Travel

I. Expense Overview
a. Travel policy 
i. https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/bpm/E-5-1.pdf 
b. You can download the Concur application on your phone. The Concur App can automatically turn receipts into expenses and send them directly to Concur, making expense reports quicker and easier by doing a lot of the work for you. The University of Kentucky company code for the Mobile App is 7KCHJ. 
c. Expenses must be necessary and reasonable
i. Necessary means without it you could not fulfill the business purpose of travel.
ii. Reasonable means it’s not excessive in usual or ordinary circumstances
d. Flight insurance is not reimbursable. 
e. Travel reimbursements must be reduced by any amounts credited to you by airlines, hotels, or other travel vendors. Ex. If you are elite status at a hotel, and you purchase your lodging with your points, you will not be reimbursed for whatever those points are worth by the university. 
f. Additional flight expenses, such as early-boarding, extended legroom, seat location, wifi should not be added to your report UNLESS you have your supervisor’s approval. If anyone mixed personal with business travel, please make sure that you have cost comparison for your flight. 
g. Related to rental cars, mileage for rental car is not reimbursable. Insurance is provided by the University’s Actual Cash Value Comprehensive and Collison coverage plan.  With that, Collison or any other additional insurance is not a reimbursable for domestic travel. If in an accident contact your business officer immediately. They will need to reach out Risk Management for next steps. 
h. Your lodging receipt must show the name of the traveler, the name of the hotel, dates of arrival and departure, room rate, type of credit card used for payment, payment for hotel charges and applicable taxes ("zero" balance).
i. Meals and incidental expense for domestic travel are reimbursed using per diem rates established by the U.S. federal government, based upon the travels destination for that date.  You do not need to submit personal meals receipts.  
i. The university reimburses meals and incidental expenses incurred on the first and last days of travel at 75%. 
ii. Meals provided by the conference will not be reimbursed by the college.
iii. Meeting or work meals that require your attendance can we reimbursed with your supervisor’s approval. Make sure to have a list of all attendees, agenda, and clear business purpose.
iv. Laundry expenses, baggage, housekeeping tip, and other lodging related tips are not reimbursable. 
j. Mileage
i. Motor Vehicle Record (MVR) must be completed and sent to Eausby@uky.edu to claim mileage
1. Form: https://www.uky.edu/administrativeservices/motor-vehicle-record
ii. Starting location for mileage is your workstation. 
iii. You cannot claim mileage to your first business location. You can claim mileage from one business location to another business location. 
iv. Driving distance must be the most direct route.
v. Mileage rate is based on IRS Standard Business Mileage Rates.
vi. If a traveler chooses to drive more than 500 miles one way to the business destination, mileage reimbursement shall not exceed the equivalent commercial airfare expenses for the same trip.
II. Travel Arrangement
a. Prior to making travel arrangements, please submit a Purchase Request (PR) with all expenses associated to the travel. 
i. Flight (with agent fee), lodging, and car rental
ii. Per diem (Average cost is about $79/day)
iii. Baggage
iv. Registration
v. Ground transportation (Ubers, Lyfts, and taxis)
vi. Mileage (if traveling within 500 miles of the office or if leaving from Louisville, and Cincinnati)
b. All arrangements must be made by the traveler
c. You are encouraged to use UK Travel Services AAA Corporate Travel Services, Concur Travel, or Avant Travel for all your official University travel arrangements. This includes air, hotel (other than conference hotels), and rental cards.
d. Please reach out to our Procurement Card Specialist to coordinate a time to receive the procard number to purchase all travel expenses. In the email, please make sure to attach your approved PR.
e. If possible, please try to stay on the same airline per trip, whether booked through Concur , AAA, or Avant agent. Combining carriers (on multiple tickets) with no interline agreement will result in multiple checked bag fees, increased time necessary on a connection to retrieve and re-check bags, multiple change fees if travel plans are altered, diluted value of unused tickets, multiple booking fees, and often higher combined airfares.
f. Complete your Concur profile by clicking on the Profile tab.  You must fill in all required fields (in red) to begin using the system. Your profile stores all pertinent travel information about you (name, address, department number (8T110), frequent traveler numbers, etc.), and can be accessed by AAA full-service agents when needed.  
i. Quick Reference Guide: https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/profile.pdf 
g. Reserving airfare, lodging, and car rental 
i. AAA Corporate Travel Services agents are available 24/7 by calling 859-323-5354. Service fees: domestic airline ticket - $28.00, international airline ticket - $38.00, no fee for hotel or rental car reservations.  
ii. Concur Travel is UK’s online self-booking tool, administered and supported by AAA Corporate Travel Services.  Access Concur Travel through MyUK--> Employee Self-Service --> Concur Travel and Expense Management --> Click this link to access Concur Travel, and Expense Management  Travel (at the top of the page). 
1.  Contact AAA’s Online Help Desk 24/7 for Concur Travel assistance at (877) 463-0543 .  Service fees:  domestic or international airline ticket - $6.00, no fee for hotel or rental car reservations.  
iii. Avant Travel is UK’s second full-service travel agency. AAA agents are available 24/7 by calling 859-233-0000 .  Service fees: domestic airline ticket - $28, international airline ticket - $38, no fee for hotel or rental car reservations.  
h. If mixing personal and business travel, a cost comparison must be attached to your travel expense report (reimbursment)
i. Cost comparison must show the date, departure times (relative to business travel), and total cost
ii. If the cost comparison is higher with the personal travel, a personal credit card must be used to reserve the airfare. 
III. Reimbursment
a. Any expenses paid on a Procard, will not need to be added to your travel report. 
b. All travel must be submitted within 30 days of the last day of travel.   
c. The University of Kentucky has On-Demand Videos related to submitting your travel report. To access these videos, login to myUK and go to the Employee Self Service Tab. Select myUK Learning and search for “Concur: Creating a Travel Expense Report without a Travel Request.”
d. Documents that need to be attached on your Concur Travel Report
i. Approved Purchase Request
ii. Itemized receipts (excluding personal meal receipts) for all expenses
iii. If applicable, conference program/agenda.
e. Guidance on submitting your Travel
i. Overnight Travel: https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/withoutrequest.pdf
ii. Mileage: https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/mileage.pdf
iii. Other Quick Reference Guides: https://www.uky.edu/ufs/concur-quick-reference-guides
f. Travel reports submitted after 60 days from the last day of travel (including mileage), will be processed as taxable wages on future paycheck. If applicable, please attached the Over 60 Day Taxation Form.
i. Over 60 Day Taxation form: https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/eforms/Over%2060%20Day%20Taxation.pdf 
g. Reimbursements will be paid by ACH deposit to the main bank shown on your employee record.  The reimbursement will be included on your employee’s paycheck for payroll period processed after the final approval is received on the travel expense report. 

