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Office of Purchasing
Travel Guideline Summary
Please remember these SAU and state travel guidelines when traveling for the University on state business. Following these guidelines will ensure that your Travel Expense Reimbursement (TER) is processed and that you receive your reimbursement in a timely manner. 

· Attach a copy of your meeting/conference agenda. If desired, you may provide a web-site, phone number or other contact information in order to obtain an agenda/program, rather than sending a copy of your agenda/program with your TER.
· Meal costs will be reimbursed only when the travel includes an overnight stay unless “special authorization” in writing is obtained from the President’s office.  Reimbursement will be made as follows:

a. To claim meals up to the State maximum, currently $55.00/day, itemized meal receipts must be attached to the TER.
b. You may submit a request for meal reimbursement without submitting meal receipts for up to $30.00 for a full day of travel.

c. Meal reimbursements for the first and last day of travel (partial days) will be made as follows:

i. 75% of the daily meal allowance, with receipts, which totals $41.25 per day.

ii. Up to $20.00 for each day without submitting meal receipts on partial days.
PER STATE TRAVEL REGULATIONS AND ARKANSAS CODE 19-4-903, TRAVEL REIMBURSEMENT IS NOT A PER DIEM. MEAL REIMBURSEMENTS CAN ONLY BE CLAIMED FOR ACTUAL EXPENSES AND CANNOT EXCEED THE MAXIMUM ALLOWABLE.

· Tips cannot exceed 15% of the meal amount.  If you tip over the 15% allowance, only claim the allowed reimbursement on your TER.

· Provide itemized meal and lodging receipts: 

-Itemized meal receipts list entrée and drink choices 

-Itemized lodging receipts list room and tax charges for each day of stay
· All receipts are to be taped down to an 8 ½ x 11 sheet of paper.  Please ensure the tape does not cover pertinent information as it will fade the ink on the receipt.  Remove all staples from paperwork.

· Alcohol is not an allowable expense.  If alcohol is purchased with a meal, reduce the meal receipt by the amount of the alcohol, plus tax and tip, before submitting on your TER. Or purchase alcohol separately from your meal.      
· All receipts must be itemized.  We cannot reimburse you for a credit card receipt.
· Provide your private vehicle license number if you are requesting personal mileage reimbursement. 
We reimburse you for the shortest distance from the point of origin to your destination and return. Please refer to the mileage chart in Poise-Skylite for common destinations. If your destination is not listed use Rand McNally.com. All other miles must be listed as vicinity miles on a separate line on the TER. 
· Expenses for each day should be added together and listed on that day on the TER. Do not list individual receipts unless that is the only receipt for that day. 

· Room and tax expenses for lodging are to be listed on the day of stay. 

· If student expenses are listed on the TER, a student list must be attached. 

· A state employee is not to pay for the travel expenses of another state employee. If you share a room with another employee, the charges should be split equally between you for each day of stay. 
· On your travel requisition, please check to exceed lodging maximums if your room will cost more than $94/night without tax. This section requires the President’s signature and will slow your reimbursement down if we have to send it back to his office once your TER is submitted. 

