An employee traveling on official state
business is expected to exercise the
same care incurring expenses as
would a prudent person traveling for
personal reasons. Travel for business
should be conducted at a minimum
cost for achieving the success of the
mission. Travelers shall request air,
train, bus, hotel and vehicle rental
reservations as far in advance as
possible and shall utilize the lowest
logical rate available.

When the group is large enough to
take advantage of group discounts
with airlines or motels, a PO can be
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PERMISSION TO TRAVEL
FORM

Permission to Travel Forms: Required for the
faculty or staff in charge of the group travel.
Contains the estimated charges reflected for
faculty/staff member plus the members of the
group that is traveling. (ex: A coach is respon-
sible for himself/herself and the team and
completes one form for those expenses)

ADVANCES

Advances may be obtained for out of state
Student Group Travel. The Faculty or Staff
member traveling with the group will be desig-
nated the custodian of the funds. They will be
responsible for paying for all expenses in-
curred during the groups travel. They will also
be responsible for submitting a Travel Voucher
upon returning from the trip. Advances for Stu-
dent Group Travel will have the same dead-
lines for filing a Travel Voucher as with individ-
ual travel. If the deadlines are not met, the Ad-
vance will be deducted from the Faculty or
Staff's payroll check.

REGISTRATION FEES
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