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Business Meal: A business meal must always include a discussion of a business topic, and more than 
one person, usually a non-University of Vermont individual who is essential to 
complete the purpose of the meeting. The main focus of the activity is business and 
consumption of food is incidental to the purpose of the meeting. Business meals that 
are attended only by University employees should be infrequent, and must meet a 
higher documentation standard – demonstrating what other options were 
considered rather than meeting for lunch/dinner, etc. A meal consumed by an 
individual dining alone does not constitute a business meal. 

Business Meal during Travel:  A business meal can occur during travel if it is a meal consumed while on a trip, 
which includes a non-University of Vermont individual who is essential to complete 
the purpose of the meeting, and the primary discussion is a business topic. Refer to 
the Business Meal, Hospitality and Amenity Policy for documentation requirements. 

Mileage Reimbursement:  For use of an employee’s personal vehicle to conduct University business is intended 
to cover the costs to operate the vehicle, including insurance costs. The University’s 
insurance is always excess over any personal automobile insurance carried by the 
employee who uses their personal auto on University business. The University 
recommends that employees who regularly use their vehicles on University business 
maintain auto liability insurance with limits of at least $100,000 for bodily injury and 
property damage liability. Under no circumstances does the University reimburse an 
employee for damages to his/her vehicles (i.e. otherwise known as collision or 
comprehensive damages under an auto insurance policy). 

Substantiated: Expenses documented with itemized receipts, dates of travel, business purpose, etc. 

Travel Meal: A meal taken while on travel status; the employee is away from home on a trip 
requiring an overnight stay. 

Travel Status: You are traveling away from home if your duties require you to be away from the 
general area of your tax home for a period substantially longer than an ordinary day's 
work, and you need to get sleep or rest to meet the demands of your work while 
away. 

Unsubstantiated: Expenses which are not documented with itemized receipts, dates of travel, business 
purpose, etc. 

University Business: Defined as “while on assignment by or at the direction of the University for furthering 
its business interest." 

Procedures 

I. GENERAL TRAVEL POLICY PROVISIONS 

1. Travel Authorizations are required for both international travel and out-of-state domestic travel requiring 
an overnight stay. Travel Authorizations are approved at the departmental level. Travel must not 
commence without official authorization being given. Travel arrangement, such as conference 
registration payments, airline tickets, hotel reservation payments, etc., should not be made until the 
travel has been approved. 

a. Travel authorizations must be entered in PeopleSoft at least 14 days prior to departure.     

b. Travel without an authorization will need to be paid for out of personal funds (i.e., these expenses will 
not be reimbursed, and if purchased with a PurCard, the unauthorized debt will need to be repaid to 
the University. 
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c. Travel Authorizations are required when requesting cash advances. If a cash advance becomes 
delinquent, the employee will not be allowed to take out additional advances until all their delinquent 
advances are fully collected and/or accounted for and reconciled. 

2. No travel expenses will be reimbursed before the trip has occurred. If expenses must be incurred before 
the trip 
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Student” Form. See Payments to Students Policy and Frequently Asked Questions (under 
development) for details.  

4. Non-Employees 
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i. Airport parking costs will be reimbursed by the University for the duration of the University business. 
j. Traffic violations are not considered reimbursable costs. All violations, including parking tickets and 

speeding tickets, will be the responsibility of the driver, not the University.  

2. Rental Cars   
Occasionally, renting automobiles is required to conduct University business. 
a. The University will reimburse an employee for:   

i. Rental of subcompact, compact, or midsize cars.  
ii. Full-size cars will be allowed only if midsize cars are unavailable or if four employees are 

riding in the same vehicle. A list of names of University employees traveling in the vehicle 
must be provided.  

iii. Rental of vans is only allowable when the number of passengers warrants it.  
iv. The cost of premium, luxury, or four-wheel drive vehicles will not be reimbursed.  
v. Rental of vans or trucks will be allowed where a project has a short-term need to transport a 

large volume or heavy materials.  
b. Payments should be made with a University purchasing card.  
c. The collision damage waiver should be purchased when renting a vehicle for University business. 

However, the University's insurance policy provides liability protection. University insurance provides 
liability protection, but only with respect to injuries or damages arising out of the authorized use of a 
rental car for the purpose of carrying out University business. 

d. Local rentals should be arranged through the University vehicle rental contract to take advantage of 
contract rates.  

e. The cost of a vehicle rental should not exceed what it would have cost if coach airfare, including 
ground transportation to and from the airports, had been purchased. The difference between the 
vehicle rental and airfare rate will not be reimbursed.  

f. Itemized receipts for rental of motor vehicles and gasoline purchased are required.  
g. Please see the Automobile Rental Operating Procedure and the Driver Safety and Motor Vehicle Use 

Policy for more detailed information. Renters must abide by the terms and conditions of the rental 
agency’s contract or rental agreement. Renters must abide by these policies in case of accident. 

h. Traffic violations are not considered reimbursable costs. All violations, including parking tickets and 
speeding tickets, will be the responsibility of the driver, not the University.  

3. Airfare   
a. Payments should be made with a University purchasing card.  
b. Use of a travel agency for foreign travel or group travel may provide faster, more economical service 

and emergency assistance.  
c. If a traveler chooses to pay for travel arrangements personally, they will be reimbursed only after 

returning from the trip.  
d. Coach airfare only is allowable. Business, first class, and premium airfare are not allowable expenses.  
e. Itemized receipts are required.  
f. If no hard copy receipt is issued for an e-ticket, a copy of the e-mail receipt including itinerary, 

passenger's name, cost, and transaction date will suffice.  
g. Thoroughly review the terms and conditions for airfare arrangements made online, particularly 

cancellation charges or service fees for ticket changes. Provide documentation and explanation for 
these additional charges. 

h. Reasonable baggage expenses are allowable for the traveler on University business. 
i. Trip cancellations/emergency medical insurance are allowable for foreign and group travel.  

4. Other Ground Transportation   
Employees should select the least expensive mode of ground transportation that is appropriate. Van, bus, 
or other ground transportation is usually available at a less expensive rate than individual taxi rates. Many 
hotels offer shuttle service to and from airports.  
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5. Private Aircraft   
To ensure proper liability coverage, employees should notify Risk Management, (802) 656-3242, when 
using their own aircraft for University business travel. The University will not reimburse for more than 
commercial modes of transportation.  

6. Indirect/Interrupted Itineraries   
When a traveler takes an indirect route, or interrupts travel from a direct route for other than University 
business, any additional personal expense shall be paid by the traveler. The University will reimburse for 
the business portion of the trip after completion. The traveler is responsible for producing 
documentation of the cost of the business portion of the trip.  

IV. LODGING EXPENSES 

Reasonable hotel and motel room costs are allowable. If two people occupy a double room, one of whom is 
not on University business, only the single rate may be charged to the University. Employees should always 
ask for corporate or educational discount rates before renting a room. No paid TV, internet charges for other 
than University business, personal phone calls, or other personal entertainment items are allowable.  
Itemized hotel receipts are required, and should include the town or city, the name of the establishment, 
dates, rates, occupancy and a description of each charge. If the hotel requires the first night be paid in 
advance to hold a reservation, the traveler should use a University purchasing card, or the University will 
reimburse the one night expense prior to the trip. 

Expenses such as meals, internet access, long distance phone charges, parking, etc. charged on the hotel 
room bill must be broken out on the expense report so that items will be charged correctly in the accounting 
system.  
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meal is counted toward the daily maximum reimbursable amount. 

Meal expenses incurred on trips that do not require an overnight stay (and therefore the trip does not meet 
the requirement of travel status) are not 
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Accidental Death and Dismemberment policy on employees and trustees who travel on University 
business.  

d. Personal Vehicle - The owner of the vehicle is responsible for automobile liability coverage. The 
University’s insurance does not apply to privately owned automobiles.  

e. Rental Vehicle - Please refer to the Automobile Rental Policy and Procedures, which provide 
information on both short-term and long-term automobile renting, guidelines on automobile 
insurance, and advice on what to do in the event of an accident.  

6. Gratuities  
Gratuities for meals must be limited to 15% – 20% of pretax amount and will not be reimbursed for a 
greater amount. Gratuities for taxi or bellhop help with baggage of $1.00 to $2.00 per bag are common, 
which do not require receipts. Housekeeping gratuities average $2.00 to $3.00 per day, which do not 
require receipts. The University will reimburse up to $10.00 per day for incidental expenses without 
receipts such as gratuities for taxi or bellhop, and housekeeping. 

VII. INTERNATIONAL TRAVEL 

The University requires an approved travel authorization in PeopleSoft for all international travel.    
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Contacts 

Questions concerning the daily operational interpretation of this 
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About this Policy 

Responsible 
Official: 

Vice President for Finance and 
Administration 

Approval 
Authority: 

President 

Policy 
Number: 

V. 4.14.4 Effective Date: January 1, 2014 

Revision 
History: 

• V.  4.3.2.1 effective September 29, 2006   
• V. 4.3.2.2/V. 4.14.2 effective July 1, 2011 
• V. 4.14.3 approved by the President January 14, 2014 
• 
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