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Travel, Meals, and Entertainment Expenses 
This policy applies to all university employees, board members, or representatives (non-employees) 
who may incur business-related expenses while conducting business or performing fiduciary 
responsibilities on behalf of the university. It is the policy of the University of Western States to 
reimburse travelers for all reasonable and appropriate out-of-pocket expenses incurred when 
conducting university business.  Travel shall be reimbursed in accordance with applicable state and 
federal laws, and generally accepted accounting principles and requirements. 
 
Employees who have been issued a university purchasing card or an institutional credit card shall use 
that method of payment, whenever possible.  All policies within this document shall apply to expenses, 
regardless of whether charged to a university purchasing card or institutional credit card, or incurred 
personally by the traveler.  Expenses that are reasonable and appropriate are defined within the 
guidelines of this policy and will be reimbursed once travel has occurred and been itemized on a signed 
Expense Reimbursement Form. It is the responsibility of the traveler’s immediate supervisor to ensure 
that the Expense Reimbursement Form and purchasing/credit card reconciliations are properly 
completed, supported by receipts, and   appear reasonable, considering the location and the 
circumstances. All expenses must have a clear business purpose. 
 
This policy is based on the honesty and integrity of the traveler.  Travelers are expected to exercise the 
same discretion and good judgment as would a prudent person traveling at his/her own expense. The 
university will not reimburse for excessive or unreasonable expenses.  Expense reports should be 
submitted within ten days of returning from a trip.  Failure to adhere to the time requirements of this 
policy may result in reimbursable expenses being considered taxable compensation reported to payroll 
and subject to withholding. 
 
Administrators are responsible for communicating these guidelines to their employees and for 
establishing internal control standards to ensure employees are in compliance with this policy. 
 
Authorization  
Approval for all travel expenses shall be obtained prior to committing university funds; otherwise, 
expenses are incurred at the traveler’s risk.  Travel requests must be approved by the budget authority 
responsible for the budget being charged for the expense.  Travel and Entertainment Authorization 
forms are not necessary except as required by budget manager, Uniform Administrative Requirements, 
Cost Principles and Audit Requirements for Federal Awards (2 CFR Chapter II Part 200) or for travel 
outside of the United States. 
 
Documentation 
Expense reports should be submitted within ten days of returning from a trip. The University of Western 
States complies with IRS regulations, which require that all business expenses be substantiated with 
adequate receipts and records.  Proper documentation includes: 
 

 Detailed receipts (original preferred, when available) for each expenditure showing the nature of 
the purchase; purchase date; and proof of payment 
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 Description of the business purpose 

 Destination, dates and points of departure and return 

 Names and business relationships of individuals other than traveler for whom the expenditures 
were made 

 Supplemental information or documentation as needed (e.g., reason why particular 
accommodation or mode of transportation was used). 

 
Expenses charged to grant-funded projects shall adhere to regulations in accordance with Uniform 
Administrative Requirements, Cost Principles and Audit Requirements for Federal Awards (2 CFR 
Chapter II Part 200). 
 
Conferences and Training 
Travel for the university can take many forms, including attendance at conferences, seminars, 
workshops, or the like, or for the purposes of receiving training.  Prior approval to attend such an event 
should be granted by the immediate supervisor and all purchasing guidelines should be followed.  All 
training programs, conferences, seminars or workshops shall be designed to improve performance or 
meet technical requirements of the employee’s current position.  Reimbursement of properly 
authorized, documented and reasonable costs to attend or participate in training, conferences, 
seminars or workshops may be obtained using the Expense Reimbursement Form. 
 
Permissible university travel and related costs that will be reimbursed by a third party should be paid for 
by the university, with any reimbursement being directed to the university and not to the individual 
traveler when possible. 
 
Meals, Alcohol, and Entertainment 
Travelers may choose to be reimbursed for meals using actual expenses incurred or by using the IRS 
standard per diem meal allowance.  These reimbursement methods may not be combined in the same 
trip.  Reasonable meal expenses will be reimbursed to employees either traveling out-of-town or 
conducting authorized university business in town. "Reasonable" meal expenses should approximate 
no more than $60 per day (depending on location), including gratuities. Special consideration may be 
given by the president or designees for extended travel stays and/or travel in major metropolitan areas, 
on a case-by-case basis. Gratuities should be reasonable for the service received and not exceed 20 
percent of the cost of the meal.   
 
Preferred documentation includes a detailed receipt, as well as a receipt indicating the total charge; for 
meals charged to grant-funded projects, this detailed substantiation is required.  If the expense does 
not apply to a grant-funded project and a detailed receipt is not submitted, an acknowledgment that no 
alcoholic beverages were purchased must be written.  
 
Alcoholic beverages are usually considered non-reimbursable expenses. However, the university 
recognizes the unique nature of expenses incurred for university relations, fundraising, recruiting, and 
other specialized activities.  The purchase of alcoholic beverages may be reimbursed for university 
officials upon advance approval by the president or president’s designee.  All alcoholic beverages 
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should be consumed responsibly and in moderation.  
 
In lieu of actual meal receipts, the IRS standard meals and incidental expense (M&IE) per diem 
allowance may be used.  Meals and incidental expenses include cost of the meal and tips given to meal 
servers, porters, baggage carriers, bellhops, hotel maids, stewards, etc.  The standard rate of $60 
applies to all locations within the continental United States not specifically identified on the U.S. 
General Services Administration per diem website at http://www.gsa.gov/portal. Travelers who wish to 
be reimbursed for a rate other than $46 per day, based on the travel location, shall include the 
appropriate section of this publication with their Expense Reimbursement Form.  Expenses will not be 
reimbursed for meals paid by someone else or provided as part of a meeting or conference attended.  
Per diem allowances for the day of departure and return are reimbursed at 75% of the applicable rate 
regardless of the time of travel. 
 
For federally funded projects, per diem reimbursements may be used when consistent with the terms 
and conditions of award. 
  
Business-related meals and entertainment expenses (actual and reasonable) incurred while meeting 
with university prospects, alumni, potential donors, business partners, suppliers, or staff are acceptable, 
provided they have been approved by the employee's supervisor prior to the function and there is a 
specific and legitimate business reason for the expense. Documentation will include substantiation of 
business purpose, number and name of attendees (if the number of attendees is five or less), date and 
location.  Meal costs for social occasions, such as employment anniversaries, employee birthdays, or 
casual lunches and dinners are not classified as business meals or approved entertainment expenses 
and will not be reimbursed.  
 
Commercial Air Travel 
All air travel arrangements should be made as far in advance as possible to take advantage of lower 
advance purchase fares. Travelers are also asked to take advantage of weekend stay-overs if rates are 
less, taking into consideration the cost of extra lodging and meal expenses. All authorized business 
travel will be in coach/economy class. 
 
Travelers may receive frequent flyer benefits, overbooking incentives, and denied boarding 
compensation, as long as it does not interfere with university business. However, participation in these 
programs must not influence flight selection, if it would result in increased cost to the university beyond 
the lowest airfare available. Travelers will reimburse the university for any monies received as a result 
of downgrading tickets or decreased rate changes prior to departure. 
 
When submitting the Expense Reimbursement form, the traveler must include the airline ticket receipt, 
along with any luggage or baggage receipts, which identifies the traveler, the flights, the payment 
method and the amount. 
 
If travel is charged to a federally funded project, all flights must be in accordance with the Fly America 
Act and the terms of the applicable award take precedence over this policy.  The project administrator 

http://www.gsa.gov/portal/content/104877?utm_source=OGP&utm_medium=print-radio&utm_term=perdiem&utm_campaign=shortcuts
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or principal investigator is responsible for knowledge of and compliance with travel restrictions related 
to the federal award.   
 
Combined Personal Travel 
Combining business and personal trips is allowed, provided the employee has a legitimate business 
purpose for the trip. The employee will be responsible for any extra expenses incurred, over and above 
those necessary for the business portion of the trip.  If combining a personal trip with a business trip 
results in lower cost than the business portion alone, reimbursement will be made at the lowest cost to 
the university. 
 
The university will not reimburse the employee for spouse/companion travel expenses without prior 
written approval from the president. Under current federal tax rules, such amounts, if reimbursed, may 
be considered taxable compensation to the employee. Any tax incurred as a result of 
spouse/companion travel is the responsibility of the employee. (See Policy: 3009 - Spouse and 
Companion Travel) 
 
All personal travel expenses will be paid directly by the employee or charged to a personal credit card. 
A university purchasing card or institutional credit card should not be used for personal travel expenses. 
 
Hotels/Lodging 
All travelers should exercise good judgment when selecting hotel accommodations.  Business needs, 
safety and comfort should be the main considerations. In major cities, moderately priced hotels in the 
range of $150 to $250, plus applicable taxes, per night, should meet these requirements. Small 
cities/towns lodging may be considerably lower; in the range of $100-150 per day. When traveling to 
certain locations, such as New York, Los Angeles, Chicago, etc., slightly higher rates are expected, but 
luxury or lavish accommodations are not acceptable. 
 
All hotel reservations should be guaranteed on a university purchasing card, institutional credit card or 
personal credit card and, if the hotel reservation cannot be honored, travelers will cancel the 
reservation according to the hotel cancellation policy.   
 
Laundry/Dry Cleaning 
Reasonable charges for laundry and/or dry cleaning incurred while traveling out-of-town for more than 
three (3) consecutive days will generally be reimbursed. Laundry and/or dry cleaning charges incurred 
after returning home will not be reimbursed. 
 
Telecommunications 
Actual costs of necessary and reasonable business telephone calls, faxes and computer connections 
are reimbursable.   
 
Ground Transportation 
Travelers should use the safest and most practical public transportation (i.e., trains, buses, taxis and 
airport vans) when available. The most economical forms of transportation (i.e., bus, hotel courtesy car, 
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or taxi) should be considered in preference to renting a car. Travelers with a common destination 
should share a taxi or car. Receipts are required for reimbursement. 
 
When a rental car is necessary, vehicles of no greater than intermediate class should be rented. The 
preferred method of payment for rented vehicles is a university issued credit or purchasing card.  If the 
traveler has not been issued such a card, a personal credit card should be used.  When a university 
issued credit or purchasing card is used for payment, any additional insurance offered by the rental 
agency should be DECLINED.  In the event that a university card cannot be used for vehicle rental, it is 
recommended to purchase the loss or collision damage waiver offered by the rental agency. 
 
Rental cars must be refueled prior to their return to the rental agency to avoid unnecessary and 
exorbitant agency refueling charges. Many rental agencies offer an alternative to pre-pay for fuel. 
Travelers should select the most reasonable and economical option for the circumstance.   
 
Use of Personal Vehicles 
The university will reimburse for the use of personal vehicles for approved university business. Rate per 
mile will be reimbursed in accordance with current Internal Revenue Service guidelines. Travelers must 
specify the destination and the business purpose for the travel, as well as provide substantiation of 
approximate mileage  
 
between the destination and place of business (generally the university campus or satellite locations). 
Business mileage will be reimbursed from the UWS work location to the business purpose destination 
or from the actual origination point to the business purpose destination, whichever results in the least 
cost to the university.  Mileage reimbursement shall be requested using the Expense Reimbursement 
Form.  The university will not provide, nor make available, insurance to use a personal car for university 
business. The employee is responsible for providing adequate insurance coverage and covering all 
costs of vehicle repair and maintenance. (See Policy 1019 – Driving on University Business). 
Commuting expenses between the traveler’s home and normal place of business (either the university 
campus or satellite location) are not reimbursable expenses. 
 
Automobile Related Expenses 
In addition to the standard mileage allowance, the university will reimburse travelers for reasonable 
automobile related expenses such as tolls/transponders, ferries, bridges, tunnels and parking costs 
when vehicles are used for approved university business.  Fees for tolls/transponders, ferries, bridges 
and tunnels are considered reasonable, when it would not be economical or time efficient to avoid 
them.  Reimbursable parking costs include charges such as parking personal or rented vehicles at 
conference or training locations, at hotels when traveling overnight on university business, or parking at 
airports.  Travelers should select the most economical parking option available; self-parking whenever 
and wherever reasonably possible. 
 
University Purchasing Cards and Credit Cards 
The university will issue a purchasing card to staff or an institutional credit card to key officials who 
incur business-related expenses on a regular basis. The employee will use the card for business 
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expenses, rather than as a personal-use credit card, per our institutional agreement with the issuing 
bank.  Guidelines within this policy apply to reimbursable expenses, as well as those charged to 
university purchasing or credit cards. 
 
Non-Reimbursable Expenses 
The following expenses are examples of travel and entertainment expenses, which generally will not be 
reimbursed by the university. This list is not all-inclusive: 
 

 Airline class upgrades   Magazines, newspapers, books and other 
personal items  

 Alcoholic beverages*  Normal commuting expenses to/from the 
university  

 Annual fees for personal credit cards   Optional travel or baggage insurance  

 Baby-sitting   Parking or traffic violations and other fines 
or penalties  

 Car washes   Fees for personal telegrams, faxes or 
excess phone usage  

 Clothing or toiletries   Pet care/Kennel Costs  

 Airline baggage charges in excess of 1 
bag 

 Prescription medicines  

 Gratuities in excess of 20%  Souvenirs/personal gifts  

 In-room movies, entertainment or 
recreation  

 Spouse/companion or family travel 
expenses  

 Lost or damaged items  

 
* See alcoholic beverage exception.  
 
Missing Receipts 
Travelers should make every effort to obtain receipts.  While preferred, receipts are not required, for 
reimbursement of non-meal items of $25 or less, such as parking meters, ground transportation, tolls, 
baggage fees, etc.  These items shall be listed separately on the Expense Reimbursement form.  In the 
rare event that a  
 
receipt for an expense greater than $25 is unavailable, attach a memo acknowledging the missing 
receipt and provide an explanation of the expense.  Include details such as the date, amount, vendor 
and business purpose. 
 
Expenses charged to grant-funded projects always require detailed substantiation, regardless of the 
amount, unless per diem reimbursement is used (see Meals, Alcohol and Entertainment section).  
  
Travel Advances 
Employees may request an advance to cover anticipated out-of-pocket travel expenses.  An advance is 
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requested on the Travel Authorization Form and will be issued within three days of departure.  All 
advances will be reconciled with the Expense Reimbursement Request within 10 days of returning from 
a trip or prior to the next trip, whichever is sooner.  Excess funds may not be held for use on a future 
trip.  Advances outstanding for more than 60 days may be considered taxable compensation, reported 
to payroll and subject to withholding.  In the case of postponement or trip cancellation, the traveler is to 
refund any advance immediately to the office of financial services. 
 
 
Related Forms:  Expense Reimbursement – available on UDocs 
   Travel Authorization Form – available on UDocs 
 
Related Policies: Policy 1019 Driving on University Business 

Policy 3009 Spouse and Companion Travel 
 
Key Words:  airfare, board, car, employee, entertainment, expenses, meals, receipts, rental, travel 
 
 

https://ftp.uws.edu/udocs/Campus/Financial_Services/PurchasingForms/PaymentRequestForm.pdf
https://ftp.uws.edu/udocs/Public/Policies_Public_Access/Institutional_Policies_1000s/Policy1019_Driving_on_University_Business.pdf
https://ftp.uws.edu/udocs/Campus/Policies_Employee_and_Student_Access/Business_and_Facilities_3000s/Policy3009_Spouse_and_Companion_Travel.pdf

