Purchasing Card (PCard) Expenditures Relating to Travel

Travel Related PCard Expenditures for Employees and Students in Travel Status:
Allowable PCard Charges –

· Airfare

· Car Rentals and related gas receipts

· Taxi/Shuttle Bus/Trains, etc

· Conference Registration

NOT Allowed PCard Charges – 

· Lodging/hotels, except University Inn, Betchel & ALS Apartment (Berkley)

· Meals 
· Gas for personal cars. Must use the Mileage Reimbursement method.
Travel Related PCard Expenditures for Job/Student Candidates:

Allowable PCard Charges –

· Airfare

· Car Rentals and related gas receipts

NOT Allowed PCard Charges– 

· Hotels, except University Inn.  (Contact Travel Department, X4167 for options)
· Meals, except University Inn (subject to the State’s per diem rates)
Departments must document that the charge(s) were for an interview.  Any hosting functions requires an approved hosting form.

Travel Related PCard Expenditures for Non-employees:

Allowable PCard Charges –

· Airfare

· Car Rentals 

· University Inn Room

NOT Allowed PCard Charges – 

· All other PCard charges such as meals.

Travel for Independent Contractors or Guest Speakers must have the appropriate form completed and approved through the Business & Finance Office.  This procedure applies to all non-employee’s travel even if the only PCard charge was for airfare and/or the University Inn Room.

Departments are required to document the following items:

1. Name

2. Status of the Non-employee (Independent contractor, Guest Speaker or Participant)

3. Preprinted number from the form. (located in the upper right hand corner)

Employees should check the status of any Independent contractor or Guest Speakers.  Contact the PCard Department at X4171 for assistance.
For any non-employee listed as “participant support”, check with the Accounts Payable Department via email for validation purposes.

**Travel Documentation Required**
Airfare - Need statement showing the details of the trip.  Statement should include the Traveler’s name, departure/return dates and destinations.  

Note – If airfare is for a Non-employee, then the status and preprinted number should be referenced on the applicable form or position number (if job candidate).
Car Rental – Provide a finalized billing.  If a job candidate, then the position number needs to be listed.

Gas Receipts Related to a Car Rental – Please provide the Name of the Traveler, the license plate number for any State owned vehicle and the dates of the car rental.

Taxi/Shuttle/Bus – Will need the Name of the Traveler and the dates of the trip.

University Inn – Document and complete the form necessary for a Position number, Independent contractor, Guest Speaker or Participant Support.
Airport Parking – Provide the Parking Receipt.
Conference Registration - A copy of who is attending, dates of the conference and a detail listing of what the conference fees are paying, must be included.  If Membership dues are included in the conference fees, the membership dues should be broken out and charged to 30-43.  The Dean/VP signature is required for approval to pay for any membership dues.  

