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University  Enterprises, Inc. 
Travel Policy 

l. PURPOSE
To provide management with policy and regulations governing business travel and to assure that
funds allocated towards travel are appropriately used, properly authorized, for a documented
busin POLICY 

�"�� Policy Provisions
���� Covers attendance at conferences and meetings and is limited to persons immediately��

concerned with the topics to be discussed or the business to be transacted.

���� UEI will only pay or reimburse for travel related expenditures that are ordinary, reasonable, not��
extravagant and necessary to conduct official UEI business.

���� Employees will act in an ethical and responsible manner, regardless of whether a particular��
rule or policy statement addresses a specific situation.

���� A traveler may choose to spend more than the allowances provided – however, he/she would��
be responsible for the amounts above the allowances; unless a business-related purpose is��
provided and an exception approval is obtained

���� Actual transportation expenses will be reimbursed based on the most economical mode and��
route. Transportation expenses include: carrier fares, car rental charges, private car mileage��
allowances, parking, tolls, taxis, etc. Receipts are required for expenses of $75�� in addition to UEI trave

l��requests.

���� Proof of minimum required insurance coverage is required before regularly conducted��
company business is authorized in a private automobile.

���� Travel expenses directly related to official UEI business are reimbursable.
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Receipts are not required if expenses are reimbursed using per diem allowances.  Maximum travel 
per diem allowances for various type of travel by location:   

Meals & Incidentals (M&IE) rates and breakdown 

M&IE Total - the full daily amount received for a single calendar day of travel when that day is 
neither the first nor last day of travel. 

Breakfast, lunch, dinner, incidentals - Separate amounts for meals and incidentals. M&IE Total = 
Breakfast + Lunch + Dinner + Incidentals.   

First & last day of travel - amount received on the first and last day of travel and equals 75% of total 
M&IE.   

For Continental US travel, rates set annually by General Services Administration Per Diem Rates at 
http://www.gsa.gov/travel/plan -book/per -diem-rates.   

For Alaska, Hawaii, or the US Possessions travel, rates set monthly by Department of State, 
https://aoprals.state.gov/web920/per_diem.asp . 

https://www.csus.edu/administration-business-affairs/financial-services/_internal/_documents/bmss-2022-2023/final-hospitality-policy-may-2023.pdf
https://www.csus.edu/administration-business-affairs/financial-services/_internal/_documents/bmss-2022-2023/final-hospitality-policy-may-2023.pdf
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excludable from a traveler’s income, the individual must be “away from home” in the pursuit of 
business on a temporary basis. Merely working overtime or at a great distance from an 
employee’s residence does not create excludable reimbursements for travel expenses if the 
employee returns home without spending the night or stopping for substantial “sleep or rest.” 

• When the entire length of a trip is less than 24 hours, M&IE shall not be reimbursed unless the
traveler is away from home overnight as supported by a lodging receipt. If the traveler is unable
to provide a lodging receipt, a statement must be included with the Travel Expense Claim
explaining why a receipt is not available (e.g., the traveler lodged with a friend or relative,
stayed overnight at the airport, or took alternative transportation that required the traveler to
be away overnight). The overnight stay requirement does not apply to meal reimbursements
authorized under the Hospitality Policy.

• For a trip of less than 24 hours that includes an overnight stay, reimbursement shall be
authorized for 75% of the total per diem rate for M&IE. The maximum amount for a single day
shall be authorized for the entire trip, even if the trip takes place over two consecutive
workdays.

• M&IE associated with trips without  an overnight stay will be reported to the Payroll Office and
reported to the IRS as taxable income, subject to withholding.

• No expenses for M&IE will be reimbursed for travel of less than 12 hours except under the
circumstances listed above in Subsistence Expenses: Meals & Incidental Expenses (M&IE): Less
than 24 Hours Travel.

Reimbursement  for  Lodging  

• Travelers may be reimbursed for lodging expenses when traveling on business 25 or more
miles (one way) from their work location or residence, whichever is closer to the destination.

• Whenever possible, UEI employees should request tax waivers and/or the government rate.

• As with all other expenses, lodging costs are expected to be reasonable and not extravagant.

• Costs for non-commercial facilities (campsites, trailers, etc.) have specific reimbursement
limits.

• When a traveler lodges with a friend or relative while on official business, a noncash gift, such
as flowers, groceries, or a restaurant meal, may be provided to the host. The type of gift
provided should be in compliance with the use rules surrounding the funds used for
reimbursement. The actual cost of such a gift may be reimbursed up to $75. Only one
reimbursable gift per stay may be provided to a host.

• For stays of less than 30 days, the reimbursable amount will be equal to the actual lodging
cost with a detail receipt required. For stays of between 30 days and 12 months, the per diem
is determined by the authorized approver, up to 100% of Federal Per Diem for the location. No
receipts are required.

• The allowable nightly lodging limit for all travelers is $275
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• Certification is needed for a mileage reimbursement rate above the IRS allowable rate. The
certification should read: “I certify that the actual cost of operating the vehicle was equal to or
greater than the rate claimed.” Claims submitted for reimbursement in excess of the IRS rate
will be reported to the IRS as reportable income for tax purposes.

• For those who travel as a regular course of business must submit , a request for Authorization
to Use Privately Owned Vehicles form (attached) to the UEI Risk 
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Automobile  Accidents 

Do not leave the scene should you be involved in an accident. It is recommended that you 
summon the police even in a minor accident. In case of emergency, do not attempt to move the 
person. Obtain as much information as possible about the other party’s insurance. All accidents 
must be reported to the car rental company, Department of Motor Vehicles if your own car is 
involved, and the UEI Risk Manager. 

Please read and adhere to the California State University, Travel and Business Expense Payments 
Policy for these types of travel listed below. 
https://calstate.policystat.com/policy/14626378/latest/?showchanges=true    

Foreign Travel Insurance 
International travel requires the completion of UEI’s Foreign Travel Request Form for purchase of 
insurance. 

Fly America 

Under the Fly America Act, only US carriers shall be used for travel reimbursed from federal grants and 
contracts, unless one of the following exceptions is met under the Fly America Act. 

E. Permissible Expenditures
Reimbursable Expenditures Include:

• Registration fees for conferences, conventions, meetings of professional or learned
societies

• Tips that are reasonable and customary

• Business expenses such as copying, mailing, equipment rentals, Wi-Fi, local and long
distance phone calls

• Expenses that would not ordinarily be reimbursed but arise because of special or unusual
circumstances and are approved as an exception

Non-Reimbursable Expenditures Include: 

• Fines or citations

• Clothing and personal care items

• Commuting expense

• Dependent/pet care

• Personal entertainment
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