UCSD / CENTER for ENERGY RESEARCH   M/C 0417

TRAVEL POLICIES QUICK REFERENCE
Full Travel policies can be found in the UCSD BLINK travel section.
IMPORTANT REMINDERS

· Pre-travel approval request forms should be submittted at least two weeks in advance with index # and PI approval. Graduate student researchers must submit an additional form titled “UC San Diego Student Certification for Business-Related Travel”
· We cannot reimburse you for expenses until after travel has been completed. See travel admin 3 weeks prior to travel date for Hotel pre-payment options. You can also book airfaire through UCSD’s Connexxus system, which will prepay airfare expenses.

· Please don’t enter reimbursemnts into MyTravel yourself. Instead complete the reimbursment form, get it approved by your PI, and then turn it into the travel admin.
· Original / Itemized receipts that clearly show payment was made are required for Airfare/Baggage Fees, Hotels, Registration fees, Transportation over $75, and Rental cars. 

· Do not elect any extra insurance coverages, as most are not reimbursable.
· Travel packages are not allowed (ie. hotel, airfare, car rental for one price), unless receipts are itemized. Online providers are notoriously unwilling to itemize receipts due to relationships with suppliers, so find out before you book a package deal!
· No reimbursement for alcohol is allowed.
· Some funding agencies require all itemized receipts on all expenses, and may have different daily amount limitations. See your PI or fund manager for exceptions.
· Do not pay for other travelers hotel rooms, food, or anything else unless it is part of a pre-authorized “Group” travel event. If you share a hotel room then hotel should split bill upon check out for each occupant.

RECEIPT SUBMISSION
UCSD requires receipts for Airfare/Baggage Fees, Hotels, Registration fees, Transportation over $75, and Rental cars. To submit receipts, please fill out and sign CER’s travel reimbursement form, and attach receipts that are:
· Original, itemized, and show how the expense was paid (ie. Credit card, Cash, etc.) 

· Taped down to a 8.5x11 piece of paper and grouped together by date
MEAL REIMBURSEMENT
US travel
Meal expenses are limited to $62 per day* in the US. You must keep itemized receipts or a daily log of meal costs on CER’s Travel Reimbursement form. UCSD does not reimburse for alcohol or personal items. We prefer that you submit itemized receipts with a daily log on CER’s travel reimbursement form. 
Reimbursment for meals is not allowable for travel less than 24 hrs. 
Foreign Travel

Foreign Per Diem rates can be found here.
BUSINESS TRAVEL ACCIDENT INSURANCE
Unless you use Connexxus*, employees are required to register all in-state (beyond 100 miles from UCSD)*, out-of-state and foreign country business trips to ensure business travel accident coverage.  
* Coverage is automatic if you book through Connexxus. Employees are also automatically covered for in-state business travel within 100 miles of UCSD.
 
Click here to register. Save changes after you fill out the form, and print it out to take with you on your trip.
 
Benefits:

When traveling on official University business employees are covered worldwide, 24 hours a day, for a wide variety of accidents and incidents while away from the workplace. This coverage includes Travel Assistance Services such as: Security Extraction, Out-of-Country Medical, Loss of Personal Effects, Emergency Medical Evacuation, Repatriation of Remains, Accidental Death, Dismemberment, Paralysis, and Permanent Total Disability. 
 

This coverage also extends to an employee’s spouse/domestic partner and dependent children when traveling with the employee.
Click here for more information.
UCSD will cover up to two weeks of personal travel while on Business trip. If employee is taking a personal trip they can purchase travel insurance through UCOP, at this link http://ucop.edu/risk-services/loss-prevention-control/travel-assistance/personal-travel-program.html. Personal insurance is the full responsability of the employee & UCSD dose not get involved in any part of the process.​

AIRFARE
After submitting your Pre-travel request form, you can buy airfare with a personal credit card, but remember that you won’t be reimbursed until after travel. Per UCSD policies, you must book coach or economy class. All receipts along with itinerary are required, including the booking/baggage fees, pre-paid or not. Fees for early check-in and priority boarding are not considered reimbursable.
Book with Connexxus:
If you do not want to wait until after travel to be reimbursed, you can use UCSD’s airline booking systems, Connexxus, which offers UC-negotiated prices, built-in traveler insurance, and service called fare genius that automatically reimburses you if the price drops. Click here to book through Connexus, and here for directions on using Connexxus

Southwest Airlines via Connexxus or Swabiz:

Connexxus does not prepay southwest airlines fares, so you will have to use your personal credit card. Connexxus does not automatically purchase travel insurance for Southwest flights, thus you must register with UC Risk Management for any trip beyond 100 miles of campus or residence. 

Foreign Travel:

Traveler should only use a US Carrier airline for foreign travel. Please see travel admin for exceptions and click here for more information. 
HOTEL
UCSD requires itemized receipts. Hotels rooms may cost up to $275 per night.  Please list any reimbursable room service charges (i.e meals, internet, phone, parking) separately on CER’s reimbursement form. 

For any rental/lease agreements between a traveler and an individual from a non-corporate company (such as private home/room rentals), the individual must be set up as a vendor and a W-9 form on file with UCSD before traveler can be reimbursed. Please see travel admin for a blank W-9 form, and for any questions.

Reserve through Connexxus:
You can make reservations using Connexxus, which provides UC negotiated discounts and benefits. Unlike with airfare, Connexxus does not pay for your hotel reservations, you’ll have to use a personal credit card and get reimbursed after travel. 
Book through Connexus, Click here for directions on using Connexxus.
DOMESTIC CAR RENTAL
UCSD reimburses for compact or economy model only, unless a no-cost upgrade is provided.

UC has negotiated rates with Enterprise, Hertz, and National. Call the companies directly and give the UC ID numbers below to receive the discounts. 

Enterprise (877) 881-5500: Provide UCSD ID XZ32F01

Hertz (888) 222-0286: Provide UCSD ID 72129

National (800) 227-7368: Provide UCSD ID 5007823

*** Insurance is included per the UC agreement with these companies. Do not purchase any insurance through the agency. Confirm over the phone that the Collision Damage Waiver (CDW), also known as a Loss Damage Waiver (LDW), and liability insurance are included per the UC Agreement. 
*If you are booking with a non UC agreement company*
Coverage is included in the UC rental car agreements. In general, reimbursement is not allowed for a Collision Damage Waiver (CDW), also known as a Loss Damage Waiver (LDW) or liability insurance. If a UC agreement cannot be used, employees should use the UC San Diego Travel Card which automatically provides some coverage. 

The situations below are exceptions in which you may be reimbursed for rental car coverage 

-When the rental is outside the U.S. In addition, it is recommended that employees purchase supplemental insurance. 

-When the rental is in an area where none of the rental agencies have a UC agreement- When the rental agreement contains special provisions excluding coverage for the required vehicle type 

Note: Immigration Naturalization Service (INS) policy restricts payments to some foreign visitors, including payments for rental cars. See reimbursement requirements for foreign visitors.
Keep your original, itemized receipt for reimbursement, and confirm that the UC agreement special rate is noted on the contract before you sign it. 
Reserve through Connexxus:
UC rental agreements automatically apply and you do not need to provide an agreement number or purchase insurance. Unlike with airfare, Connexxus does not pay for your car rental. You will have to use a personal credit card and get reimbursed after travel. To book through Connexxus, Log into 
Book through Connexxus, Click here for directions on using Connexxus.
FOREIGN RENTAL CAR:
Enterprise/National or Hertz have rental contracts in certain countries. Please check at the time of the reservation for those contracts and/or if insurance is included in the reservation already. If liability and physical damage are not included, please purchase them. You will be reimbursed for this expense.
Again, if you use the UCSD travel card, you do not have to purchase physical damage insurance. In the event an accident occurs and the UC car rental agreement was used, the car rental insurance is the primary and the UCSD insurance is secondary.
PRIVATE AUTOMOBILE
Mileage reimbursement for driving your personal car cannot exceed the total of lowest airfare plus local transportaion from home to airport and airport to final destination roundtrip. Please submit with your pretravel request a map showing total expected mileage and an airfare quote with calculations that show driving your car is less expensive. Mileage reimbursement rates are listed here. If actual claimed mileage differs from estimate, please turn in updated map with reimbursement request.
Driving your personal car for university business requires prior department approval and you must have personal auto insurance limits of $50,000/$100,000 and a valid drivers license.  Prior approval is obtained when you have your supervisor’s travel authorization and/or you request an event number from travel admin.  Traveler’s personal insurance is primary, and the UC insurance will become effective when the traveler’s personal insurance is exhausted, on a case by case basis, CER may reimburse traveler up $500.00 for the deductible.
TRAVEL CARD 
You may only use your travel card for business travel purchases. It should not be used as a purchasing card. Doing so will result in termination of travel card. Any expense that is charged to a travel card should also be included in the travel reimbursement form under prepaid.
Travel card holders are responsible for:

· reporting all expenses charged on travel card to the University
· prompt payments, and any late fee assessed on past due amounts
· submit travel paperwork within 30 days of completion of a trip (late fees may be assesed if not turned in promptly)

If you’d like to use a travel card for registration or hotel payments more than 30 days in advance of travel start date, please see travel admin for pre-payment options.
Click here for more information.
OTHER:
Reimbursement may be allowed for business calls, atm fees, tips, visa fee, and other misc business related purchases (such as poster printing, internet, etc). Check with your PI or fund manager for exception on funding agency policy.
Personal items (i.e. Shampoo, deodarant, specialty souvenirs) will not be reimbursed.
