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OVERVIEW 
 

Travel will be expensed based upon the actual dates of travel. If a trip is completed prior to June 30 of the current 

fiscal year, it will be expensed to the current year budget. If a trip begins in the current fiscal year and is completed 

during the following fiscal year, the travel will be expensed to the following fiscal year. For example, a trip with 

travel dates of June 25 through July 5 would be expensed to the following fiscal year. 

 

In addition, airfare, reservations, etc., which are paid in advance will be expensed to the fiscal year during which 

the travel takes place. For example, airline reservations are made and paid in June for an August trip; these 

reservations will be expensed to the following fiscal year. 

 

REIMBURSEMENT 
 

1. All travel expense claims must be submitted on the Travel Expense Form (TEF). 

2. Date(s)/time(s) of departure/return should be shown on the TEF, with business purpose of travel. 

3. TEF must be signed by traveler. 

4. TEF should be submitted to acct-payable-billing@wittenberg.edu for reimbursement no later than ten (10) 

days after traveler returns from trip with all receipts attached, with expenses expressed in U.S. dollars. 

 

USE OF PRIVATE VEHICLES 
 

Employees may be authorized to use private vehicles if the costs involved for such use are no more than a 

common carrier. Expenses for fuel, repairs, etc. are included in the mileage allowance. Expenses for parking, 

storage, and tolls are separately reimbursed at actual cost. Mileage will be allowed for actual business use in the 

vicinity of the destination, NOT for personal travel. Use of a private vehicle for on-campus travel is not 

reimbursable. 

 

UNIVERSITY-OWNED VEHICLES 
 

University-owned vehicles may be used only in the conduct of university business by employees with a valid 

drivers’ license. Costs incurred for towing and service calls for University cars are reimbursable when receipts 

are submitted. Costs due to driver’s negligence are not reimbursable. 

 

RENTAL VEHICLES 
 

The use of rental cars is 
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Approval of local travel should be completed in advance. If, however, such travel is part of an employee’s regular 

duties, no special record of each trip is necessary. 

 

ALLOWABLE EXPENSES 
 

LODGING 
 

Based on actual costs. Tips may be made at the discretion of the employee; however, tip may not exceed 20% 

for the entirety of lodging expense. When an employee shares a hotel or other lodging with another non-university 

person (significant other, dependent, family member, friend, etc.), the University will bear the expense of a single 

occupancy. The employee will be responsible for the additional cost incurred by a non-university person. 

 

No reimbursement for lodging is permitted in the local area, unless authorized under special circumstances by 

the AVP for Finance & Administration, VP for Finance & Administration, or President. 

 

MEALS 
 

Based on actual costs. No reimbursement will be permitted in excess of $10.00 for an individual meal without 

submission of receipt. Guidelines include: 

 

 Regular Travel Large Metro Area 

Per Day (B/L/D) $35.00 $45.00 

Breakfast $7.00 $9.00 

Lunch $9.00 $13.00 

Dinner $19.00 $23.00 

Tip At least 15% At least 15% 

 

¶ Breakfast is reimbursed when travel commences prior to 7:00 a.m. and extends beyond 8:30 a.m. 

¶ Lunch is reimbursed when travel commences prior to 11:30 a.m. and extends beyond 2:00 p.m. 

¶ Dinner is reimbursed when travel commences prior to 4:30 p.m. and extends beyond 7:30 p.m. 

¶ Guests will be reimbursed at actual cost. 

 

Reimbursement will not be made for meals taken in the local area except when attendance at a meal is necessary 

for participation in a conference/meeting or in accordance with provisions of approved grant. 

 

TRANSPORTATION 
 

¶ Personal car: As of July 1, 2022, that rate is $0.625 cents per mile 

¶ University car: dependent upon vehicle 

¶ Commercial carrier: at tourist rate 

 

OTHER EXPENSES 
 

¶ Parking: actual costs 

¶ Snack(s): not permitted 

¶ Tolls: actual costs 

¶ 


