Davidson College

Official Travel Policy

General

All college travel should be approved in advance by the employee’s supervisor or department chair.
Air Travel

All college personnel are expected to travel using commercial airlines, economy/coach class, at the “lowest logical airfare”, unless scheduling or a medical condition necessitates other arrangements. The “lowest logical airfare” is defined as the lowest economy class fare available for flights within three hours before or after the requested departure or arrival time that does not:

· Exceed a 2-hour layover time.

· Increase the one way elapsed trip time by more than 2 hours.

· Include more than one connection in the traveler’s one-way route.

Savings on airline fares resulting when a Saturday night stay over is required are encouraged, but should be considered in light of the additional costs for lodging, meals, airport parking, etc.  Please reserve air travel well in advance of known travel dates in order to secure the lowest available airfare. The college does not allow use of frequent flyer miles for expense reimbursement. Travelers who are using federal funds from Grants must be aware that there is a statutory requirement for use of U.S. Flag carriers, whether or not the U.S. Carrier is more expensive than a foreign carrier.

College employees are eligible to use the college’s UATP card when booking airfare with most airlines in order to not tie up credit card lines of credit.  For more information please see the Office of Purchasing web page at http://www3.davidson.edu/cms/x1709.xmlor contact Beth Christenbury, Director of Purchasing, at bechristenbury@davidson.edu or at extension 2700.
Mileage / Personal Auto usage
No mileage reimbursements are allowed for commuting to and from work.  Employees cannot request mileage reimbursement and charge for gas, as the mileage rate includes compensation for gas and depreciation.  The current rate for mileage reimbursement may be found at:  http://www3.davidson.edu/cms/x24151.xml.  The mileage allowance covers all transportation and operating costs. Repairs to the vehicle and other similar costs will not be reimbursed.  

The college will reimburse the traveler for mileage, plus tolls and parking charges. Receipts must be submitted for tolls and parking.  Employees should park in remote, satellite or long-term lots at airports, rather than daily or hourly lots.

Travelers who choose to use their own automobiles on a trip for which air travel is more appropriate will be reimbursed for the actual miles the automobile is driven at the standard rate per mile, calculated from the college to the intended destination. This reimbursement may not, however, exceed the economy class airfare to the destination, including related costs (e.g. tolls and parking).  A rule of thumb is that the length of the drive should not require additional lodging costs. 

Rental Cars
For out-of-town trips, please compare prices from companies for the best rates.  The college receives discounted rentals from Enterprise.  For in-town and local trips of short duration within driving distance of the campus, please contact the College motor pool.  Please use mid-size, standard, intermediate or compact class cars.
Rental car charges should be paid on the corporate Visa card in order to properly document that the car is being rented for college business. If the employee has to use a personal credit card, Davidson College’s name should appear on the rental agreement.  Since the college's insurance policy provides coverage, please decline the optional daily insurance.  If you choose to accept the daily additional insurance, these charges will not be reimbursed.

Meals - Spending guidelines
The college will reimburse reasonable and actual expenses of meals and gratuities.  When attending conferences and meetings, employees should take advantage of meals covered by the registration fee.  Generally, meals and gratuities should not exceed the following:
Domestic Travel- Meal expenses should be reasonable based on the travel destination.  Typical meal allowances by city may be found at: http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contentType=GSA_BASIC. Receipts are required for all expenses over $25.00 per meal, and will not be reimbursed without a valid dated receipt. Expenses for breakfast and lunch meals should, in most circumstances, not exceed the requirements for receipt, but employees are encouraged to provide receipts when possible.
International Travel - Meal expenses should be reasonable based on the travel destination.  Typical meal allowances by country and city may be found at: http://www.state.gov/m/a/als/prdm/2004/28724.htm.  Receipts are required for all expenses over $25.00 per meal, and will not be reimbursed without a valid, dated receipt. Expenses for breakfast and lunch meals should, in most circumstances, not exceed the requirements for receipt, but employees are encouraged to provide receipts when possible.  
Meal per diems – In certain circumstances, employees may be reimbursed for meals on a per diem basis using IRS guidelines.  Within the United States, the daily meal allowances by city may be found at:  http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contentType=GSA_BASIC.  When traveling outside the United States, the rates by country and city may be found at: http://www.state.gov/m/a/als/prdm/2004/28724.htm .  Faculty should consult the Faculty Handbook for policies regarding per diems.
Gratuities – Customary tipping for good service is 15 to 20% of the total bill.

Alcohol - Travelers who are using federal or state funds (e.g. grant funding) for travel must be aware that they may not legally pay for alcohol using such funds.

Accommodations/Lodging
Room reservations should not exceed the normal rate for a standard single room. Room charges for luxury accommodations are reimbursable only up to the rate for a standard single room. Resort hotels are allowable only when the hotel is the site of the activity. 
Please note that the college does not reimburse for personal items charged to hotel rooms, including personal phone calls, video or movie rentals, toiletries and health club fees.

Gifts in lieu of lodging charges (where a standard per-diem is not being used)
When staying with a friend rather than in a hotel, a "meal or gift in lieu of" hotel costs are appropriate and reimbursable. The gift or meal should be reasonable and not exceed the cost of acceptable accommodations, as outlined above, up to a maximum of $75. You must provide receipts for the expenses incurred. Cash payments to a host are not allowed. The gift/meal must be purchased and presented to the host during the trip.

Traveling with family members or friends
The college recognizes that employees sometimes travel with family (spouses, partners, children, etc.) and friends.   In these cases, the employee is responsible for all extra costs incurred, including airfares, meals, additional hotel room charges above a single room rate, ground transportation, etc.  If an employee cannot avoid charging the additional amounts to her/his corporate credit card, the unallowable amounts should be reimbursed to the College (via personal checks or cash) when the related credit card bill is submitted for payment. 

Travel Agency
There is no requirement to use any travel agency or online booking service. Many employees use Internet travel services or book directly with the web sites of airlines, hotels, and rental car companies.  For complicated travel, employees may use any travel agency.  For any of the above methods, please be aware of additional fees, including servicing fees. 
 Meals with colleagues while in town

Davidson normally only reimburses meals for out-of-town travel, off-campus meetings or seminars, and departmental retreats both on and off campus.  However, in certain circumstances, it may be appropriate for an employee to be reimbursed for a meal with a colleague if the meal has a specific business purpose, and if the business purpose of the meal is adequately documented on the related receipt.   Faculty should consult the Faculty Handbook for policies regarding in-town meals.
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