face sessions may be required fo train the WVSAO staff and the initial
piloting agency representatives in combination with web-based training and user
guides, etc. During the roll-out phase, it is anticipated to conduct one (1) web or
virtual training session per month, not to exceed twelve (12) per calendar year.
b) The exact number of participants is unknown at this time.

15.Section 4.5: Concur only offers its Travel & Expense service via a hosted model.
Will there be a penalty or reduction in score for not offering an alternative for the
State to host the software?

WVSAO Response:
No, however, a response is required on the cost sheet stating this is not
available if it is not offered by your company.

Concur Questions on the Cost Proposal/Bid Schedule Sheet

16. Item 2: Concur does not charge to load individual profiles. They are uploaded as
a process through the expense system, so this item would be included in our
Implementation fee.

WVSAO Response:
If there is no separate cost to the State, then the vendor should clarify this in the
response by inserting “zero” in the item requesting the price.




17. item 5: Can you define the characteristics of the following services:
- Advisory

- Site Management
- Designated Account Manager
- Advanced Management Reporting (if different from Section 3.2.5.3)

WVSAQO Response:
The intent of the Advisory, Site Management and Designated Account Manager

is to be cost associated with the ongoing administrative support of the software if
these costs are not included in the per transactionfee.

The Advanced Management Reporting is the same as in Section 3.2.5.3.

18. Item 6: Does “Travel Booking/Request Submission” include expense report
submissions?
Item 6e: Can these prices be provided by your TMC(s)?

WVSAQ Response:
Yes, the “Travel Booking/Request Submission” includes expense report
submissions.

ltem Be: will be changed to read:

Customer Service Support
Online $ Per Transaction/Occurrence
Offfine $ Per Transaction/Occurrence

19. Can the state add a section to the pricing sheet for ancillary services that are not
being considered that may be of value to the State? For example, Best Practices
Consulting, Outsourced Auditing Service, etc.

WVSAQO Response:
For consideration of such types of ancillary services, we will add an item to the

cost proposal/bid schedule sheet.

20. Does the state strictly follow the Federal Government GSA per diems? Please
note any deviations.

WVSAO Response:
No, please see individual travel regulations provided.

21. Interagency billing was mentioned in the Pre-bid meeting. Please describe how -
the system is expected to support this process.

WVSAO Response:




Please see response to Section 3.2.2.5.1 (question/item #9) concerning third 10

party billing.

22. Please provide a list of the State’s Preferred Vendors for Car and Hotel if
applicable. Only hotel/car brand is required; individual listings by address are not
being requested.

WVSAO Response: :
The current state contract for Car Rental is with Enterprise. For more info:
http:/Mww.state. wv.us/admin/purchase/SWC/CRENTAL . htm

The current preferred /n-state Hotel price agreements are with a variety of
entities. For more info: http://www.state wv.us/admin/purchase/SWC/MOTL htm

Note: not all entities are required to use these preferred agreements; some
entities who are not required to use these agreements and may have their own
with other providers.

Other Changes and/or clarifications being made by the State of WV:

Add: Section 3.2.1.8 to read as follows:

As the state may have multiple travel agencies (booking agents) across the enterprise,
it is strongly desired that the online booking tool be able to support multiple travel
agencies, GDS, offline/disconnected - live agent assisted transactions.

Add: Section 3.2.2.12 to read as follows:

The online booking tool should be able to support multiple travel booking agents as
stated in section 3.2.1.8. ltis preferred that the booking tool be able to consolidate the
multipte agents, GDS systems, etc. on one platform.

Section 3.2.2.4.1: Change the last sentence to read:

Preference is to have booking tools (online/disconnected — via live agent) that include
enforcement of an agency’s travel guidelines and supplier preferences at the time of
booking.

Section 3.2.2.4.2: Change the last sentence to read:

The system should be able to support such approvals in the booking system via an
automated process through the agency’s hierarchy and preset rules: or, at a minimum,
such automation may include notifying the agency's designated travel manager who can
intercede in an effort to override a designated supplier or any other preset rule. There
may be more than one designated travel managers at the agency level who will be
responsible for this type approval.

Add: Section 3.2.4.1.3 to read as follows:

It is desired that the system be able support the State’s need to compare pre-negotiated
rates with vendors in comparing actual expenses incurred by the traveler to ensure
compliance.
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Section 3.2.4.3: Change the section fo read:

The system should provide for management in its system to track unused credits/tickets
for potential future use. It's desired that this feature also be available on the booking
side as well. This info should be viewable by the traveler and the travel manager.

Section 3.2.5.1.3: Change the section to read:

It is highly desirable for the system to be able to manage preferred supplier
designations in it's systems to ensure compliance. The ability to audit/compare
preapproved contract/negotiated rates at the time of booking is desired.

Section 3.2.5.3.5: Change - add a sentence to read:
As stated in sections 3.2.1.8 and 3.2.4.1.3, reporting/analytics capability to support
compliance and general business intelligence is strongly desired.

Part 4, Section 4.3 Evaluation Criteria:

Add after the fifth paragraph: The response should clearly indicate how your proposed
system and solutions will meet and/or exceed the State's needs and expectations in
gach category (Sub-Sections 2 — 5), by category as applicable. The State will not
advise any vendor on how to respond in proposing their solution. Each proposal will be
reviewed to determine who has a system that meets the mandatory deliverables as well
as a one that has, or can offer, desirable aftributes as stated throughout the scope of
work/objective to further enhance the systems capabilities.

Section 1 — Experience

Staff: At a minimum, resumes should be provided with the name, fitle and relevant
experience in support of the staff being proposed for this project in determining
experience and qualifications. Do not include personal information such as social
security numbers or other such information.

Section 1 — References

The references of the three largest clients should be based on the processing volume of
50,000 - 100,000 transactions.

CHANGE THE BID OPENING DATE TO DEC. 11, TIME REMAINS AT 1:30PM
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Stute of 335%5% Hirginia

Office of the State Auditor

Gien B. Gainer 111 Building 1, Reorn W-100 Telephone: {304} 558-2251]
Stale Auditor Charleston, West Virginia 25305 FAX: (304} 558-5200
Internet: hitp/ Awwwowvduditor.com
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Ms. Judy Cooper
Director

Administrative Law Division
Secretary of State’s Office
Capitot Complex

Charleston, West Virginia 25305

J1V1s 40
VINIDHIA |
000V L-Wr sy

RE:  State Auditor's Office Administrative Travel Rule
WV Code §12-3-11

Dear Ms. Cooper:

Please withdraw the State Auditor's Office Administrative Travel
Ruie that was filed with your office on April 8, 2005 and replace it with the
_attached amended rule effective July 6, 2005.

If you should have any guestions concerning the above, please call
Carrie Chambers In my office at 558-2251. Your assistance in this filing is

very much appreciated.

Sincerely,
'/rr:; B —

s P A . i
—r . / el e
AL 2 Al
- 2 - PR . -
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R

" GlenB, Gainer 11
State Auditor

GBGIIi:cc
Attachment

C: Carrie Chambers




WEST VIRGINIA STATE AUDITOR’S OFFICE

§12-3-11 - ADMINISTRATIVE TRAVEL RULES

Section 1. General

1.1, Scope. - - This rule astablishes standards governing travel by the Auditor's
Office employees on behalf of the State of West Virginia,
1.2, Authority. - - WV Cede §12-3-11. c,{;ﬁ_’_ ?é
1.3. Ffiling Date. - - July &, 2005 A
EDA
1.4, Effective Date. - - 3uly 6, 2005 o I
e s J
(5] P
1.5, Auditor. - - The Stete Auditor is exempt from this travel rule52 %
= o
1.6.

Mz o
tecrual of Travel Compensatory Time. - -'The accrual of compensatory
time will be aliowed for weekend or evening work time for travelers engaged in

approved office travel only for suth hours during which the traveler’s activities directly
or predominantly benefit the West Virginia State Auditor’s Office. For example,
weekend time spent in transperiztion to or from a trave! destination or time spent
attending meetings that benefit ine office is work time. Time spent engaged in purely
personal activities, like sightseeirq, is not work time for purposes of determining
compensatory fime.

1.7.

General Purpose. - - Travel costs will be reimbursed only for travel
deemed necessary for the prope- conduct of the State’s business.

1.8. Filing Claims for Reimbursement. The exact amount of expenses incurred
shouid be recorded on the trave'ar's expense account form along with all supporting
documentation of such expenses and must be submitted within two (2) weeks from the
finai date of approved travel. (Ar travel stubs or receipts, where appiicable, must also
be attached to the expense repc-i).

Section 2. In-State Travel

2.1. Daily allowances f:- in-state travel shall be as foliows:

2.1.a. Meals - - Re'mbursement will b2 made for the actual cost of meals
while absent from official statiors, at an amount not te exceed the maximum daily per-

diem rates as established by ths faderal government. Meals for the first and last day of
travel «uill be reimbursed up to 75% of the destination city maximum daily per diem
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rate. When meals are provided as part of the travel, the meal reimbursement must be
reduced by the foliowing: Breakfast, 20% of the maximum daily rate; Lunch, 20% of
the maximum daily rate; and Dinner, 60% of the maximum daily rate. Meal expenses
for single day trave! are not reimbursable. Single day travel is travel without an
overnight stay. Meals are allowed when lodging is fisted as “gratis” or “no charge.”

2.1.b. Transportation - - Reimbursement will be made for the actual cost
of bus, rail or air coach travel, as well as automabile rental. Reimbursement for travel
in privately-owned vehicles engaged in State business will be governed by Section 4 of
this rule, and may include parking, garage fees, toll bridge and turnpike charges, where
necessary and spplicable. Employees wishing to secure use of an agency vehicle for
State travel must complete and submit an Agency Vehicle Request form at least two {2)
weeks prior to commencement of travel, and must adhere to office policy as it relates
to use of an agency vehicle. Agency vehicles shall be issued based on availability.

2.1.c. Lodging - - Employeas traveling on State business will be
reimbursed at an amouni not to exceed the maximum daily per-diem rates as
established by the federal government. An itemized receipt reflecting the amount paid
for lodging must be submitted with the expense report. Hotel charges that exceed
150% of the daily aliowed per diem must e approved by the State Auditer prior to
booking.

2.1.d. Registration Fees - - Registration fees paid at meetings or
conferences must be supported by a receipt when reguesting reimbursement.

2.1.e. Tips and Gratuities - - Tips or gratuities shall not exceed fifteen
percent (15%) of the cost of aliowable hotel or meal charges.

2.1.f. Baggage - - Necessary charges for one (1) overweight baggage
shail be reimbursed at actual cost.

2.1.g. ATM Transaction Fees - - The empioyee will be reimbursed for only
one {1} ATM cash advance transaction fee and associated fees per trip. The ATM or
bank withdrawal receipt is required for the reimbursement.

Section 3. Out-of-State-Travel. - - Qut-of-state travel costs shall not
commence withaut the prior written approval of the Division Director and
State Auditor or his designee,

3.1.  Daily Allowances for out-of-state travel shall be as follows:
3.1.a. Meals - - Reimbursement will be made for the actual cost of meals while

absent from official stations, at an amount not to exceed the maximum daily per- diem
rates as established by the federal government. Meals for the first and last day of travel




will be reimbursed at a rate up to 75% of the destination ity maximum daily per diem
rate. Meal expanses for single day travel are not reimbursable. Single day travel is
rravel without an overnight stay. When meais are provided as part of the travel, the
meal reimbursement must be reduced by the following: Breakfast, 20% of the
maximum daily rate; Lunch, 20% of the maximum daily rate; and Dinner, 60% of the
maximum daily rate. Meals are allowed when lodging is listed as “gratis” or “no

charge.”

3.1.b. Transportation - - Reimbursement will be made for the actual cost
of bus, rail or air coach travel, as well as automobile rental. Reimbursement for travel
in privately-ownad vehicies will be governed by Section 4 of this rule and may include
parking, garage fees, toll bridge and turnpike charges, where necessary and applicable.
Employees wishing to secure the use of an agency vehicle for State travel must
complete and submit an Agency Vehicle Request form at least two (2) weeks prior to
commencement of trave! and must adhere to office policy as it relates to the use of an
agency vehicle. Agency vehicles shall be issued based on availability.

3.1.C. Locging - - Employees traveling on State business will be
reimbursed at an amouns not to exceed the maximum dailly per-diem rates as
established by the federzi government. An itemized receipt reflecting the amount paid
forfodging must be submitted with the expense report. Hotel charges that exceed
150% of the daily-allow:ad per diem must be approved by the State Auditor prior fo

bogking.

3.1.d. Registration Fees - - Registration fees paid at meetings or
conferences must be susoorted by a receipt when requesting reimbursement.

3.1.e. Tips and Gratuities - - Tips or gratuities shall not exceed fifteen
percent {15%) of the cost of allowable hotel or meal charges.

32.1.f. Baggage - - Necessary charges for one (1) overweight baggage
shail be reimbursed at zctual cost.

' 3.1.g. AT Transaction Fees - - The employee will be reimbursed for only
onz (1) ATM cash advance transaction fee and associated fees per trip. The ATM or
bank withdrawal receirt is required for the reimbursement.

Section 4, Use of Privately-Owned Vehicles for State Travel.

4.1. General Purpose - - No out-of-state travel in privately-owned vehicles shall
commence at the State's expense without the prior written approval of the State
Auditor or his designes.

L}
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472, Maximum Allowances - - Maximum mileage allowances for use of
privately-owned vehicles will be paid at a rate not to exceed the maximum daily per-
diem rate as established by the federal government; provided, that the reimbursable
costs permifted for out-of-state travel in privately-owned vehicles to and from such
official meetings do not exceed the cost of an air coach fare round-trip ticket (if
applicable) to and from the site of such official meeting.

Section 5. Miscellaneous Provisions.

5 1. Personal Services - - Reimbursement for personal services such as laundry

or valet service is not atlowed.

5.2. Telephone Charges - - Personal telephone charges may be reimbursed at
an amount ot to exceed five doltars ($5) per day.

5.3. Spouses Accompanying Employees - - When spouses accompany
employages on in-state or out-of-state official business, which involves overnight stays,
they shatl be subjact to the following rules and limitations:

5.3.2. Reimbursement Provisions - - When a spouse accompanies an
emptoyea on & trip, the Office of the State Auditer will reimburse the employee for only
eighty percent (80%) of the employee’s hotel or lodging expenses if the rate is different
based on singie or double occupancy. However, if the hotel daily room rate is the same
whether single or double, the employee will be reimbursed at one hundred percent
{100%) of the focging expense.

5.3.b. Employee Responsibility - - It is the employee’s responsibility to
make any travel arrangements for a spouse. The Office of the State Auditor shall not
be liable for any expenses or travel preparations related to a spouse’s travel.

5.3.c. Insurance Coverage - - V/hen a spouse accompanies an employee
on a trip, it is the responsibility of the emnployee to provide accident insurance coverage
for the snouse. The Office of the State Auditor shall not be liable for the insurance
coverage for a spouse or accident or injury 1 a spouse.

5.4, (Changas to Travel In Progress - - Any change(s) to travel while a trip is in
progress must receive preauthorization by the State Auditor or his designee prior to
such change(s), unless such change(s} result in either reduction in cost to the State or
net benefit to the State, or are caused by an emergency situation. Reasons for the
travel change must be confirmed by written justification upon completion of the travel.

55 Rule Changes - The State Auditor reserves the right to revoke, suspend,

“rescind or amend aay rules herein set forth.




STATE TRAVEL RULE

SECTION 1. General

1.1 Scope:

This rde govems in-state, out-of-state and intemnational travel, hereinafier referred to as “travel,"
for state officials, employees and non-employees, except those in the legislative and judicial
branches of state government and except the Atiomey General, Auditor, Secretary of State,

Treasurer, Board of Investmenis and Commissioner of Agriculture and their employees traveling

on behalf of the state of West Virginia
1.2 Authority- West Virginia Code, §12-3-11

1.3 Filing Date- March 26, 1998
14 Effective Dafe- July 1, 1998

SECTION 2. Delegation of Authority and Responsibilities

2.1 Authority to manage, approve or disapprove travel and travel-related expense is delegated
exchusively fo the admmistrative head of a state agency. Authority may be revoked by the Travel
Management Office.

2.2 The spending officer may delegate anthority to others within the respective state agency 1o
act as designes(s) for authorizing and approving travel and travel-related expenses as may be
required. All such euthorizations and approvals shall be made i accordance with the provisions
of these regulations.

2.3 Travel may be authonized only for official business and only if the stale agency has the
financial resources to reimburse the traveler for travel expenses.

2.4 The spending officer may develop administrative policies and procedures for the state
agency, consistent with these regulations, fo provide additional guidance to employees and
others traveling on behalf of the state agency.

2.5 The responsibility 10 audit a traveler's expense account setflement lies with the state agency.
Approval of a traveler's expense account setflement by the state agency means that the expense
account settlement meets all criteria established by this rule for reimbursement. The state agency
shal] audit and submit an accurate expense account settlement for reimbursement to the
Auditor's Office withinn 15 days after completion of travel.

SECTION 3. Travel regulations applicable te all employees, board and commaission
members, and non-employees

19




3.1 Employees

3.1.1 Approval io travel shall be secured in advance by the employee in accordance
with these regulations and, if applicable, the administrative policies and procedures of
the state agency. Under no circumnstances should an employee travel without proper

_ approval of the spending officer.
3.1.2 Employees are responsible for submitting a trave] expense account settlement
form, with all required attachments, to the traveiers spending unit. The form: should be
submitted within the time prescribed by the Travel Management Office or spending unit,
affer the last day of the approved travel to qualify for reimbursement of expenses or for
payment

3.1.3 Consultants, contractors and non-employees are not required o use these rules
and regulations, at the spending unit’s option. All consultant and coniractor travel should
be included as part of the consulting/contractor fee agreement.

3.1.4 Reimbursement of travel expenses paid from federal, state and private grants shall
be govemed by the terms and conditions of the grant if they differ from those contained
in this rule; otherwise, this rule shall govern such reimbursement,

3.2 Board and Commission Members

3.2.1 This rule shall govern reimbursement of fravel expenses to board and commission
members when legislation requires such members to follow this rule,

SECTION 4, Transportation

4.1 Air Transportation

4.1.1 Commercial Airlines

4.1.1.1 Allowable reimbursement for commercial airline travel shall include the actual
expense or cost for the least expensive logical fare via the most direct route, ora
reasonable altemative route if it results in lower fare. Travelers may not specify a
particular airline to accumulate mileage or promotional plans, such as frequent flyer
programs, if it results in a higher airfare. {See Section 11]

4.1.1.2 Travelers are expected to make advance bookings through the contracted travel
service vendor to secure the least expensive airfare possible, Reimbursement for tickeis
where reservations were not made through the contracied travel services vendor
requires authorization from the Travel Management Office before reimbursement will be
made. Reimbwrsement may be made to the traveler in advance for airfare purchased
between 45 and 180 days before the irip begins.

4.1.1.3 In order to receive reimbursernent, the traveler must submit the original invoice
from the travel service vendor. If airfare is reimbursed before the trip, it must be
referenced on the traveler's final expense account. Refundable or wnused aitline tickets
shall be returned immediately to the ticket issuer for proper creditrefimd,
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4.1.1.4 Commercial aifline tickets may be direct hilled to the spending unit and paid
before the travel if allowed by the spending units' administrative policies and
procedures. The traveler must attach a copy of the travel agency’s itinerary or other
proof of travel to the expense account setflement

~ 4.1.1.5 Ifa change in the cost of airfare is incurred, the charge is reimbursable if the
traveler is directed by the appropriate spending unit officer to change his or her travel
plans, or if other extenuating circumstances arise. Increased or extra charges incurred
due to the traveler's negligence will be considered a personal expenss of the traveler
and shall not be reimbursed.

4.1.1.6 Deliberately causing increased costs or delays to obtain personal gratuities, such
a5 denied boarding compensation, frequent flier points or mileage, or similar benefits, is
prohibited. In addition, conversion of aitline tickets for personal benefit, such as
downgrading tickets, refurning unused tickets for cash, credit, o personal aitline tickets,
or sitnilar actions, is prohibited. Any credits, rebates or refinds resulting from these
actions must be returned to the state of West Virginia. [See Section 11]

4.1.1.7 All major airlines charge a fes to issue paper flight coupons in situations where
an e-ticket is available. E-tickets are the industry standard and are issued automatically
unless the traveler specifically requests a paper ticket. The e-ticket will be sufficient for
traveling and reimbursement. If a paper ticket is requested, the service charge will not
be reimbursed. If ravelers experience problems with e-tickets when exchanging due to
flight cancellations or delays, particularly when changing airlines, the fravel service
vendor is required fo assist and provide proper documentation.

4.1.2 Nop-Commercial Aircraft Service,

4.1.2.1 For any state-owned or private aircraft service, please contact the Aviation
Division at {304} 558-0403 for policies, procedures and instructions.

4.2 Groumd Trapsportation

4.2.1 The traveler may use a state-owned vehicle, privately-owned vehicle, or a
comimercial rental vehicle for pround transportation. The availability and use of a state-
owned vehicle will be determined by the Fleet Management Office and/or the spending
units’ administrative policies and procedures.

4.2.2 The operator (traveler) of a vehicle must possess a valid operator's license. The
operator is personally responsible for any fines and/or penalties resulting from citations,
charges, or warrants aftributable to operator negligence, Such fines and/or penalties
shall not be a reimbursable expense.

4.2.3 In cases where a traveler chooses to drive rather then fly while on business,
reimbursement will be based on actual in transit expenses (mileage, hotels, parking,
meals, efc.), not to exceed the lowest available commercial aitfare plus local
transportation, and parking (where required) to and from the airport.

4.2.4 Roadside assistance services, if needed for a state vehicle, may be reimbursed at
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actual cost if deemed appropriate and reasonable by the spending officer.

4.2.5 State-Owned Vehicles

4.2.5.1 State-owned vehicles may be requested from a spending unit's motor pool in
accordance with the spending unit’s administrative policies and procedures. State-
owned vehicles are for "official business use" only and must be operated by an
employee of the spending umit.

4.2.5.2 Receipts/documentation is not required for use of state-owned vehicles. When
the gas card is not used a receipt is required for fuel

4.2.6 Privately-Owned Vehicles/Courtesy Vehicles

4.2.6.1 Privately-owned and courtesy vehiclés may be used when traveling on state
business. Reimbursement will be made at the prevailing rate per mile esiablished by the
Travel Management Office, exchuding nomnal daily commmting mileage, for actual miles
traveled using the shortest practicable route to the point of arrival at the traveler's
destination. This rate is irtended to cover all operating costs of the vehicle (including
fuel, maintenance, depreciation, insurance, etc.), and no additional reimbursement will
be made.

4.2.6.2 Receipis are not required for reimbursement of mileage for using privately-
owned/courtesy vehicles.

4.2.7 Commercial Rental Vehicles

4.2.7.1 Commercial rental vehicles may be used when traveling on state business with
the contracted car vendor. Reimbursement for rentals not made with the contracted car
vendor requires authorization from the Travel Management Office. Reimbursement will
be made at actual cost for the daily rental fes for a nid-size or smaller vehicle, phs
mileage fees and fuel costs. For travel of more than a few days in duration, weekly
rental rates may be reimbursed if they will result in a Iower total cost than the daily rate.
Reimbursernent may be made for full-size vehicles if more than fhree (3) people are
traveling together on spending unit business and for larger vehicles if a group of five (5}
or more is traveling together.

4.2.7.2 Collision damage insurance for automobile rentals of seven (7) days or less are
reimbursable, and should be taken, unless the rental has been made using the State
Travel Credit Card, which provides collision damage coverage at no cost for rentals up
to 60 days.

The program does not cover the rental of trucks, campers, off-road vehicles, trailers,
motorized bikes, motorcycles and motorized scooters, antique cars, high value, special
interest and exotic cars or vans that seat more than 15 occupants.

Collision damage insurance for rentals of more than seven (7) days is not reimrsable
and should not be taken. The state of West Virginia insurance program automatically
covers collision insurance for vehicle rentals more than seven (7) days. No other




insurance or insurance-like product is reimbrrsable for rentals used in the United States,
unless required by law. Full coverage insurance is a reimbursable expense for any
approved rental vehicle used outside the United States,

4.2.7.3 It is not mandatory to reserve rental vehicles through the contracted travel
agency vendor. However, in the case where a third party booking incurs 2 service fee,
that fee will not be reimbursed (i.e. some internet sites charge a servics fee for booking
cars). Travelers may use car rental services from another company in the following
situations:

) Rental car vendor does not have a location in the specific area,

b} Rental car vendor does not have the appropriate vehicle at the time needed.

¢) Remtal car vendor does not have the appropriate vehicle for the duration nesded,
Travelers must note these exceptions on the travel expense seiflement form,

4.2.7.4 Receipts and/or documentation are required for reimbursement of car rental and

mileage charges or fees. Reimbursement may bemade for actual fuel costs. Receips =~

should be atiached, if available, Travelers must retum rental cars with a full tank of fuel
refueling costs charged by rental agencies are not reimburssble.

4.2.8 Rail Service

4.2.8.1 Travelers are expected to make advanced bookings through the contracted
travel services vendor and use the least expensive logical fare via the most direct route,
or other reasonable route that results in g lower fare,

4.2.8.2 Receipts/documerttation is required for reimbursement of rail service expenses,
4.2.9 Miscellaneous Ground Transportation

4.2.9.1 When courtesy transportation is provided by a hotel, motel, or other service
Tacility, the traveler is encouraged to use their service.

4.2.9.2 Travelers may be retmbursed for taxi, bus, and other forms of public
transportation. Receipts are not required if under the limit authorized by the Travel
Management Office,

SECTION 5, Lodging

5.1 Reimbursement
5.1.1 Allowable reimbursement for lodging shall include the actual expenses for
overnight accommuodations and all applicable taxes and surcharges,

5.1.2 Reimbursement for a single occupancy shall be at the least expensive single room
rate available.

5.1.3 For multiple occupancy, reimbursement may be claimed fully by one traveler with
no claim filed by the other traveler, or each traveler may be reimbursed at equal
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perceantages of the fotal actual cost for accommodations.

5.1.4 If a change in the lodging charge is incurred, the change is reimbursable if the
traveler is directed by the appropriate agency officer to change her or his travel plans,
or in other extennating circumstances, as approved by the immediate supervisor of the
traveler. Charges incurred due io the failure of the raveler to notify the facility will be
considered the personal expense of the traveler.

5.1.5 It is not mandatory to reserve hotels through the confracted travel agency vendor.
However; in the case where a third party booking incurs a service fee, that fee will not
be reimbursed (i.e., some infemet sites charge a sarvice fee for booking hotels).

5.2 Receipts

5.2.1 Receipts are required for iodging reirmbursement. The hotel/motel invoice or folio
shall be the official document utilized for reimbursement to the traveler.

5,3 Direct Billing
5.3.1 Lodging may be direct billed if allowed by the spending unit’s administrative
policies and procedures. The traveler must aitach a copy of the lodging invoice or other
proof of lodging to the expense account seftfernent.

SECTION 6. Meals

6.1 Meal expense reimbursement is limtted to actual expenses for food, service and gratuities,
not to exceed the Authorized Daily Rates as established by the U.S. General Services
Administration {(GSA). Specifically excluded are alcoholic beverages and entertalmment
expenses. Where a percentage of the maximum daily rate is used, the traveler may round the
calculated amount up 1o the next whole dollar. Meal reimbursement is allowed when lodging is
fisted as "gratis" or "no charge."

6.2 State employees will be reimbursed the actual cost of meals when there is an overnight stay.
Employees will be reimbursed actual costs not to exceed the established GSA meal rates.

6.2.1 Exceptions may be granted to these rates in situations when authorized by the
cabinet secretary/agency head. If reimbursement is made in excess of the GSA rates,
receipts are required and the cabinet secretary/agency head must approve the expense
voucher,

6.3 When meals are provided for a traveler, the fraveler's maximum daily rate shall be reduced
by the appropriate amount. To determine the amount of deductions for meals, allowances for
meal expenses shall be deducted accordingly:

Breakfast 20% of the maximum daily rate
Lunch 20% of the maximum daily rate
Dinner 60% of the maxinmunn daily rage




6.3.1 On the first and last days of trave] of an ovemight trip when no meals are
provided, the allowable reimbursement is based on 75% of the GSA per diem rate for
the specific city. Departure or arrival times are not considered. If a meal(s) is provided
gratis or included within a registration fee of the business travel, the per diem rate must
be reduced by the appropriate amount as indicated in 6.3 from the 75% of the GSA
Authorized Daily Rates.

6.4 Meal expenses for single day travel are not reimbursable. Single day travel is travel withowt
an ovemight stay. Travel without an overnight stay will not qualify a traveler as being away from
home for purposes of receiving non-faxable meal reimbursement. This does not apply to
Guardian Travel [see Section 6.5.1].

6.5 The following qualifications for extraordmary meal expense reimbursement require the
exercise of good judgment in determining what is a "reasonable" expense fo incur for the
situation.
6.5.1 Travelers transporting or accompanying clients, patients, students or others
entrusted fo a spending unit for their care, education or placement, referred to as
Guardian Travel, may be reimbursed the actual cost of meals, not to exceed the ADR.
Receipts (or the student signature form) per the state’s current guidelines are required.

6.5.,2 Employees in undercover operations, law enforcement personnel and others in
certain occasional overtime situations, at the direction of the spending officer/designes,
may be reimbursed for their actual expenses. These cases must have the approval of the
cabinet secretary or agency head. Agencies should keep appropriate documentation on
file.

SECTION 7, Registration Fees

7.1 Fees or charges for attendance at conferences, meetings, seminars, and/or workshops, as
well ag event-reiated materials, are reimbursable expenses fo the traveler, Reimbursement for
registration fees at meetings or conference is allowable and must be supported by a receipt,
Employees should verify acceptable payment methods with the conference before the
conference. Registration fees should be charged to the employee's corporate travel card, ‘ghost
account’ or ATM cash advance.

If this is not possible, the registration can be direct billed. An agency purchase order may be
issued, if necessary. The traveler must attach a copy of the registration invoice or other proof of
attendance to the expense account settlement.

7.2 Receipts are required for reimbursement The receipt/docurnentation provided by the event
sponsor shall be sufficient for reimbursement. Travelers are reminded to adjust meal
reimbursement requests for meals included with the registration fee.

7.3 The traveler will not receive an allowance or reimbursement for fodging or food included in

25
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© registration fees.

7.4 If a cancellation charge is incurred, the charge is reimbursable if the traveler is directed by
the appropriate spending officer/designee to change her or his travel plans, or if other
exienuating circumstances arise and are approved by the spending officer/designee. Charges
incurred due to the failure of the fraveler or the traveler's representative to notify the event
sponsor will be considered a personal expense to the traveler.

SECTION 8, Other Expenses

8.1 Travelers may incur miscellaneous business-related expenses for which reimbursement may
be made, if appropriate. Receipts are required for any individual expenditure in excess of
$75.00. The spending officer/designee may require any and/or all receipts af their option, as a
means of cost conirol.

An agency may allow an employe to file a copied, faxed or duplicate invoice if the original
receipt is lost; however, the Auditor’s Office requires two original signatures, in addition to the
traveler’s. One signature must be the chief finencial officer, or the agency/department
administrator, and the other must be a delegated agency staff person, who has a signature card
on file with the Auditor’s Office.

Such expenses and reimbursement may include, but are not limited to:

a. Baggage handling and gratuities when using public transportation or conveniences (i.e., taxi,
limousine, air porter services, or airpori/rail curbside check-in}, or when using a lodging facifity
that has porterage (i.e., "bell person®) services rather than a facility where the traveler is
expected to carry her or his own luggage;

b. Baggage storage between appoiniments, and between hotels and meeting places;
c. Tolls, garage and parking fees, including grahsties;

d. Commumication expenses, such as: (1) local calls which may include a surcharge; (2) long
distance cails which may include toll charges and surcharges and must be made on the current
corporate commumications travel card; (3) surcharges for long distance calls when the tolf
charges are direct billed; and (4) facsimiles, cablegrams, or telegrams which may include toll
charges, surcharges, or delivery charges;

e. Currency conversion;
f. Guides, interpretess, and visa foes; or,

g. For trips involving multiple days of travel or for single day travel where the traveler is
unexpectedly delayed for business reasons, the traveler may make one personal telephone call
home per day. Reimbursement shall be made at actual cost, not to exceed $3.00 a day. This
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call must not be made on the state telecornmunications or travel cards.

8.2 Non-reimbursable fravel-related expenses include the cost of passports (not as a travel
expense, but may be considered as a direct charge to the spending wnit), interest on late
payment of individually held travel cards, and personal flight or baggage insurance. Exceptions
must be approved by the spending officer.

8.3 Persons traveling in foreign couniries should report their expenditures in United States
dollars. The total expenditure in foreign currency must be converted imto United States dollars at
the rate or rates at which the foreign money was obtained. The rates of conversion and the
commissions charged must be shown. Travelers are encouraged to use the corporate travel card
to receive the best conversion rates and avoid high currency conversion fees,

SECTION 9. Form of payment for business travel

9.1 Corporate Travel Card

9.1.1 Travelers should use the corporate charge card issued by the staie of West
Virginia for business related travel expenses. No personal purchases are permitted. The
state and its agencies expect their employees to observe a standard of conduct which
will not reflect discredit upon the integrity of their employess, Delinquency may result in
suspension or cancellation of charging privileges. The employes is responsible for all
purchases and cash advances charged to his or her card. Reimbursement from the state
must be forwarded to the Corporate Travel Card Company. Employees may be
requested 10 sign an acceptance of responsibility formy, at the agency’s discretion.

9.2 Cash Advances from an Automatic Teller Machine (ATM} using the State
Corporate Travel Card

9.2.1 A cash advance for either m-state or out-of-state travel is permissible when an
employes travels 2 minimum of two (2) consecutive days on official business,

Cash advances are limited to the maximum amount authorized by the spending unit.
However, the minimum cash advance is $100, with a maximum of $350in a seven-day
period.

A cash advance is for business purposes only. No cash advance for personal purposes
is permitted,

The preferred method of obtaining 2 cash advance is 1o use the state corporate iravel
card at an ATM or bank lobby. ATM cash advances should be obtained at a bank
location as convenience stores may it the amount of cash it dispenses.

The employee will be reimbursed for only one (1) ATM cash advance transaction fee
and associated fees per trip, unless authorized by the Travel Management Office.

9.2.2 For employees ineligible to receive a state corporate travel card or those who
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have applied and have not yet received their card, the cash advance procedure in 9.3
applies.

9.2.3 The receipt ticket from the ATM machine is required for reimbursement of the
ATM transaction fee.

9.3 Cash Advances from the Auditor's Office

9.3.1 Cash Advances for Employees

9.3.1.1 Cash advances may be received by employees for business travel for the
payment of registration fess and/or daily miscellaneous expenses where the state
corporate charge card is not accepted. Cash advances may be issued for: () out-oft
state travel; (b) a minimum of four (4) days and a maximum of the number of days
approved for travel at the rate of $50 per day for miscellaneous expenses: {c) the exact
amount of registration fee which is $100 or more; (d) the total estimated expenses fora
student or student group; and (&) other circumstances approved by the spending
officer/designes.

9.3.2 Settlement of Cash Advances

9.3.2.1 All cash advances must be settled by the individual traveler and spending wmit
within thirty (30) days afier completion of travel. Such settlement shall be submitiad by
the spending unit to the Auditor's Office for final setflement within the time frame
prescribed by the Auditor’s Office.

9.3.2.2 Failure t settle a cash advance within the time frame prescribed by the
Auditor's Office may result in suspension of cash advance privileges.
9.4 Direct Billing

9.4.1 Direct billing may be authorized by the spending officer according to the spending
wiit’s travel guidelines. The traveler is responsible for attaching to the expense account
settlement copies of receipts, invoices, etc. for any direct billed fee.

SECTICN 10, Reimbursement Forms

The form(s) used for reimbursemnent of fravel expenses shall be those promulgated by the Trave]
Management Office and the Auditor's Office.

SECTION 11. Ofher Provisions

According to the West Virginia Ethics Commission, frequent flier miles, hotel bonus points or
other travel incentives resulfing fiom official business travel may be used only for future official
business travel.

SECTION 12, Exceptions

Any exceptions to this rule must be documented in writing and approved by the Travel
Management Office.
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FOREWARD

Authority to manage, approve of disapprove travel and sravel related expense, as well as
the authority to develop procedures for administering this policy is delegated by the
university Board of Governors to the President. The President delegates authority 10

manage, approve or disapprove travel and travel related expenses as follow:

. In-state and out-of-state travel to the academic deans for travel requested
within there area

. In-state and out-of-state travel to the directors for travel requests within their
areas :

- In-state and out-of-state travel to the vice-presidents for travel by deans or
directors within their area

. All international travel to the vice-president for travel request within their
area.

Approval to ¢ravel shall be secured in advance by the employee in accordance with
section 4.1.1 of the Marshall University Board of Governors policy No. FA-2 and the
administrative procedures of the institution as outlined herin. Under no circumstances
should an employee travel without proper approval of the appropriate Vice President,
Dean or Director.

" _ The Travel Authorization/Direct Bill Request Form must be approved in
advance by the employee for all out-of-state and international travel as well as
for any expenses of the srip to be direct billed to the University by way of
invoice or charged to the Purchase Card.

Employees are responsible for submitting for reimbursement a Travel Expense
Settlement Form, with all required attachments ‘0 accordance with section 4.1.2 of the
Marshall University Board of Governor policy No. FA-2 and the administrative
procedures defined by the institution in order to qualify for retmbursement of expenses.

- Employees are responsible for submitting a Travel Expense Settlement For,
with alt required attachments, 10 Accounts Payable before the 30™ day of the
month following the last day of the approved travel. The last date of approved
travel is identified as the last date listed on the approved fravel request form of
she last date for which expenses are listed on the expense account form. Those
who accumulate repetitive mileage expense may submit request for
reimbursement monthly provided that expenses are submitted promptly after
the last date of the month.

Section 1
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PLANNING THE TRI?

Section 1.1

Use of a contracted travel agency is required for planning all travel. A printed
cost comparison from a contracted agency is required if greater cost savings cafl
be realized by using another means of securing travel plans.

Section 1.2

Approval to travel must be secured in advance by the employee. The “Travel
Authorization /Direct Billing Request Form™ must be completed for all
international and out of state travel expenses as well as any expenses that are o be
direct-billed 1o the university by way of invoice or charged to the Purchase Card.
The complsted form is to be forwarded to the University Accounting Office upon

approval,
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Section 2
TRAVEL EXPENSE REIMBURSEMENT

Section 2.1

The chart of reimbursable expenses provides a summary of expenses which can
be reimbursed, reimbursement rates, and receipting requirements.

Section 2.2

Items which are to be reimbursed are to be identified on the Expense Account
Settiement form.

Section 2.3

The expense account settlement form is to be signed by the traveler and her or his
department chair, director or other individual to be considered the immediate
supervisor. Approval by the Vice President, Dean or Director is also required on
this form.

Section 2.4

The expense account and all attached documentation will be submitted to the
accounting office prior to the 30® day of the month following the last day of
travel, For trips of a repetitive nature, & combined settlement may be submitted at
the end of each month or semester. :
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Section 3
TYPES OF TRAVEL

Section 3.1 Individual Travel
The Preferred method of payment for allowable travel expenses is the University

Purchasing Card (P-Card). For more information on the P-Card please visit,
hitp //www.marshall edu/accounting/peard web. tml

Individual travelers have two general options for finalizing plans:

1. Pay allowable travel expenses using the Purchase Card or direct billing. (i.e.
Payment via MU Purchasing card and/or direct billing by vendor) and seek
reimbursement for any expenses that cannot be charged to the card.

Before the trip:

1) Complete a Travel Authorization/Direct Billing Request
Form;

2} Obtain required approvals;

3) Obtain Banner general encumbrance number for any expense
not direct-billed to the P’Card and note on Travel
Authorization/Direct Bill Request Form,

4y Submit approved form to the University Accounting Office
for processing.

After the trip:

1) Prepare expense account referencing encumbrance number for
any expenses to be reimbursed to the traveler;

2) Attach all required receipts to expense account; {(copy of receipts
for all MU Purchase card transactions, original receipts for all
other transactions}

3) Obtain necessary signatures;

4) Submit expense account to University Accounting Office.

5} Submit Original receipts with shell number reference for all MU
P*Card transactions to the University Accounting Office in
accordance with current P*Card Policies and Procedures.

2. Pay all travel expenses personally and request retmbursement afier the fact.

The corporate travel card, a cash advance with the corporate travel card, a
personal credit card, or a combination of all three can be used and an expense
account filed upon return from the travel. Note: These options result in
personal liability for the traveler.

Follow these steps:
1) Obtain approvals and submit Travel Authorization/Direct Bill
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2)
3)
4}
5)

6)

Request Form as required.

Complete a Travel Settlement Form,

Attach all required original receipts to the settlement form;
Obtain signatures on the settlement form as required;
Have general encumbrance created in Banner and note on
settiement form

Submit settlement form to University Accounting Office.

Section 3.2 Student or Student Group Travel

Students or Student Groups have three general options/combination of options for

finalizing plans:

1. Pay allowable travel expenses using the Purchase Card or direct billing. (i.e.
Payment via MU Purchasing card and/er invoice billing by vendor) and request
reimbursement for any expenses that cannot be charged to the card. NOTE:
THERE IS NO CASH ADVANCE CAPABILITY ON THE P’CARD

Before the tnip:

1y

2}
3)

4)

Complete a Travel Authorization/Direct Billing Request
Form;

Obtain required approvals;

Obtain Banner general encumbrance number for any expense
not direct-billed to the P’Card and note on Travel
Authorization/Direct Bili Request Form;

Submit approved form to the University Accounting Office
for processing.

After the trip:

)

2}

3)
%)
5)

Prepare Travel Settlement Form referencing encumbrance
number for any expenses to be reimbursed to the
traveler/guardian;

Attach all required receipts to seftlement form; (copy of
receipts for all MU Purchase card transactions, original
receipts for all other transactions)

Obtain necessary signatures;

Submit setflement form to University Accounting Office.
Submit Original receipts with shell number reference for all
MU P’Card transactions to the University Accounting Office
in accordance with current P’Card Policies and Procedures.

2. Pay all allowable travel expenses using the United Bank Team Trave! Card.
NOTE: CASH ADVANCES ARE AVAILABLE WITH THE TEAM CARD,

1y

Team Travel Card will be issued to the Faculty/Staff
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representative of the group.

2) Submission of a Team Account Settlement is required for any
expenses to a Team Travel Card.

3) Direct invoice billings cannot be made in the name of a
student. Arrangements can be made in the name of the
university employee acting on behalf of the student(s).
"Employee name acting on behalf of students” is entered
wherever traveler's name is requested on forms.

4) Meal receipts or the Meal Receipt form are required.

)} Names of all members of the group must be attached to travel
authorization and setflement forms.

3. Pay all travel expenses personally and request reimbursement after the fact.

The corporate travel card, a cash advance with the corporate travel card, a
personal credit card, or a combination of all three can be used and a settlement
form filed upon return from the travel. Note: These options result in personal
liability for the traveler.

Section 3.3 Interviewee Travel

Interviewees must follow the same travel reimbursement guidelines associated
with individual travel. Direct billing for hotel, airfare, etc is allowed via P’Card
(charged by sponsoring department) and/or invoicing the university directly
providing all paperwork is submitted and current policies and procedures are
followed.

Section 3.4 International Travel

international travel follows the same procedures as other individual travel with
the following requirements added:

* Written Approval is required using the Travel Request/Direct Bill
Authorization form by the traveler's vice president.

e The expense account is to be completed in US dollars. In the event
expenses were more than one currency the traveler should provide a
worksheet showing how the total amount to be reimbursed was
determined.

¢ It is necessary to obtain written currency exchange raies from the
contracted travet agency or GSA rate chart,

Section 3.6 Consuliant Travel

Consultants have the following options of covering travel expenses
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1) Include all travel expenses in the agreed upon fee.

2) Seek reimbursement following the outlined procedures for individual
travel.

3} Following terms spelled out in their contract.

Purchase Card, Direct billing and corporate travel cards are not available to non-
employees.




Section 4
PERSONAL TRAVEL IN CONJUN CTION WITH BUSINESS TRAVEL

Section 4.1

When personal travel is combined with business travel a clear distinction must be
made to separate the business travel from the personal travel. Direct billing of
expenses may not be available in all cases.

If personal travel is combined with business travel direct billing will be authorized
only if the personal travel begins and ends in the approved business travel
destination (no side trips or stopovers for persona! travel), If the airfare or other
common carrier charges for transportation include stopovers or side trips which
would not be the most direct route, a portion of the airfare must be paid by the
traveler to represent the portion of the trip associated with the personal travel.

The personal travel dates must be specified on the travel expense account.
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. Section 6
UNITED BANK CORPORATE TRAVEL CARD/TEAM CARD

Section 6.1

The university participates in the State of West Virginia Corporate Travel
Card/Team Card programs.

The CORPORATE TRAVEL CARD is available to all employees of the
university who are appointed to faculty, staff or administrative positions. Pari-
time temporary employees, student assistants, extra help, consultants and others
who are not considered "employees" are not eligible for the corporate travel card.
This card is issued in the name of the individual traveler and it is the PERSONAL
RESPONSIRILITY OF THE CARDHOLDER to pay for charges on the card.

The TEAM TRAVEL CARD is available to any employee of the university who
is appointed as a faculty or staff representative of a student group or team. Part-
time temporary employees, student assistants, extra help, consultants and others

- who are not considered "employees” are not eligible for the team travel card. This

 card is issued in the name of the individual traveler but the bill is paid directly by
the university in the same manner as the Purchase Card and requires a similar
reconciliation. Because it is used for guardian travel, the cardholder IS NOT
PERSONALLY RESPONSIBLE FOR THE PAYMENT OF CHARGES ON
THIS CARD.

Cash advances can be obtained at Automated Teller Machines (ATM) using the
corporate travel card and the team travel card. Get information about our
corporate business travel card and the team travel card by visiting the Accounting
web site (http://www.marshall.edu/accounting)

General Customer Service & Reporting Lost/Stolen Card:
Inside US A

1 (866) 661-4234 during regular business hours

After business hours 1 (800) 556-5678
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Section 7
TRAVEL AGENCY

Section 7.1 Travel Arrangement Procedures
1. Obtain approval to travel.

2. Make vour reservations as follows: :

a  Direct bill airfare to University Pcard account on file with travel
agency; call the contracted travel agency directly (not online
reservations). You will need a Banner encumbrance document
number to complete this reservation.

b Direct bill airfare to individual P’card {can be done via online
reservations).

c. Reserve hotel rooms (except conference hotels), rental cars, or rail
travel through a contracted travel agency.

i Call the University Travel Office in Accounts Payable for
the listing of current travel agencies. '
i, Contact the purchasing department regarding the current
rental car contract.
¢. Reserve airline tickets using one of the following options:
i, On-line or through a contracted travel agency
ii.  or, on-line comparison of fares between a contracted
agency and any other Internet system.

a, Selectthe lowest fare possible.

b. Do screen prints to document the comparison
and attach to your expense account when
submitted.

¢. Obtain an original itinerary from the vendor or

_ Internet site.
3. Complete the Travel Authorization/Direct Bill Form and submit 1o the
Accounting Office upon approval.

4. Complete the trip and submit the travel expense account form referencing
the general encumbrance document number of your travel.
a. Include itinerary and original aitline ticket receipt.
b. Include receipts for hotel and rental car if applicable.
¢. Note on the expense account form if you used a conference hotel.
d. Obtain the necessary signatures and forward to Accounts Payable.

Each trip may have unique requirements.

Contact Sherry Osburn (x62214) or Elizabeth Graybeal (x62489) for additional
information or guidance.




WEST VIRGINIA ADMINISTRATIVE REGULATIONS
Office of the State Treasurer

Chapter 12-3

Subjact: OFice of the State Treasurer Travel Regulations

Section 1. General

1.01. Scope - These regulations implement the provisions of section
eleven, article three, chapter twelve of the Code of West Virginia, 1931, as

amended.

4.02. Authority - These regulations are issued under the authority of the
shove-mentioned code section, which provides, among other things, that the
West Virginia State Treasurer shall promulgéﬁe rules and regulations goveming
travel by employess of the State Treasurer's Office on behalf of the State of West
Virginia. .

1.03. General Purpose - The purpose of these fules is to outline the

proper procedures and regulations for in and out-of-State travel conducted by the
employses of the Stale Treasurer's Office on behalf of the State of West Virginia.
1.04. Filing Date - January 1, 2000
105, Effective Date - These regulations are promulgated and become
affective on the 15th day of January 2000, and supersede all previous travel

regulations relating 1o employees of the State Treasurer's Office.

01/54/00 page 1
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Section 2. In-State Travel

2 01. General Purpose — In-state travel costs will be reimbursed only for

sravel deemed necessary for the proper conduct of the State's
businass and will require the written approval of the State Treasurer
or his designee before reimbursement is made.

> 02. Filina Claims for Reimbursement

(a) ltemized Expense Account - An actual ifemized expense account must

he filed on the provided travel form, along with trave!, hotel and other

aliowable expense receipts in accordance with prevailing IRS regulations.

(b) Daily Allowances - Daily allowances for in-state travel will be subject

to:
(1) Meals - Reimbursement will be made for the actual cost

of meals, in{w@, while absent from official stations on

Wwith a maximum of Forty-five Dollars ($45) per

day for traﬁei within -the State of Wast Virginia where the distance

from the home station is over fify (30) miles one-way. | For partial

day meal reimbursement the following percentage breakdown will

be used: 20% for breakfast, 20% for lunch, and 80% for dinner.

Mea! receipts are not required except when the total cost of the

meals exceed the internal Revenue Service's (IRS) most cufrent
Pubtication 1542 approved rates for the geographic area visited or
unless section 5.04 is used. The-tR&authorized—meals—and—.

incidental expense amount (M &IE) Is defermined using the high-

_Jovw-method. Reimbursement of meals is allowed when lodging is

listed as "gratis” or "no charge”. Meaal reimbursement for "single

01/04100 page 2
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day” iips i prohibited. Iif an employee attends a meeting or
confarence where a meal(s) is provided, the employee may not
claim that meal(s) for reimbursement, regardless of whether the

meal was actually eaten.

(2) Transporation - Reimbursement will be made for the

actual cost of bus, rail or air coach fravel, as well as auiomobile

rental and taxi service where necessary. Prior epproval from your

Deputy Treasurer must be obtained for car rentals. The mileage

allowance for use of privately owned vehicles engaged in State
business will be the prevailing IRS approved rate plus parking,
garage fees, toll bridge and turnpike charges, where necessary and
applicable. Receipts for bus, rail, air coach travet and automaobile
rental are required to be submitted with the employee fravel
expense form for reimbursement.

(3) Lodging - Employees traveling on State business will be
reimbursed in an amount equal to their actual hotel bilis for lodging.

No reimbursement will be made for hote! charges for laundry or

valet charges. A receipt for the amount paid for hotel rooms must

e iz
e L

(4) Registration Fees - Registration fees at meelings of

confarences must be supported by & raceipt.

(5) Tips and Gratyities - Tips or gratuities may not exceed

twenty (20) percent of the cost allowable hotel charges.

"43
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(6 Bagqage - Charges for additional baggage
transportation shall be reimbursed, as shall actuat costs incurred in

the transfer and storage of luggzge.

Section 3. Qut-of-State Travel

3.01.

3.02.

General Purpoge - Out-of-State frave! costs will be reimbursed only

for trave! deamed necessary for the proper conduct of the State's

business and will require the written approval of the State Treasurer -

or his designee before reimbursement is made,

Filina Ciaims for Reimbursement

(a) ltemized Expense Account - An actual itemized expense

account must be filed on the applicable travel forms, along with travel,

hotel and other allowable expense receipts in accordance with prevailing

IRS regulations. (Air travel siubs or recaipts, where applicable, must be

attached to the expense account.)

(b) Daily Aliowances - Daily allowances for out-of-state trave! shall be as

follows:

01/04/00 page 4

(1) Meals - Reimbursement wili be made for the actual cost
of meals while ébsén-t from official stations on overnight business,
but may not exceed Sixty Dotlars (380) per day, except in major
cities and metropoliian areas where the reimbursable cost for
meals shall be increased to a maximum of Ninety Doliars ($9C) per
day. For partial day meal reimbursement the following percentage
breakdown will be used: 20% for breakfast, 20% for lunch, and 80%

for dinner. Meal receipts are not required except when the total
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cost of the meals exceed the Internal Revenue Service's (IRS)

most current Publication 1542 approved rates for the geographic
area visited. \When daily meals exceed the amount authorized by
the prevailing IRS regulations, or if section 5.04 is utilized, receipts
are required. Reimbursement of meats‘is allowed when lodging s
listed at "gratis” or "no charge". If an employee attends a meeting or
corference where a meal(s) is provided, the empioy’ee may not
claim that meal(s) for reimbursement, regardless of whether the
meal was actually eaten. The IRS authorized meals and incidental
expense amount (M & IE) is determined using the high-low method.

(2) Transportation - Reimbursement will be made for the

actual cost of bus, rail or air coach travel as well as automobile

rental and the&8tual cost of taxi service. Prior approval from your

Deputv Treasurer must be obtained for car rentals. Receipts for

bus, rail, air coach travel and automobile rental are required to be
submitied with the employee fravel expense form for
reimbursement. Reimbursement for trave! in privately owned
vehicles will be governad by Section 4 of these Regdlations.

(3) Lodging - Employeeé traveling on State business will be
reimbursed in an amount equal to their hotel bille for lodging. A
receipt for the amount paid for hotel rooms must be submitted with
the expense amount. Personal telephone charges are

reimbursabls up to $5.00 per day.

(4)  Regisiration Fees - Registration fees at meetings of

conferences must be supporied by a receipt.

45
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(5) Tips and Gratuities - Tips or gratuities may not exceed

twenty {20) percent of the cost of allowable hotel charges.

8) Baggage - Charges for additional baggage
transportation shall be reimbursed, as shalt actual costs incurred in
the transfer and storage of luggage.

Section 4. Use of Privately Owned Vehicles

4.01. General Pumpose - No out-of-state travel in privately owned vehicles

shall be made at State expense without the prior written approval of the State

Treasurer or his designee.

4.02. Maximum Allowances - Maximum mileage allowances for use of

privately owned vehicles will be the prevailing IRS approved rate provided, that
the reimbursable costs permitied for out-of-state travel, in privately owned
vehicles to and from such official meetings, shall not exceed the cost of aﬁ air
coach fare round-trip ticket to and from the site of such official meeting.

4.03. Toli Charges - Toll bridge and turnpike charges may be included as
an additional iem. Receipis are not needed for reimbursement.

4.04, Parking Fees - Receipts are not needed for reimbursement.

Section 5. Miscellaneous Provisions

501, Dersonal Services - Expenses for personat services such as laundry

or valet service are not allowable.

5.02. Personal Baggage - Reimbursemsnt for transportation of
personal baggage shall not exceed ten (10) percent of the air or train fare.

5.03. Non-Emplovees Accompanying Emplovees - When non-employees

accompany employees on in-state or out-of-state official business which involves

01/04/00 page 6




overnight stays, they shall be subject o the following regulations and limitations:

(a) Reimbursement Provisions - The State Treasurer's Office will

reimburse the employee for the employee's hotel or moiel lodging
expense. Reimbursement will be made at the cost of the single room rate.

(b} Employee Responsibiity - The employee is responsible for meals,

travel and other miscellaneous expenses of the non-employse.

(c) lnsurance Coverage - Where non-employees accompany employees

on such trips, it is the responsibility of the employees 1o provide
accident insurance coverage; the State Treasurer's Office shall in no

way be responsible or liable for any cause or cost whatsoever.

5.04. Treasﬁrer’s Waiver - The Staﬁe Treasurer, or his designes,
reserves the right to remove the meal allowance maximums on a case-by-case
basis: however receipts must be coflected for all meals if the daily meals in total
exbeeci the amount authorized by prevailing IRS reguiations. In addition, the
State Treasurer or his designee reserves the right to waive any rule or regulation
herein set forth on an as needed basis.

505 Regulation Changes — The State Treasurer's Office reserves the

right to revoke, suspend, rescind or amend any rules or reguiations herein set

forth.

01/04/00 page 7
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WEST VIRGINIA
H 1 GHER

EDUCATION
P O LI CY

COMMISSION

J. THOMAS JONES
GHAIR

J. MICHAEL MULLEN
CHANZELLOR

September 26, 2002

Dr. Daniel J. Bradley
President

Fairmont State College
1201 Locust Avenue
Fairmont, WV 286554

Dear Dr.' Bradley:

As provided in Series 4, the Commission’s Rule concerning Rules, Guidelines
and Other Policy Statements by Govemning Boards, the enclosed Travsl Rule,
Policies and Procedures for Fairmont State College is approved. Please lat
me know if you have any questions concerning this approval,

Sinceraly,

Eﬂ{wﬁuﬁ&uﬁb

. Mlichzel Mullen
Chancellor

Enclosure (1)

fofwn WMr. James Winter
tdr. Richard Denovan
Mr. Rick Porto
Ms. Monica Cochran
Ms. Lisa Comer

1015 KANAWHA BOULEVARD, EAST, SUITE 700, CHARLESTOMN, WV 25301 « (P)304.558,2101 + (F} 304. 558.5719
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FAIRMONT STATE COLLEGE
TRAVEL RULE, POLICIES AND PROCEDURES
EFFECTIVE: OCTOBER 1, 2002

SECTION 1. EMPLOYEES

1.

EMPLOYEES

Approval to travel shall be secured in advance by the employee by appealing
to the approepriate organizational manger or travel committee within the
department. An approved Fairmont State College Travel Autherization
should be submitted to the Procurement Office Travel Coordinator for ali
out-of-state travel and when 2 direct bill is involved.

Employees are responsible for submitting a State of West Virginia travel
expense account settlement form with all required receipts and direct bill
attachments to the Travel Coordinator within 3 to 5 business days from the
iast day of fravel

SECTION 2. TRANSPORTATION

L

AIR TRANSPORTATION

Commercial airiine reimbursement shall inchude the actual expense or cost of
the least expensive logical fare via the most direct route, or a reasonable
alternative route if it results in lower fare. Travelers may not specify a
particular airline in order to accumulate mileage or promotional plans, such
as frequent flyer programs, if it results in a higher airfare.

Travelers are no longer required to make advanece bookings through a
contracted travel service provider. Traveler’s should check all available
rates and select the least expensive rate, Travelers should use their state
corporate credit card for preferred form of payment when possible.

In order to reccive reimbursement, the traveler must submit the “passenger
receipt” or certified copy of the commerecial airline ticket. Commercial
airline tickets may be purchased and reimbursed up to 180 days (6 months)
prior ie departfure. The State of West Virginia expense account settlement
form should be submitted for the airfare cost only. On the final expense
account settlement form, 2 copy of the previously reimbursed ticket must be
attached, and noted. Refundable or unused airline tickets shall be returned
immediately.

If a change in the cost of airfare is incurred, the charge is reimbursable if the
traveler is directed by the appropriate institutional officer to change his/her
travel plans, or if extenuating cirenmstances arise. A receipt with the change
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in cost shall be provided for reimbursement. Increased charges incurred due
to the traveler’s negligence will be considered a personal expense.
Deliberately causing inereased costs or delays for the purpose of obtaining
personal gratuities, such as denied boarding compensation, frequent flier
peints or mileage, or similar benefits is prohibited. Conversion of airline
tickets for personal benefit, such as downgrading tickets, returning unused
tickets for cask, credit, or personal airline tickets, or similar actions, is alse
prohibited.

For use of an aircraft owned and managed by the Department of
Administration and other agencies the traveler shall follow the rules of such
agencies in scheduling, making reservations, utilizing, and malking payment
to these agencies for use of their aircraft.

If authorized by the Chancellor or Chief Executive Officer or designee(s),
chartered aircraft service and privately owned aircraft may be used by the
traveler if it will result in the lowest airfare, and if it is approved in advance
by the appropriate institutional officer. Direct billing may be used to pay for
such service and aircraft use, and must follow guideline for any direct billed
expenses, such as approved by the department chair and submitted fo the
Procurement Office on a travel authorization form.

In cases where a traveler chooses to drive rather than fly while on business,
reimbursement will be based on actual in-transit expenses (mileage, hotel,
meals, etc.) not to exceed the lowest available commercial airfare plus local
transportation to and from the airport,

GROUND TRANSPORTATION

Travelers may use a state owned vehicle, privately owned vehicle,
commercial rental vehicle, or rail service for ground transportation, when
traveling on official business for Fairmont State College.

State owned vehicles shall be secured in advance by completing a Vehicle
Request form and submitting it to the Physical Plant for final approval.

Privately owned and courtesy vehicles may be used. Reimbursement will be
made at the current IRS rate. Reimbursement for courtesy vehicles will be
made at the current IRS rafe.

Commercial Rental vehicles may be used when traveling on institutional
business. Reimbursement will be made at actual cost for the daily rental fee
of a mid-size or smaller vehicle, plns niileage fees and fuel costs. For travel
of more than a few days in duration, weekly rental rates may be reimbursed
if they will result in a lower fotal cost than the daily rate. Reimbursement
may be made for full size vehicles if more than three people are traveling
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together on institutional business, and for larger vehieles if a group of five or
more is traveling together. Reimbursement may also be made for a larger or
specially equipped vehicle if required to accommodate a traveler with a
disability or handicap,

The State corporate credit card shall be the preferred method of payment.
When using this card all insurances must be declined. When using other
forms of payment, such as personal credit card, or direct billing options, the
insurance should be claimed. Collision damage waivers for rentals of more
than seven days are not reimbursable and should not be taken. The State of
West Virginia insurance program automatically covers collision insurance
for vehicle rentals in excess of seven days. No other insurance or insurance
like product is reimbursable for rentals used in the United States, unless
required by law. Full coverage insnrance is a reimbursable expense for any
approved vehicle used outside the United States.

Original receipts and/or documentation are reguired for reimbursement of
car rental and mileage charges or fees. Reimbursement may be made for
actual fuel costs; however, receipts are not required, but should be provided
if available. Travelers are encouraged to return rental cars with a full tank
of fuel to avoid high refueling costs charged by rental agencies.

Roadside assistance services for fleet, rental and personal vehieles, if needed,
may be reimbursed at actual cost if deemed appropriate and reasonable by
an institutional officer authorized to approve travel expenses,

The operator of a vehicle must possess a valid operator’s license. The
operator is personally responsible for any fines/penalties resulting from
citations, charges, or warrants attributable to the operator’s negligence,
Sach fine/penalties are not reimbursable.

Rail service may be used for ground transportation in accordance with the
institution’s gnidelines and procedures, Travelers are expecied to make
advanced bookings and use the least expensive logical fare via the most direct
route, or other reasonable route that resuits in a lower fare. Original
receipts/documentation is required for reimbursement.

SECTION 3. LODGING

Reimbursement for lodging will be at the least expensive single room rate
available. For multiple occupancy, reimbursement may be claimed fully by
oue traveler with no claim filed by the other traveler, or each traveler may be
reimbursed at equal percentages of the total actual cost for accommodations.
Reimbursement for multiple occupancy, when only one of the travelers is on
higher education business, shall be at the least expensive single room rate. In
the event that a single room rate cannot be documented or otherwise
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determined, reimbursement will be made at eighty percent of the actual
lodging costs.

Reimbursement shall include actual expenses for overnight accommeodations,
use of a room during daytime, and all applicable taxes and surcharges.
Reservations for lodging shall be made according to the institution’s policies
and procedures. Original receipts are reguired for lodging reimbursement,
The botel/motel statement, invoice, or folio shall be the official document
utilized for reimbursement to the traveler.

If a change in the lodging charge is incurred, the charge is reimbursable if
the traveler is directed by the appropriate institutional officer to change her
or his travel plans, or in other extenuating circumstances, as approved by the
immediate supervisor of the traveler. Charges incurred due to the faftare of
the traveler or the traveler’s representative to notify the facility will be
considered the personal expense of the traveler.

Lodging may be direct hilled, however, the traveler must obtain prier
approval from the department chair and submit a travel authorization form
to the Procurement Office, Atftacha copy of the approval, along with the
lodging invoice or other proof of lodging to the traveler’s final expense
aecount settlement.

SECTION 4. MEALS

Meal expense reimbursement is Eimited to actual expenses for food, service
and gratuities up to, not to exceed the maximum daily rate. The current
maximum daily rate is $35.00 for in-state travel and $50.00 for out-of-state
travel. ’

Aleoholic beverages and entertainment expense are pon-reimbursable,

Receipts are not required for meal reimbursement, When meals are
provided for a traveler, the traveler's maximum daily rate shall be reduced
by an appropriate amount, For the purpose of determining the amount of
deductions for meal on 2 uniform basis, allowances for meal expenses shall
be deducted accordingly: '

Breakfast.......... 20%
Luanch ............ 20%
Dinner............ 606%

Meal expense reimbursement for single day travel (when there is not an
overnight stay) is allowed when travel fime begins and/or extends more than
two (2) hours beyond the traveler’s normal worlk day. Reimbursement will
be made for actual expenses up to the maximwm daily rate as follows:
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Breakfast: The traveler must begin the trip at least two (2) hours
before the traveler’s normal workday commences,

Dinner: The traveler must end the trip at least two (2) hours affer
the traveler’s normal workday ends.

Any employee who qualifies for either breakfast or dinner may also
qualify for lunch, provided the employee is traveling or is in travel
status during her or his normal lunch period.

For the purpose of detcrmining the amount(s) allowable for meals for single
day travel, the traveler may claim reimbursement for actual expenses
aceording to the following schedule:

Breakfast......... 20%
Lench............ 209
Dinoer........... 66%

SECTION 5. REGISTRATION FEES

Fees or charges for attendance at conferences, meetings, seminars, and/or
waorkshops, as well as event related materials, are reimbursable expenses to
the traveler. Registration fees may also be direct billed to the institution
when feasible. However, the first method of payment for registration fees is
the State corporate credit card, or the State’s purchase card.

Receipts are required for reimbursement. The receipt/documentation
provided by the event sponsor shall be sufficient for reimbursement,

The traveler shall not receive an allowance ar reimbursement for lodging or

food that is included in the registration fee. Association dues that appear on
the registration form is not 2 reimbursable expense.

SECTION 6. OTHER EXPENSES

Travelers may incur other business related expenses for which
reimbursement may be made if appropriate. Receipts are not required

unless reimbursenient is in excess of carrent IRS limits for miscellancous
expenses,

Such expenses and reimbursements may include, but are not limited to-
a. Baggage handling and gratuities when using public transportation

(i.e., taxi, limowusine, air porter serviees, or airport/rail curbside
check-in), or lodging facilities that have porter services.,
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b. Baggage siorage between appointments, and between hotel and
meeting places.

[ Tolis, garage and parking fees.

d. Communication expenses such as (1) local calls which may include a

surcharge; (2) long distance calls which may include toll charges and
surcharges; (3) surcharges for long distance calls when the toll
charges are direct billed; (4) cellular telephone charges; and (5)
facsimiles, cablegrams, or telegrams which may include toli charges,
surcharges, or delivery charges.

Currency conversion.

Guides, interpreters, and visa fees; and

Trips involving multiple days of travel or for single day travel where
the fraveler is unexpectedly delayed for business reasons, the traveler
may be reimbursed for one personal telephone call home per day.
Reimbursement shall be made at the actual cost, not o exceed $3.00
per day, provided the call is net charged to the telecommunications
card issued by the State or the Governing board,

g ho@

Non-reimbursable travel related expenses include the cost of passports (not
2s a travel expense, but may be considered as a direct charge to the
stitntion), interest on late payment of individually held credit cards,
laundry fees, and personal flight or baggage insurance. Exceptions may be
approved by the Chancellor, Chief Executive Officer, or designee,

Persons traveling in foreign countries shall report their expenditures in
United States dollars. The total expenditure in foreign currency should be
converted into United States dollars at the rate or rates at which the foreign

money was obtained. The rates of conversion and the commissions charged
must be shown.

SECTION 7. FORM OF PAYMENT FOR BUSINESS TRAVEL

Travelers should use the corperate charge card issued by the State of West
Virginia for business related travel expenses, or a higher education corporate
charge eard if available.

Cash advances from the State Auditor’s Office for official travel may be
requested according to the procedures established by the Aunditor for
employee and student travel, and for group travel such as bandsg, athletic
teams and organized student groups. Requesting and settlement of cash
advances shall follow the policies and defined by the State Auditor’s Office.

Cash advances may be received by employees for their own business travel or
as & representative of students for the payment of registration fees, and/or
daily miscellaneous expenses where the state corporate charge card is not
accepted. Cash advances may be issued for: (a) out-of-state travel; (b) a
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minimum of four {4) days and 2 maximum of the number of days approved
for travel at the rate of §25.60 per day for miseellaneous expenses; {c) the
exact amount of registration fee exceeding $100.00; (d) the total estimated
expenses for a student or student group; and (e) other circumstances
appraoved by the appropriate institution officer.

Cash advances for the travel expenses of bands, athletic teams and organized
student groups may be made in the exact amount estimated for the
designated trip. Such cash advances may be issued for: (a) the total
estimated amount of travel expenses, including the expenses of appropriate
representatives, staff and/or employees accompanying the band, team or
student group; and (b) the total amount of event related expenses as
defermined by the band or athletic director of the faculiy/staff advisor or
spomnsor of the student group.

All cash advanees must be settled by the individual traveler, student
representative, student group advisor/sponsor, or band and athletic
department. Such settlement shall be submitted by the institution to the
State Auditor’s Gifiee for final settlement within the time frame prescribed
by the State Audiior’s Office.

Failure to settle a cash advance within the time frame prescribed by the State
Auditor’s Office shall result in suspension of cash advance privileges for the
traveler, student group, band or athletic department until such settlement is
made.

Cash Advances from an Automatic Teller Machine (ATM) using the State’s
corporate credit card are permitted. Employees may secure a cash advance
for business travel expenses only. Cash advances for personal use are not
permitted.

A cash advance for either in-state or out-of state travel is permitted when an
employee travels a minimum of (2) consecutive days on official state business.
The preferred method of obtaining a cash advance is to use the State’s
corporate credit card at an ATM. Cash advance and ATM transaction fee
reimbursements are limited to the amount and number authorized by the
Commission. Receipt(s) from the ATM are required for reimbursement of
the ATM transaction fee,

Section 8. DIRECT BILLING

All direct billed expenses must be approved by the department chair and
submitted on a travel authorization form to the Procurement Office.
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Procuremm! Office
FAIRMONTllll STATE 1201 Locusc hvenwe
Py Fairment, West Virginia
- SRR Phone: (304) 367-4711

Fax: (34} 3674705
meochran@airmonistate.edy

TO: All Fairmont State Employees

FROM: Rick Porto

SUBJECT: Mileage Reimbursement Rate

DATE: September 18, 2008

According to our travel procedure, the mileage reimbursement rate for privately owned
vehicles will be at 75% of the curvent IRS rate, rounded up to the nearest penny.

Effective October 1, 2008, our rafe (based on the current IRS rate of .585) will be
44 cents per mile.

As always, if you have any questions or require any additional information concerning
the Travel Procedures, please do not hesitate to contact the Procurement Office,

Th@k you,,,

260§ SEP 29 A
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FATRMONT STATE UNIVERSITY
FATRMONT STATE COMMUNITY AND TECHNICAL COLLEGE

Overview of Travel Changes

Changes effective — August 1, 2005

Travel Policy and Travel Settlement/Summary Form was attached to the
campus-wide email that was sent out two weeks ago. If you nead another copy,

please lat us know. .

As outlined in the memo;

1)
2)

4)

5)

6)

State vehicles are no longer available through the Physical Plant
Preferred method of transportation (for trips over 250 miles round trip)
is rental vehicle through Enierprise Rent-a-Car. — see chart

Groups of employees traveling to the same meeting should car pool
vs. each employee taking their own rental car or own personal car.
Mileage reimbursement rate (for employees driving their personal -
vehicles on state business} is now .25 cents per mile

Meal expenses for single day travel will not be reimbursed. Single day
travel is travel without an overnight stay.

All travel expenses except food and fuel can be placed on the State

P.Card,

New Travel Expense Settlement/Summary Form
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Sectfion 5
Parchase Card

Section 5.1

The university participates in the State of West Virginia Purchase Card program
(P-Card). This card is available to all employees of the university who are
appointed to faculty, staff or administrative positions. Part-time temporary
employees, student assistants, extra help, consultants and others who are not
considered “employees” are not eligible for the purchasing card.

Cash advances can not be obtained using the P-Card. Get information about the
P-Card by visiting the accounting web site at
hatp -}iwww.marshall edu/accounting/ pcardweb. bitml

Lost or Stolen Cards : Immediately report lost or stolen purchasing cards
+o the financial institution and the agency card coordinator.

{Melanie Gallaher x 62212).

- To report a card lost or stolen call 1-800-397-1253 or 1-800-VISASLL
_ The cardholder must notify the financial institution within 24 hours fo
timit cardholder liability.

_ The cardholder must submit a maintenance form to the University card
coordinator for all lost or stolen cards.
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