Checklist for Faculty Travel
The University travel reimbursement policy is intended to conform to IRS regulations, GSA guidelines, U. S. Citizenship and Immigration Service regulations, and tax treaties between the United States and foreign countries. 
Three or More Weeks Before Travel
· Check flights, purchase tickets.  (The maximum reimbursement is limited to the cost of round trip coach airfare between departure airport and the airport nearest the meeting site.”)

· Consider travel by car, if an option.  Determine mileage.  Reimbursement for travel by car is currently 0.545 per mile in excess of normal commute from home to campus.  Reimbursement for mileage cannot exceed cost of coach airfare. 
· Register with Risk Management for International Travel.  Preferably do this 30 days prior to travel. (From OU’s home page: Faculty & Staff, Administration, Finance & Administration, Risk Management and Foreign Travel)

(a) If travel occurs over a period longer than the business purpose of the trip, combining vacation or personal time, a cost comparison is required. (“Business Purpose” of a trip is defined as not more than one day prior to or one day after the event.)  Please provide documentation of flights from various airlines on the days you would have traveled solely for business along with your selected flight itinerary.
(b) Flights are to be booked by the traveler; pre-travel flight payment may be possible, if needed. 
(c) Lodging reimbursement is limited to single occupancy rate.  If family is accompanying the traveler, you must show single cost comparison.
Two or More Weeks Before Travel

· Complete a Travel Authorization Form with approximate cost.
· Complete the Class Coverage section, if applicable.
· Provide letter of acceptance or tentative conference program showing location and dates of conference.
· Submit this form and documentation to the Chair or department secretary.
Post Conference Travel    (within 60 days)
Submit the following:
· Receipt of airline ticket showing cost, method of payment and flight itinerary.
· Registration receipt showing cost and method of payment.
· Hotel folio showing zero balance and method of payment.
· Copy of the program, not just the page with your name listed. 
· Receipts for taxis, shuttles, parking (Gratuity cannot exceed 20%).
Meal Reimbursement

· Receipts are not necessary unless payment is made for a conference banquet.  In this case, a receipt showing cost and method of payment is required.  

· There is no meal reimbursement for non-overnight travel.
· Meal expenses will be reimbursed at the per diem rate established by the GSA or Dept. of State.  Per diem is at 75% on first and last day of travel. (This is for your information only.  Required documentation for the per diem will be submitted for you.)
Foreign Travel

· All reimbursements will be in U.S. dollars.  

· Per diems are determined by the U.S. Department of State.
Current Reimbursement Allowance

Per 2018-2019 academic year:
· $1100 for Domestic

· $1900 for Foreign

Specific questions to be addressed upon request.
This checklist is meant as a brief outline of requirements for faculty travel.  For a comprehensive explanation, please consult the Faculty Agreement  or Oakland University Administrative Policies and Procedures (1200).
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