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TRAVEL 
Policy Number:  BUS-060 Responsible Department: Business/Finance 

 

Effective Date: 12/01/2016 Last Revision Date:  03/02/2017 

PURPOSE:  

To provide guidelines for travel within the United States on CWI business.   

SCOPE: 

Applies to all CWI employees traveling on behalf of CWI and receiving funds for such travel from CWI.  This policy 
also applies to non-CWI personnel and students who may travel on behalf of CWI and are utilizing funds provided 
by CWI for such purposes.   

DEFINITIONS: 

US Federal General Services Administration (GSA):  Provides travel per diem guidelines throughout the country.  

Official Workstation:  the primary work location assigned to the employee, or the location where the employee 
works out of most frequently.   

Per Diem:  daily, half day and weekly allowances for meals, gratuities and incidental expenses incurred by an 
employee when traveling on behalf of CWI. 

Local Travel:  travel within a one hundred (100) driving mile radius of an employee’s workstation. With prior 
approval, exceptions to the “radius” may be granted for extenuating circumstances such as for safety concerns or 
road construction delays.   

Approver:  person(s) responsible for a budget or funding that is given the authority to manage and monitor those 
expenses.  See Authorized Signature Policy. 

Budget Officer:  Manager for a department that has the responsibility for the budget oversight.  They will have the 
authority and responsibility to ensure college, state and federal funds granted to their area is spent appropriately. 
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_________________________________________________________________________________ 

POLICY 

CWI understands the need for travel for employees.  CWI authorizes travel that promotes the applicable 
professional development of employees and students to expand the core mission of CWI. This policy also applies to 
non-CWI personnel who travel for official business on behalf of CWI.  The necessity for travel and the use of 
college and federal funding must follow strict guidelines and be fully transparent to CWI’s Board of Trustees and 
constituents.  This policy may not cover every possible situation; however, it is CWI’s intent that all individuals and 
approving authorities adhere to the most cost effective and efficient methods of travel when travel is necessary in 
performing official business for CWI.    
 
Travel activities conducted on behalf of CWI shall comply with Idaho and federal law and follow State travel policy 
and procedures set by the Idaho Board of Examiners.  State policy requires that official travel be conducted in the 
most cost-effective and efficient method.  Employees who travel on official CWI business may be reimbursed for all 
or a portion of their travel expenses.  Employees of CWI, non-CWI employees or students must obtain supervisor’s 
approval for travel on behalf of CWI, complete required forms prior to travel and submit appropriate 
documentation for reimbursement upon return. Per Diem for meals or lodging cannot be claimed for local travel or 
for personal travel.   Per diem may be granted for training purposes only within the 100 mile radius for local travel.  
 

GUIDELINES 

TRAVEL EXPENSES AND REIMBURSEMENTS 

1. Allowable travel expenses include but are not limited to: 

a. Expenses for airline, lodging, rental car, fuel for rental car. 

b. Taxi or public transportation fares to and from depots, airports and hotels for business purposes. 

c. Parking fees and airline baggage fees for one bag. 

d. Charges for transportation, handling and storage of college equipment and/or CWI promotional 
materials necessary for the event.    

e. Registration, conference and workshop fees. 

f. Expenses for all other items not described that are necessary for official CWI travel provided 
there is an approved business purpose for the expense. 

2. Personal expenses not eligible for reimbursement include but are not limited to: 

a. All expenses of a personal nature incurred solely for the convenience of the employee such as 
but not limited to expenses for meals included in the cost of registration or provided by the 
event, room service, entertainment, or alcoholic beverages, late check out fees, lost or stolen 
cash or property, etc.  

b. Expenses incurred for an employee’s commute from home to their official workstation.  

c. Expenses incurred while on personal leave even if it is scheduled in conjunction with CWI-
sponsored travel.  

d. Airfare obtained with frequent flyer miles or credit programs, travel vouchers, credits, gift cards 
or any other non-monetary programs. 

e. Costs paid through direct billing or a P-card or by a third party or another traveler. 

3. Reimbursement requests must be processed as quickly as possible and adhere to the following: 
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a. If the prior approval is undervalued by more than 20% of the actual travel expense, or if actual 
travel deviates significantly from the authorized plan, an explanation on the Employee 
Reimbursement Form is required. 

b. Employees must submit requests for reimbursements with approvals and all supporting 
documentation within thirty (30) days of completion of travel.  No reimbursements will be 
granted without all appropriate documentation and approvals submitted to the Business Office.  
Receipts are required for all expenses except Per Diem. 

c. Appropriate general ledger code (GL) must accompany the request. Any travel expenses with a 
single vendor cost of over $2,000.00 must have a purchase order (PO) completed. The PO 
number will need to be referenced when requesting reimbursement.   

d. After one hundred and twenty (120) days have passed without a request, CWI reserves the right 
to deny expense reimbursement.   

e. The CWI Purchase Card (P-Card) is a preferred method of payment for employee travel expenses. 
Refer to purchasing card policy for additional information.  P-cards may not be used for meals 
and incidentals. 

4. Third Party Reimbursements: 

a. Employees are not eligible for reimbursement from CWI when a third party intends to reimburse 
the employee.  Employee must still have a travel prior approval.   

b. Employees may only submit allowable travel expenses not covered by the third party.  

c. If a third party reimburses an employee for expenses after the employee has requested and 
received reimbursement from CWI, the employee must repay CWI the lesser of (i) the total paid 
by the third party or (ii) the total amount reimbursed to the employee by CWI.  It is the 
employee’s responsibility to initiate the reimbursement and to ensure that any and all funds are 
remitted to CWI.    

CWI EMPLOYEE TRAVEL STATUS (WITHIN THE UNITED STATES/NOT INCLUDING LOCAL TRAVEL) 

1. All CWI sponsored travel must have prior approval by the supervisor and appropriate Vice-President or 
designee.    

2. The most economical means of travel must be used.  If not, transportation means may be revised.  This 
may include the option of sharing a ride with other employees when possible, renting a vehicle instead of 
mileage allowance or flying instead of driving.   

3. Failure to complete required documentation and receive appropriate approvals before travel could result 
in not receiving reimbursement as well as disciplinary action.  

4. Guidelines for Employee Travel: 

a. The purpose of the travel must benefit CWI and the professional growth of CWI employees.   

b. The estimated cost that will present the most economical means of transportation to include: 

i. Airfare- Employees are expected to book the lowest most economical airfare (note: 
ticket prices change rapidly and may need to be adjusted if reservations are not made in 
a timely manner).  First class and business class upgrades are not allowable expenses.  
Baggage charges are an allowable expense. ( 1-bag only) 

ii. Ground Transportation- Employees are expected to use the most economical means of 
travel.  Within Idaho, CWI vehicles or rental vehicles are the preferred means. (See CWI 
Transportation Policy for more details).  The trip documentation must include a 
comparison of airfare to the mileage rate.  
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iii. Private Vehicle – Employees must have prior approval from the Vice President of their 
division to use a personal vehicle for CWI-related travel. When approved and using a 
personal vehicle: 

1. The employee must use his/her personal automobile insurance while driving on 
official CWI business.  

2. Mileage is reimbursable at the CWI mileage rate; accordingly, starting and 
ending odometer readings as well as location traveled must be provided.  CWI 
reserves the right to change mileage reimbursement if a mileage discrepancy 
occurs.   

3. Charges for repairs, tires, gasoline, and other operating expenses will not be 
separately reimbursed and are considered part of the mileage rate. 

iv. Car Rental – This option must be compared to all other modes of transportation. The 
use of a rental car must also be included in the expense report if employees are flying to 
their destination and requesting a rental car and/or other mode of transportation while 
at their destination.  CWI has preferred vendors for vehicle rentals.  Employees should 
contact the Accounts Payable group for the name and account numbers.  Employees 
should deny the insurance coverage associated with the rental of a vehicle.  CWI will 
provide the insurance that will cover the cost of an accident unless malicious intent on 
the part of the employee is determined.   

c. Per Diem meal requests must reflect the appropriate GSA location costs for out-of-state travel. 
CWI has adopted the GSA rule that on travel statue days (while in route) no matter time of 
departure or arrival, per diem will be paid at 75% of destination rate. For more information on 
the Per Diem and departure and arrival rules for partial Per Diem reimbursement, employees 
should refer to Idaho State Controllers website at www.sco.idaho.gov. as well as the Federal GSA 
website. 

d. Employees are not eligible for per diem when meals are provided.  Example: hotel breakfast or 
meals provided at a conference.   

e. Incidentals – CWI will assist in covering any “other” expenses at a fixed amount of $5.00 a day.  
Eligibility for reimbursement for incidental expenses is allowed only if there is an overnight stay 
away from home station.   

f. Lodging – Cost should be at or below the GSA guidelines. Employees should not put any personal 
charges including but not limited to room service, movies, etc. on the CWI invoice or p-card.  Any 
such expenses must be satisfied on a personal credit card. CWI will only pay for the length of the 
conference or event.  Any additional nights’ lodging will be ineligible for reimbursement unless 
there is a valid business reason and it is noted and approved. 

g. For any additional information about allowable expenses, employees should refer to the travel 
procedure at: Businessoffice/procurement/accountspayable/travel. 

5. Any expenses that can be pre-paid such as airfare, conference registration and lodging charges should be 
completed before travel.  

6. In reviewing expense reports, the VPFA and Business Office reserve the right to change or ask for 
additional information.   

7. Once travel is complete, the employee is required to process the reimbursement requests and close out 
the trip within 30 days. 

CWI EMPLOYEE LOCAL TRAVEL  

Local travel is defined as a 100 mile radius from an employee’s official workstation.  Local travel is not eligible for 
per diem or incidentals. 

http://www.sco.idaho.gov/
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• For example; if an employee was going to McCall, Idaho and back, the travel is beyond 100 miles one-way 
and would qualify for mileage if the employee is utilizing his/her personal vehicle as well as per diem.  
Such travel must go through the employee travel status process.  

• If an employee is traveling within the 100 mile radius from his/her official workstation, but making 
various stops which results in travel equal to or over 100 miles he/she will only qualify for the 
appropriate mileage if utilizing a personal vehicle.  Under these circumstances, an employee is within a 
reasonable distance from his/her official workstation to provide his/her own meals. 

Local Mileage Reimbursements will be completed once a month for the total month and turned into Accounts 
Payable. Mileage forms can be found at Business Office/Accounts Payable on mycwi.  

• For the purposes of the June 30th fiscal year-end, mileage for June must be submitted within 10 
business days after June 30th.   Expenses incurred in the previous year cannot be charged to the 
current fiscal year. If utilizing a rental car through CWI, employees are not eligible for mileage 
reimbursement. Mileage from employee’s home to official workstation is not eligible for mileage 
reimbursement. 
 

NON-CWI EMPLOYEE TRAVEL (INCLUDES BOARD OF TRUSTEES) 

In limited instances, non-CWI individuals may travel at the sponsorship of CWI.  Non-CWI individuals must follow 
the same process as CWI employees for travel, including obtaining prior approval.  In some instances, they will be 
eligible for the CWI allowable travel expenses.  Any additional expenses outside the allowable expenses will need a 
pre-approval from the VPFA. 

The CWI Board of Trustees will submit a request for expense reimbursements on a quarterly basis.   

STUDENT FIELD TRIPS AND CLUB TRAVEL (DAY TRIP) 

1. Eligible travel purpose must be related directly to a class or club purpose. 
2. Only Full-time CWI employees may accompany students on a trip and must follow the guidelines for CWI 

Employee Travel.  
3. Students must completely fill out the required document[SF1] for approval before departure.  All 

paperwork must be pre-approved by the appropriate Dean or Manager before making any arrangements.   
4. Additional guidelines for student travel include the following: 

a. Emergency contact information must be provided for each student traveling. 
b. A parent or guardian’s signature is required if the student is under eighteen (18) years of age. 
c. Students must be healthy enough to attend the trip and may be asked for a physician’s approval.   
d. Students traveling on behalf of CWI must provide their own health and injury insurance 

coverage. 
5. Employees cannot drive a student in their personal vehicle to the destination. Similarly, students cannot 

drive employees in their personal vehicle.   
6. If students are driving their personal vehicles to a CWI-sponsored outing, they must provide proof of a 

current driver’s license and insurance. 
7. Students and employees will be held responsible for reviewing and adhering to the Code of Conduct for 

CWI.  
8. No per diem or incidentals will be given to either employees or students for a day trip.  
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9. Students do not qualify for mileage reimbursement. 

STUDENT OVERNIGHT TRAVEL 

1. Eligible travel must be related directly to a class or club purpose. 
2. Only full-time CWI employees can accompany students on a trip and must follow the CWI Employee 

Travel policy.  
a. A recommended ratio of faculty to students for overnight travel is one employee to every ten 

students.  
b. An emergency plan must be submitted with the prior approval forms.  [SF2] 

3. Students must completely fill out the required document for approval before leaving for the trip.  All 
paperwork must be pre-approved by the appropriate Dean or Manager before making any arrangements. 

4. Additional guidelines for overnight student travel: 
a. A Student Travel Release form to include emergency contact information for the student is 

required. 
b. A parent or guardian signature is required if the student is under eighteen (18) years of age. 
c. Students must be healthy enough to attend the trip and may be asked for a physician’s approval.   
d. Students traveling on behalf of CWI will be expected to provide their own health and injury 

insurance coverage. 
e. If using club or sponsor funding for the trip, a plan to cover any shortages must be presented 

with the pre-approval forms.  
5. Per Diem for Student Travel 

a. Club or college funds cannot be used for spousal or family travel expenses. 
b. The Per Diem for students will be at a maximum rate of $30.00 a day to include the partial travel 

day rates.  
c. Students do not qualify for incidentals. 
d. Per Diem rate must reflect any meals provided at the event and will be prorated accordingly. 
e.  No alcohol may be purchased with any college or club funds.  
f. Sales tax is not reimbursable except for sales tax on meals, rental cars and hotel rooms. 

6. Accommodations for Student Travel 
a. Employees and students are prohibited from sharing a room in any situation. 
b. Students will share a room with a minimum of two to a room based on gender.  
c. Students and faculty will be expected to cover all expenses of a personal nature incurred solely 

for the convenience of the student or faculty member such as but not limited to meals included 
in the cost of registration or provided by the event, room service, cancellation charges, alcoholic 
beverages, late or early check in/out fees, lost or stolen cash or property, etc.  

d. Expenses incurred while on personal leave, even if it is scheduled in conjunction with CWI 
sponsored travel, must be covered by the student or faculty member.  

7. Departments and clubs must have funds available before making arrangements for the trip.   
8. If a trip is over two-thousand dollars ($2,000.00) a purchase order must be completed.  
9. Students and employees will be held responsible for reviewing and adhering to the Code of Conduct for 

CWI.  

FORMS:   

Student Travel Release form 
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