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Travel

I. PURPOSE/DEFINITION:  To reimburse a traveler who has incurred expenses while traveling on behalf of the State of West Virginia.

II. INSTRUCTIONS:
· Name and Address (as listed in FIMS)
The name and address on the Travel Expense Account Settlement must be the same that is listed in FIMS.  The traveler can sign their name differently (i.e., Debi instead of Deborah) but the address must be a perfect match.

If the address does not match what is in FIMS, a W-9 must be completed in blue ink and submitted to the Office of Institutional Education Programs for processing before the travel can be processed.

· Title
Some titles have to have /State Employee listed after them.  Principal, teacher, counselor, teacher’s aide, etc., are some of them.  Instead of a traveler putting BD Teacher, they need to put BD Teacher/State Employee; or they can just list teacher/state employee.  The choice is theirs as long as they put /state employee.

· FIMS Vendor Number vs. Social Security Number
If the traveler knows their FIMS Vendor Number, they should use that at all times.  The only time they should use their Social Security Number is when they do not and cannot, find or know their FIMS Vendor Number.

· Headquarters
The headquarters is required on the Travel Expense Account Settlement.  This is not the county or school name.  Headquarters is considered to be the city/town you work in and report to every day.  If the traveler is leaving from a location other than his/her official work location, less miles must be indicated and a notation made on the travel (i.e., Left & returned home due to being closer.).

· Normal Work Hours
Normal work hours are the hours you are scheduled to be at your place of work.

· Department/Division/Section
This is important so that the Auditor’s Office knows which agency to return a rejected travel to if necessary.

We are the Department of Education.

Our Division was changed October 18, 2006.  We are now the Division of Student Support Services.

Our Section is our office; OIEP.

· Travel Purpose
What is the purpose of your travel?  If you have gaps between your travel, break them down by dates.  Example:  1/25-26 VDJC Site Visit; 1/27-30 OOH Task Force Meeting.

· Date/City/State
Dates are important especially if you have to spend the night.  The dates on your Travel Expense Account Settlement must match any documentation (hotel receipts, etc.) that are attached to your travel.  If the dates do not match, the travel will be rejected back for corrections.

City and State is where you went.  This is where you started your trip, where you went and the place you returned to (i.e., Charleston to Ripley, WV & return).

· Agency Accounting Information
This is the account that funds will be withdrawn from in order to pay for your travel.

FUND is usually 0314
ORG is always 0402 for Education
ACT is usually 472
OBJ is usually 026 for travel, unless a rental vehicle is used.
SUB OBJ is your facility’s grant ID number

· Other Expenses
Most expenses associated with your travel are reimbursable.  Tolls, gasoline for rental vehicles, calls home (up to $3 per day with an overnight stay), baggage handling ($2 per bag for up to 3 bags), gratuities, taxis and parking are just a few that are allowable.  If ever in doubt, get a receipt (if available) and check with the person in your office that handles travel reimbursements.  It’s always easier to throw a receipt out than it is to get one when you need it.


III. SUPPORTING DOCUMENTS:  
· Receipts (Hotel, Rental, Gasoline, Tolls, etc.)
Hotels
Always try to get receipts when you travel!  It is always easier to throw unneeded receipts away than it is to get one from a vendor after the event is over.  Even if it is a direct billed hotel, the facility should be able to print off an itemized receipt.  As per West Virginia Code §7-18-5, the State of West Virginia is exempt from paying county, state and local taxes on direct bill lodging.

*** It is normal that when attending a meeting, conference, etc., that the traveler would like to take their family or other guests.  For hotel purposes, you should always give the hotel the name(s) of any additional persons staying in your room.  OIEP will NOT pay any additional charges for having extra persons in your room and should be paid by you, the traveler and any other incidentals. ***

If you are staying at a hotel that is not being direct billed, a tax exempt certificate should be taken to the hotel for tax exempt status.  This has been furnished to the secretary of each facility.

Please be advised that some hotels are placing additional surcharges on their rooms.  If you are able to refuse any such charges, please do so in an attempt to keep costs down.  Some examples are security or safe fees, refrigerator fees or mini-bar fees, morning papers, etc.

Vehicle Rental
Enterprise is the current vendor for rental cars.  When calling Enterprise to request a rental, the State of West Virginia will only reimburse the traveler the cost of a Standard-sized vehicle ($36.99 per day).  If the traveler requests something at a higher rental rate, the traveler is responsible for the difference in price.  Only state employees are allowed to drive vehicles that are rented for state use due to insurance purposes.  No other driver would be covered in case of an accident (unless they are a state employee).

If a traveler does not have a State Travel Card, they can pay for their rental with their personal credit card and take out optional insurance DW (Damage Waiver) and be reimbursed.  No other insurance will be reimbursed.


Go to www.enterprise.com.  Close to the bottom are the words “print a receipt”; click them.  Answer the questions on the page and click on the correct travel date to print a receipt for that rental.  Even though it says DUPLICATE through the middle of the page, it is an acceptable travel receipt.  The traveler then needs to sign their name across the bottom in blue ink and submit with their Travel Expense Settlement.

Gasoline
Before returning your rental, make sure that the gas gauge is reading at least as high (or higher) than it was when you picked the vehicle up (it is marked on the pink copy of the rental agreement you were given); but don’t get carried away.  There are no gasoline refunds!  If you do not gas up the vehicle to the proper gauge reading, you will be charged for Enterprise to gas up the vehicle at a ridiculous rate.  THIS GASOLINE CHARGE IS NON-REIMBURSABLE.  All gasoline receipts for a rental vehicle are reimbursable with that exception as long as you have a receipt.

Tolls
All WV Turnpike toll charges are reimbursable.  Please take a few seconds and ask the toll attendant for a receipt.  

All receipts that are not 8 ½ x 11 in size should be taped to an 8 ½ x 11 sheet of paper making sure not to tape over any printing.  Do not staple them.

· Airline Tickets
There is a statewide contract for travel related services so when you need an airline ticket to get to where you’re going for the State of West Virginia, you must call National Travel (800-359-0160 or 357-0830) and request a state agent.  Electronic tickets are to be issued for all state related travel.  If you request a paper ticket, you will not be reimbursed for any surcharge associated with the paper ticket.  However, the service charge fee is still a reimbursable expense.

Your E-Ticket will have a receipt attached and must be submitted with your Travel Expense Settlement for reimbursement.

If another company is used (Hotwire, Travelocity, etc.), those are NOT reimbursable due to the fees that they charge.


· Conference Registration
An original registration receipt is required for reimbursement.  The receipt must have the name of the conference, dates of attendance, cost, name of the participant and show how paid (Visa, MasterCard, etc.) with a zero ($0) balance.

IV. Important Notes
· Per Diem Rates
To find per diem rates for your traveler, take the following steps:
http://wvde.state.wv.us, scroll to the bottom and click on Internal Ops.  Once the Office of Internal Operations loads, click on LINKS.  From the LINKS page, scroll down and click on United States Government, Per Diem Data.  Then click the state traveled to.

OR

Go to http://www.gsa.gov, click on Per Diem Rates and then click on the state traveled to.

V. Comments
· Morris Ice
Morris is a great traveler.  He works holidays and has no family or social life.  Morris has graciously let us use one of his travels as an example.  It shows all components of a travel with the exception of an airline ticket.  Morris said that there was no way his feet were going to leave the ground; he gets his high from his job.

VI. Attachments
· Email Notification of New Division Name
· Email Reminder
· Per Diem Directions
· Enterprise Contract




 (
2
)
