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l. POLICY SUMMARY

It is the policy of the University to comply with IRS regulations regarding the provision
and reimbursement of business-related travel, and to conform to the IRS “accountable
plan” rules.

Il. DEFINITIONS

Business Purpose: The business purpose of a University traveler may include activities
that contribute to any one of the University’s major functions of teaching, research,
patient care, or public service, or to any other substantial and bona fide University
business activity.

Campus: The campus, Laboratory, UCOP, Agriculture and Natural Resources, or other
official University location under the jurisdiction of a Chancellor, as defined below.

Chancellor: The chief executive officer of the campus. For purposes of this Bulletin, the
authorities and responsibilities assigned to the Chancellor are also assigned to the
Lawrence Berkeley National Laboratory (LBNL) Director, the Executive Vice President—
Chief Operating Officer, the Vice President--Agriculture and Natural Resources, and the
Principal Officers of The Regents, for employees under their respective jurisdictions.
Authority delegated to the Chancellor also may be delegated to other individuals.

Domestic Partner: A domestic partner means the individual designated as an
employee's domestic partner under one of the following methods: (i) registration of the
partnership with the State of California; (ii) establishment of a same-sex legal union,
other than marriage, formed in another jurisdiction that is substantially equivalent to a
State of California-registered domestic partnership; or (iii) filing of a Declaration of
Domestic Partnership form with the University. See PPSM 2 for additional information.

Headquarters: The place where the major portion of the traveler's working time is spent
or the place to which the employee returns during working hours upon completion of
special outside assignments.

Lodging: Expenses for overnight sleeping facilities. This does not include
accommodations on airplanes, trains, buses, or ships, which are included in the cost of
transportation.

M&IE Reimbursement Cap. The maximum amount authorized for daily meal and
incidental expenses established by the University for all travel of less than 30 days in the
continental United States (CONUS). Travelers may seek reimbursement only for their
actual expenses up to the cap amount (see Section V.E.2.a.i., Travel — Assignments of
Less than 30 Days). For purposes of the reimbursement cap, incidental expenses
include tips and fees for services, e.g., for waiters, baggage handlers, etc.

Per Diem: The daily subsistence allowance authorized under the federal per diem rates
for a location of travel. The payment of a per diem does not require supporting receipts.
Per diems are authorized in these situations: for all foreign travel; travel within Alaska,
Hawaii, and United States possessions (OCONUS); domestic travel assignments of 30
days or more; and domestic travel assignments that exceed one year (see Appendix B).
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The incidental expenses portion of the federal per diem rate includes fees and tips given
to porters, baggage carriers, bellhops, hotel maids, stewards or stewardesses and others
on ships, and hotel servants in foreign countries; transportation between places of
lodging or business and places where meals are taken, if suitable meals cannot be
obtained at the temporary duty site; and mailing costs associated with filing travel
expense claims and payment of University-sponsored charge card billings. Federal per
diem rates do not include taxes on lodging, which may be reimbursed separately.

Refer to Section V.E., Subsistence Expenses, for more information on per diems.

Primary Agreement. An agreement between the University of California and an
awarded supplier for a specific service or commodity that is the result of a University
competitive bid process. The primary agreement is established with the supplier
considered to have the best combination of value and service and who obtains the most
awarded quality points during the evaluation process. This supplier will be the
recommended University supplier for the specific service or commodity type (at
participating University locations) for the life of the agreement.

Reporting Period. The forty-five day period within which a travel expense claim must
be submitted after the end of a trip. Refer to Section V.I.1., Reporting Period, for more
information.

Residence. The primary residence where the traveler lives, regardless of other legal or
mailing addresses. However, when an employee is required to reside temporarily away
from his or her permanent residence because of official travel away from headquarters,
such residence may still be considered permanent if it is unreasonable to expect the
employee to move his or her permanent residence to the temporary job location.

Travel Expenses. Expenses that are ordinary and necessary to accomplish the official
business purpose of a trip. Refer to the following sections for a description of travel
expenses eligible for reimbursement: Section V.D., Transportation Expenses; Section
V.E., Subsistence Expenses; and Section V.F., Miscellaneous Travel Expenses.

Travel Status. The period during which a traveler is traveling on official University
business outside the vicinity of his or her headquarters or residence.

[ll.  POLICY TEXT

A. Introduction

The policy and regulations contained in this Bulletin shall apply to all official
University travel, including travel funded under federal grants and contracts.!
However, the policy does not apply to work done within the scope of the UC/DOE
contract for the management and operations of the Lawrence Berkeley National

1 pursuant to Section 200.474 of the Office of Management and Budget's 2 CFR Part 200, costs incurred
by employees and officers for travel must be considered reasonable and allowable only to the extent that
such costs do not exceed charges normally allowed by the institution in its regular operations as a result
of an institutional policy and the amounts claimed under sponsored agreements represent reasonable
and allocable costs.
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Laboratory. Travel not within the scope of the LBNL contract is covered by the
provisions of this policy.

This Bulletin includes special rules for non-employees, such as students, visiting
scholars, independent contractors, etc.

The terms set forth in an extramural funding agreement govern only when such terms
are more restrictive than University travel regulations. The campuses and LBNL may
adopt more restrictive procedures, if desired. In addition, the terms of a collective
bargaining agreement shall govern when such terms do not conform to the provisions
of this Bulletin.

B. Overview

University business travelers are strongly encouraged to purchase travel services,
when available, from Preferred Suppliers with whom the University has strategic and
collaborative sourcing primary agreements. Preferred Suppliers deliver competitive
value in the range of services required by University travelers. Such Suppliers include
airlines, car rental agencies, hotels, travel agencies, and online booking providers.
Although it might be possible to obtain a lower cost from nonparticipating suppliers,
use of Preferred Suppliers should, on average and over time, reduce the University's
overall travel costs and provide the best value to the traveler. For more information
about Connexxus and our preferred suppliers, including airlines, hotels, car rental
agencies, and travel agencies, see the Connexxus website.

C. Travel Management Services
1. Travel Management Program

The systemwide Travel Management Program known as Connexxus is intended
to generate maximum benefit and value for University travelers and departments.
The program encompasses all aspects of University travel, including policy
development, processes, planning, data management, and Preferred Supplier
services and contracts. After appropriate training and communication, campuses
should mandate the use of Connexxus in order to realize the potential savings
achievable under the program (President’s June 21, 2009 letters to the
Chancellors).

2. UC Travel Council

The UC Travel Council, sponsored by the Executive Vice President—Chief
Financial Officer, provides general leadership, direction, and oversight in support
of the Connexxus program. At least one representative from each campus and the
LBNL shall have membership on the Travel Council. Campuses may appoint an
additional Medical Center representative for their location, if desired.

D. Reimbursement Standards

It is the policy of the University that all official travel shall be properly authorized,
reported, and reimbursed in accordance with this Bulletin. Under no circumstances
shall expenses for personal travel be charged to, or be temporarily funded by, the
University, unless otherwise noted in this Bulletin. All travel reimbursement requests
must be certified by the traveler, as indicated in section V.l.2.c.
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University employees traveling on official business shall observe normally accepted
standards of propriety in the type and manner of expenses they incur. In addition, it
is the traveler's responsibility to report his or her actual travel expenses in a
responsible and ethical manner, in accordance with the regulations set forth in
this Bulletin.

The University’s travel reimbursement procedures contained in this Bulletin are
designed to conform to the “accountable plan” rules published by the Internal
Revenue Service (IRS). Therefore, University reimbursement of an employee’s travel
expenses shall not result in additional taxable income to the employee. Travel
expenses considered by the IRS to be taxable income to the traveler are not
reimbursable except for the following:

e Expenses for travel in excess of one year,

¢ Imputed taxable income caused by substantiated expense reports submitted
after the time limit described in Section V.I.1., subject to campus discretion,

e Certain travel expenses related to moving a new appointee or a current
employee (refer to BEB G-13, Policy and Regulations Governing Moving and
Relocation, for more information), and

e Travel-related and childcare expenses for a spouse, domestic partner,
dependent-care provider, and dependents who accompany the employee
when pre-approved by the Chancellor or other senior University officer (see
Section V.H.2.f).

E. Travel Restrictions

California State Law ( Government Code Section 11139.8, enacted pursuant to AB
1887), effective January 1, 2017, prohibits state-funded travel to a state that has
passed a law after June 26, 2015 that (1) authorizes discrimination based on sexual
orientation, gender identity, or gender expression, or (2) voids or repeals existing
state or local protections against such discrimination. The law also prohibits state
agencies and UC from requiring employees to travel to such states. The State
Attorney General must develop, maintain, and has posted online the current list of
states where these travel restrictions apply. The Attorney General has also posted
online a set of Frequently Asked Questions that includes a list of exceptions provided
in Government Code Section 11139.8, which allow state-funded travel to states on
the Attorney General’s list under certain specified conditions.
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IV. COMPLIANCE/RESPONSIBILITIES

Function

Responsibilities

Executive Vice President-Chief
Financial Officer

Establish and update the policies set forth in this Bulletin.

Department Heads (or person
delegated authority by the
Chancellor, or person officially
redelegated authority)

Approve payment for the travel expense claim or electronic equivalent
submitted by the traveler; ensure that appropriate documentation is provided
to substantiate the travel expense; ensure that the travel expenditures
comply with University policy and fund source restrictions.

Campus Controller’s Office or
Medical Center Controller, where
appropriate

Approve the travel expenses, including exceptions, for each campus
Chancellor, including a spouse or domestic partner, or an Associate of the
Chancellor. Initiate proceedings for the recovery of any outstanding cash
advances sixty days after a trip is completed.

Chancellors

e May establish more restrictive procedures for the travel policies authorized
under this Bulletin.

e Designate one or more approving Vice Chancellors to approve travel
expenses incurred by the Vice Chancellors, Deans, and Medical Center
Directors.

e Approve travel expenses incurred by the designated Vice Chancellors.

e May appoint a designee to approve travel expenses incurred by the
designated Vice Chancellors, provided that the designee does not report to
the designated Vice Chancellor.

e Provide written approval for use of private aircraft (including a rented
aircraft) for official travel after pilot registers the private aircraft with the
Chancellor and meets all the requirements under Section V.D.2.h.i.

e Delegate authority to pre-approve reimbursement of travel expenses of a
spouse, domestic partner, dependent-care provider, or dependents of an
accompanying parent (employee) or prospective employee.

Designated Vice Chancellors?

e Review and approve travel expenses incurred by the Vice Chancellors,
Deans, and Medical Center Directors.

e Inlieu of reviewing and approving each travel expense claim (or electronic
equivalent), the designated Vice Chancellor may:

O Appoint a high-level individual on his or her staff who is
knowledgeable about the travel regulations to review and approve
the travel expense claim for policy compliance, and

O Review and sign a periodic report (produced no less frequently than
monthly), which details the business purpose for each trip taken.

e May not redelegate this authority to another individual, except when the
designated Vice Chancellor is not available due to business travel,
vacation, illness, or other leave.

2 The term “designated Vice Chancellor” includes any other responsible administrator designated by the Chancellor.
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Function

Responsibilities

e LBNL Director

e Executive Vice President-

Business Operations

e Vice President-Agriculture and

Natural Resources

e Principal Officers of The

Regents

Assigned the authorities and responsibilities that are assigned to the
Chancellor for purposes of this Bulletin.

President-Office of the President

Establish procedures similar to the Chancellors for the approval of travel
expenses incurred by the President, the Executive Vice Presidents, the
Principal Officers of The Regents, and other Officers within the Office of the
President.

Travel Management Office

Administer the University’s Travel Management Program under the general
direction of the UC Travel Council.

UC Travel Council

Provide general leadership, direction, and oversight in support of the
Connexxus program.

Payment Approval Exceptions | Exception Approval
Authority Permitted | Authority Comments
Chancellors (or Yes Exceptions may be In general, exceptions should not be

Chancellor’s designee if
any delegation of the
Chancellor's authority is
made in writing)

Have the authority to
make exceptions to the
University’'s Travel Policy,
as long as the exception
is in writing.

granted by the Chancellor
or his or her designee
when one is required due
to extenuating
circumstances.

Any request for an
exception must document
the circumstances and
need for the exception.
When an exception has
been approved, expenses
will only be reimbursed to
the extent of actual costs
incurred, provided such
costs are deemed to be
ordinary and necessary
under the circumstances.
See Section V.I.,
Reporting Travel
Expenses, for more
information.

made to the daily M&IE reimbursement
cap established for travel of less than
30 days within CONUS (see Appendix
B) unless necessitated by the business
requirements of the trip. For example,
an exception to the daily M&IE
reimbursement cap may be required
for athletic team training meals that
involve specific nutritional
requirements.

Transportation expenses shall be
reimbursed based on the most
economical mode of transportation and
the most commonly traveled route
consistent with the authorized purpose
of the trip. An exception to the
minimum miles per day requirement
may be approved, however, if a delay
is beyond the control of the individual,
e.g., weather, traffic, or physical
handicap of the traveler. Any exception
must be approved by the Chancellor.
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V.

PROCEDURES

A. Approval of Travel Expense Claim

The authority to approve travel expense claims must be documented by a signature
authorization form on file with the Campus Controller’s Office (or the Medical Center
Controller, where appropriate) or by an electronic signature authorization. The travel
expense claim should not be approved by a person who reports directly or indirectly
to the traveler. Persons delegated the authority to approve travel shall not approve
their own travel. In addition, travelers may not approve the travel of a near relative,
e.g., spouse or domestic partner, child, parent, etc.

B. Payment of Travel

1. Prepaid Expenses and Direct Charges

Individual travelers are prohibited from charging hotel and hotel-related expenses
directly to the University. However, campuses may enter into a direct billing
arrangement with a hotel for the payment of charges on behalf of travelers for
room and tax charges only. Campuses should ensure that travelers are aware of
such arrangements. Transportation tickets and conference fees may also be
charged directly to the University if the proper controls are in place, such as a
“ghost card” arrangement. Meals and miscellaneous expenses cannot be charged
or billed directly to the University as these expenses must be paid by the traveler
when they are incurred, and a claim for reimbursement submitted at the
conclusion of the trip.

Sections V.E.4., Payment of Group Subsistence Expenses, V.H.1.c., Students,
and V.H.2.b., Prospective Employees, provide additional information regarding
prepaid expenses and direct charges incurred by travelers.

. Corporate Travel Cards

Under guidelines established by campuses, corporate travel cards may be issued
to employees who travel on official University business.® Any traveler issued such
a card should use the card to pay for all expenses related to official University
business travel, including lodging and subsistence, except where the card is not
accepted. The cardholder will be billed directly for all expenses charged to the
corporate card. The cardholder is personally responsible for paying all charges on
the corporate card and for keeping the card current. The University will not
reimburse or pay late fee charges incurred in connection with the corporate
card. Corporate travel card payment delinquencies may result in the cancellation
of the traveler's card or other corrective action.

Travelers who have been issued a University corporate travel card are required to
use the card for cash advances, except under the circumstances listed below in
Section V.B.3.a., Eligibility.

3 Procurement Services, CFO Division, is responsible for negotiating contracts for campus corporate card programs
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The corporate travel card is valid only while an individual is employed by the
University, may be cancelled at the discretion of the University, and must be
relinquished to the employee’s department upon termination of employment.

3. Cash/Non-Cash Advances

Travelers are required to use their corporate travel card to obtain cash advances
for expenses incurred in connection with official University business travel, if the
card provides this feature. Reasonable fees charged for obtaining a cash advance
using the corporate travel card are eligible for reimbursement.

a. Eligibility
Travelers who cannot obtain a cash advance through a corporate card may

request a cash advance from the University, in accordance with the procedures
established by the campus, under the following circumstances:

e The traveler is not eligible to participate in the corporate travel card
program or has not yet been issued a corporate travel card;

e The campus’s card program does not provide such a feature;

e The traveler has incurred corporate credit card expenses that must be
paid before a trip is completed;

e The travel requires special handling, such as foreign travel, group travel
for athletics, bowl games, student groups, etc.

b. Issuance of Cash Advances

Cash advances must be issued within 30 days of when an expense is to be paid
or incurred in order to satisfy IRS regulations and to meet the University's cash
management objectives. The amount requested on the Travel Advance Request
form shall not exceed a reasonable estimate of the out-of-pocket expenses
needed for the trip.

Cash advances should not be authorized under the following circumstances:

e The traveler is 30 days delinquent in submitting a travel expense claim
for a prior trip;

e The corporate travel card cannot be used due to the traveler’s failure to
meet the payment terms of the card; or

e The corporate travel card has been lost. (Lost cards should be reported
to the corporate credit card company immediately and arrangements
made for issuance of a replacement card.)

A traveler should have only have one outstanding cash advance per trip; each
advance should be accounted for before another advance is granted. The
traveler must submit a travel expense claim even if he or she is not owed
any additional reimbursement, in order to document the business purpose
for which the advance was issued.
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Section V.I., Reporting Travel Expenses, contains information on substantiation
of cash/non-cash advance expenses. Subsections 1.a, b, and d of Section V.G.,
Intercampus Travel Expenses, provide information on advances issued for
intercampus assignments. Section V.H.1.a., Visiting Academic Appointees,
details special requirements related to handling advances for such appointees.

Cancelled or Postponed Trips

A cash advance must be returned immediately if an authorized trip is cancelled
or indefinitely postponed.

A nonrefundable ticket associated with a cancelled trip must be used for the
employee's next business trip.

. Unrecovered Advances

All cash advances must be accounted for within forty-five days after a trip is
completed. Unrecovered advances that are determined not to be business-
related travel expenses should be reported as income to the traveler, per section
V.B.3.d.ii. Accounting Manual chapter R-212-2, Receivables Management,
addresses the legal limitations with respect to the collection of delinquent
accounts or other indebtedness incurred by employees.

Recovery Procedures

An employee's written permission must be obtained before an outstanding
cash advance can be deducted from wages or from any other amounts due
the traveler. If the employee's consent cannot be obtained, the campus
may recover the debt through a collection agency.

Tax Considerations

Cash Advances. If an employee fails to substantiate expenses and return
any unused cash advance amounts within 120 days of the end of a trip, the
University is obligated under IRS regulations to consider such amounts as
income to the employee. As a result, the amount of unsubstantiated
expenses and unrecovered advances will be reported through the payroll
system as additional wages to the employee no later than the first payroll
period following the end of the 120-day period. The income and applicable
employment taxes on the additional wages are to be withheld from the
employee’s regular earnings. No refund of such taxes or any
adjustment to gross income shall be made with respect to any
substantiation or reimbursement received from the employee after the
120-day period. (For more information on tax withholding, see Accounting
Manual chapter D-371-12.1, Disbursements: Accounting for and Tax
Reporting of Payments Made through the Vendor System.)

Non-Cash Advances. Travel payments, such as registration fees, airline
tickets, etc., made to a vendor on behalf of an employee should follow the
same reporting time frame for substantiation by the employee as outlined
as outlined in section V.I.1 of this bulletin.
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4. Payment of Expenses on Behalf of Others

University travelers normally shall not be reimbursed for expenses paid on behalf
of other persons; however, limited exceptions are permitted (see Section V.H.2.f)
such as in the case of co-travelers who are sharing a room. Exceptions to this
rule, such as supervised group trips, must be approved in advance. (See Section
V.E.4., Payment of Group Subsistence Expenses, for more information.)

5. Cancellation of Reservations

Travelers who are unable to honor a reservation shall be responsible for canceling
the reservation in compliance with the cancellation terms established by the hotel,
airline, etc. The traveler must return any refundable deposits to the University.

Charges or lost refunds resulting from failure to cancel reservations shall not be
reimbursed unless the traveler can show that such failure was the result of
circumstances beyond the traveler's control.

The traveler shall be responsible for promptly returning for a refund any unused or
partially used transportation tickets.

C. Insurance for Travelers
1. University Travelers

All University travelers, including employees, medical residents, students, and
fellows, are covered worldwide, 24 hours a day, for a wide variety of accidents
and incidents while on official travel status. The coverage includes accidental
death, accidental dismemberment, paralysis, and permanent total disability. The
coverage also includes travel assistance services when the traveler is 100+ miles
from his or her home or headquarters, such as:

e Security extraction (security extraction is not subject to mileage limitation),
e Emergency medical evacuation and repatriation,

e Repatriation of remains,

e Out-of-country medical,

e Loss of personal effects (employees only), and

e Other travel assistance services.

In addition, all University employees are provided with workers’ compensation
coverage for a work-related injury or illness that occurs during a University-
approved and funded business trip.

a. Registration for Travel Outside of California

Travelers must register all out-of-state and foreign country business trips to
ensure coverage. Booking travel through Connexxus’ preferred travel agencies
and supported online booking tools, with the exception of SWABIZ (Southwest)
automatically enrolls the traveler in the insurance program for travel outside of
California; otherwise the traveler must register on the Risk Services website and
complete the Traveler Insurance form before an out-of-state trip occurs.
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Registration is not required for travel within California as coverage is automatic.
2. Vehicles

For information on insurance coverage requirements for employees who use their
private vehicles on University business, see Section V.D.3.a.iii., Insurance
Coverage. Sections V.D.3.b.ii., Insurance Coverage, V.D.3.b.iv., Damage to a
Rental Vehicle, and V.D.3.c.i., University Vehicles, contain information on
insurance coverage in connection with rental cars and University vehicles.

Refer to the Risk Services website for more information on automobile and liability
insurance coverage for individuals traveling on University business.

Questions should be directed to the local Risk Management office.
D. Transportation Expenses

Transportation expenses shall be reimbursed based on the most economical mode of
transportation and the most commonly traveled route consistent with the authorized
purpose of the trip. Any exception must be approved by the Chancellor.

Travel by a group of employees in the same aircraft, automobile, or other mode of
transportation is discouraged when the employees' responsibilities are such that an
accident could seriously affect the functioning of the University. Key employees, such
as the President, Chancellors, Vice Presidents, or a substantial number of employees
from the same organizational unit or program, should consider this risk when making
travel arrangements.

1. General
a. Definition

Transportation expenses include the following: charges for commercial carrier
fares; travel agency service fees; car and aircraft rental charges; private car
mileage allowances; emergency repair to University cars; overnight and day auto
parking; bridge and road tolls; taxi and public transportation fares; and all other
charges for transportation services necessary to accomplish the official business
purpose of the trip.

b. Transportation Tickets

Transportation tickets should be procured in advance in order to obtain any
discounts offered by the carrier or negotiated by the University. Such tickets
should be purchased through Connexxus. Travelers will not be reimbursed for
non-cash certificates used for the purchase of transportation tickets, e.g.,
frequent flyer miles.

c. Lost Tickets

Service charges for tickets lost by travelers may be reimbursed, provided such
occurrences are infrequent. Charges for re-ticketing, schedule changes, etc. are
reimbursable if incurred for a valid business reason. The reason for the charge
must be specified on the travel expense claim.
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d. Allowable Mileage Expense

Mileage shall ordinarily be computed between the traveler's headquarters and
the common carrier or destination. Expenses for travel between the traveler's
residence and headquarters (commuting expense) shall not be allowed.
However, mileage expenses may be allowed between the traveler's residence
and the common carrier or destination if University business travel originates or
terminates during a regularly scheduled day off.

When a traveler is authorized to drive a private vehicle to or from a common
carrier terminal, mileage may be reimbursed as follows:

e One round trip, including parking for the duration of the trip; or

e Two round trips, including short-term parking expenses, when an
employee is driven to a common carrier.

Also, if an employee who is not on travel status has a temporary assignment
away from campus, reimbursement shall be made for mileage expenses incurred
between the campus and the assignment location, or home and the assignment
location, whichever is less.

e. Surface Transportation Used in Lieu of Air Travel

If advance approval has been obtained, a traveler may use surface
transportation for personal reasons even though air travel is the appropriate
mode of transportation. The cost of meals and lodging, parking, mileage, tolls,
taxis, and ferries incurred while in transit by surface transportation may be
reimbursed.* However, such costs shall not exceed the cost of airfare, based on
the lower of the regular coach fare available for the location of travel from a
standard commercial air carrier or the campus travel program fare, plus
transportation costs to and from the terminals.

f. Indirect or Interrupted Itineraries

Obtaining advance approval is suggested when a traveler takes an indirect route
or interrupts travel by a direct route, for other than University business. Any
resulting additional expenses shall be borne by the traveler. The reimbursement
of expenses shall be limited to the actual costs incurred or the charges that
would have been incurred via a usually traveled route, whichever is less. The
cost comparison should be based on what UC would have paid, which can be
obtained by a Connexxus-related travel agency prior to or at the time of booking
the trip. Any resulting excess travel time will not be considered work time, and
will be charged to the appropriate type of leave. The employee shall be
responsible for accurate reporting of such leave time.

g. Travel Extended to Save Costs

Additional expenses associated with travel extended to save costs, e.g., a
Saturday night stay for domestic travel, may be reimbursed when the cost of

4 The reimbursement of M&IE is subject to the 300 mile-per-day rule specified in Section V.D.3., Automobile.
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airfare would be less than the cost of airfare had the traveler not extended the
trip (provided the expenses were incurred in compliance with this Bulletin). Such
expenses, which include lodging, car rental, and M&IE (subject to the
reimbursement caps set forth in Appendix B) incurred within the vicinity of the
business destination, shall not exceed the amount the University would have
paid had the traveler not extended the trip.

2. Air Travel
a. Commercial Airlines

Coach Class. Coach class or any discounted class shall be used in the interest
of economy. This policy applies to all travel (domestic or foreign, or any
combination thereof) regardless of the purpose or fund source.

Business or First Class. Use of business or first-class may be authorized under
the circumstances listed below. Documentation of such circumstances must be
provided on the travel expense claim.

e Business or first-class is the only service offered between two points;

e The use of coach class would be more expensive or time consuming,
e.g., when, because of scheduling difficulties, traveling by air coach
would require an unnecessary hotel expense, circuitous routing, or an
unduly long layover when making connections;

e An itinerary involves overnight travel without an opportunity for normal
rest before the commencement of working hours; or

e The use of business or first-class travel is necessary to reasonably
accommodate a disability or medical need of a traveler.

When a traveler prefers to use a higher class than the one authorized for
reimbursement, the traveler must pay the incremental cost of the airfare. In
cases other than those described above, a written authorization to use business
or first-class shall be obtained in advance from the Chancellor. The traveler shall
submit such authorization with the travel expense claim.

Other Ancillary Charges. Campus Chancellors can establish local policy for
reimbursement at their respective locations of ancillary charges such as checked
and carry-on baggage fees, early check-in or priority boarding and seat
selection. Likewise, reimbursement of higher cost airfare such as Economy Plus,
Extra Comfort, etc., within the economy class can be included in the local policy.

U.S. Flag Air Carriers. Under the Fly America Act published in Federal Travel
Regulation 8301-10.13 by the General Services Administration (GSA), only U.S.
air carriers® shall be used for all travel reimbursed from federal grants and

5 Code-sharing agreements with foreign air carriers, whereby American carriers purchase or have the right to sell a
block of tickets on a foreign carrier, comply with the Fly America Act Regulations. The ticket, or documentation for an
electronic ticket, must identify the U.S. carrier's designator code and flight number.
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contracts, including NIH grants®. However, there are exceptions to using only
U.S. air carrier services under the Fly America Act, depending on the scenarios
shown below:

Generally, U.S. air carrier services that provide nonstop or direct
service from the origin to the destination must be used, unless such
use would extend travel time, including delay at origin, by 24 hours or
more;

Generally, U.S. air carrier services that do not offer nonstop or direct
service between origin and destination must be used on every portion of
the route where it provides service, unless when compared to using a
foreign air carrier, such use would:

o Increase the number of aircraft changes outside the U.S. by two
or more; or

Extend travel time by at least 6 hours or more; or

Require a connecting time of 4 hours or more at an overseas
interchange point.

When the costs of transportation are reimbursed in full by a third party,
such as a foreign government or an international agency, U.S. air
carriers do not have to be used.

Open Skies Agreements. “Open Skies Agreements” are bilateral or
multilateral air transportation agreements to which the U.S. and the
government of a foreign country are parties. Under the Open Skies
Agreements, the U.S. government entered into several air transport
agreements that allow federally funded transportation services for travel
and cargo movements to use foreign air carriers under certain
circumstances. The Department of State’s website contains a list of
countries the U.S. government has Open Skies Agreements with,
including policy information contained in the various Open Skies
Agreements. Transportation is allowed between a point in the United
States and any point in a member state or between two points outside
the U.S. subject to certain restrictions.

Travelers funded by federal grants and contracts should review Federal
Travel Requlation 8301-10.106 published by the GSA for any City-Pair
requirements, and 8301-10.135 for any 