TRAVEL POLICIES

And

PROCEDURES



Updated 27/2022



POLICY

General Policy for Travel Reimbursement

The basic policy governing travel expense reimbursement at Western New England Ung/graitgn
individual traveling on Universitpusiness should neither gain nor lose personal funds as a result of an
assignment requiring travel

The purpose of establishing travel policies and procedures is to provide guidelines for reasonable travel

expenses that will enable the Univergiymonitor and control costs effectively. Travel expenses incurred
by Universityfaculty and staff, on bona fide University
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* Obtain SOS membership cards and other international travel insurance links by visiting the Finance
and Administration’s Travel website

Obtain necessary waivers, releases, and medical treatment authorizations for those that are traveling, and
who are students oron-university employees that may be accompanying faculty, staff, or administration on
University sponsored travel. Releases, waivers, and medical treatment authorizations may be obtained by
calling the General Counsel’s office at extension 1542.

Employees should take notice of countries that have a travel advisory warning by the State Department.
website for the U.S. State Department Travel Advisories is:
http://travé.state.gov/content/passports/en/alertswarnings.html

When traveling outside of the United States, ensure that your documentation is updated. Ensure your
Passports currentand check to see if you need a visa or touring c@mke hado contact their lpysician to
determine if an immunizatigivaccination, or ther medical intervention is recommended prior to travel to

the traveler’s destination. For immunization information one can go to the website for Centers for Disease
Control and Prevention: www.cdc.goklave emergency telephone numbers, SOS membership card, and
medical alert tags/bracelet on your persballaimes.

Onecan obtain tips on foreign currency and conversions at: www.2 (s)-D 17 >>BDC 0 0 -10 (w)2n9l timesi

Updated 27/2022 4


http://travel.state.gov/content/passports/en/alertswarnings.html
http://www.cdc.gov/
http://www.oanda.com/convert/classic
http://www.xe.com/ucc
http://www.worldtimeserver.com/
http://www.weather.com/
http://www.babelfish.com/
https://www.internationalsos.com/MasterPortal/default.aspx?membnum=11BCAS583577

Air, Rail and Bus Travel

Air (with the exception of individual and group international travel), rail, and bus travel arrangements

may be done directly through the Internet by going to the commercial carriers’ websites or by telephone (s
list on page 10). Keep in mind the processing fees from the travel agents when reviewing the best price.
Fares booked less than seven (7) days prior to departure are most expensive. Trips that include a Saturd
night stay usually yield substantial airfare discounts. Coach travel must be utilized. It is advised to take
advantage of the various special low fares offered i.e. check with Southwest to see if they travel to your
destination. Travel can be booked through the University’s travel agent, SEiaditt.

When purchasing the ticket on the Internet, the ticket should be charged on the Utauersdyrement
Card or a personal credit card. When using a credit card for purchasing ,setickee it is a secure site this
can be verified by the noting httfisote there is an “s”) or a locked padlock should appear in one of the
corners of your screen.

NOTE: Employees not following this policy risk not being reimbursed for their trf\aetraveler does not
have a UniversityProcurement Card, check with your departniezaid to have the ticket charged on his/her
card. The traveler can charge the ticket on his/her personaR=mbursement will only be approved and
processed aftethe trip has been completed, and all appropriate documentapimvided.

Loss or Excess Baggage

The airlines are ultimately responsible for compensating the traveler for lost baggadénivirsity will
not reimburse the traveler for the cost of personal items while traveling on Uniersitess. Measures to
take to minimize baggage losses are:

e Carry valuables in a cangn — jewelry, laptop computers, cameras, etc.

e Carry important and/or confidential documentation on board.

e Tag luggage with name, address and telephone number.

e Retain baggage claim receipts for checketliggage.

e Purchase luggage insurance. (Costs vary and are the responsibility of the traveler not the Universit

Baggage lintis and fees varfrom airline to airline. Check baggage limits, fees, and other pertinent
information by going to the websitéttp://www.netflights.com/baggagdiowances.aspxEmployeeswill

be reimbursed for excess baggage chavgbsto the extent the traveler is required to have heavy or bulky
businesgelated materials or equipmenthe circumstance or cause for excess baggage fees must be
documented on thexipense Brm (TME). A traveler will be reimbursed for reasonable checked baggage
fees to
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http://www.netflights.com/baggage-allowances.aspx

Automobile Rentals

Automobile rentals should be limited to situations where other means of transportation are not practical,
economical, or available, and for emergency situations. The most economical car should be used as a
general rule. The traveler does not need tolase collision damage waiver insurance as this is covered
under the Universitg insurance and the employee will not be reimbursed if paid to a car rental company.
Traffic and/or parking violations are not reimbursallethe event of an automobile adent, report the
accident to the Finance and Administration officd E2-782-1219 along with sendg a copy of all accident
reports In case of an emergency
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http://www.alamo.com/
http://www.avis.com/
http://www.budget.com/
http://www.enterprise.com/
http://www.hertz.com/
http://www.nationalcar.com/
http://www.thrifty.com/

ensure that the least exgsive arrangements are being provided. In the case of identical prices (i.e.,
sponsoring organization vs. Sanditavel), the traveler may choose to stay at the hotel where the event is
taking place to minimize other travel expenses and to take part in activities that can run later in the evenin
Traveling with a Companion

Should an employee desire to have someone accompany him/her on a business trip, all expenses relating
the companion including transportation, meals, and additional lodging expenses are a personal expense tc
traveler and are not reimbursable. These expenses should be booked and itemized separately from the
employee.

Authorized Travel by Non-University Employees

Travel for an individual who is not an employee of the Unitgrs
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http://www.gsa.gov/portal/content/104877

Receipts
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PROCEDURES
How to Book Travel
» Using the Universitys Official Travel Agency

SanditzTravel, a fullservice travel agency, was selected to organize and operate travel for Western
New England University As the Universitig officially designated travel agency, Sanditavel will
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Airlines, Rail and Bus

American Airlines

Delta Airlines

Northwest Airlines
Southwest Airlines

United Airlines

Amtrak

Coach USA/Bonanza Bus
Greyhound Bus Lines
Peter Pan Bus Lines
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800433-7/300
8003251999
8004474747
8004359792
8002416522
800-872-7245
888-/518800
8002312222
413-781-3320

WWW.aa.com
www.delta.com
WWW.aa.com
www.southwest.com
www.united.com
www.amtrak.com
www.coachusa.com
www.greyhound.com
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http://www.aa.com/
http://www.delta.com/
http://www.aa.com/
http://www.southwest.com/
http://www.united.com/
http://www.amtrak.com/
http://www.peterpanbus.com/
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