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TRAVEL RESOURCES

ÅControllerôs Office ïTravel Section

Leah Forst (2-7356)

Jody Schlup (2-1852)

ÅTravel Expenses ïPPM Chapter 6410

http://www.ksu.edu/policies/ppm/6410.html



GENERAL GUIDELINES



General Information

Å Information to include when requesting 
reimbursement:

1. Conference agenda or meeting 
information

2. Purpose of travel

3. Meals included 

4. Dates of conference or meeting

5. Lodging information



General Information

ÅApproval for out-of-state travel required.

ÅTravel request number should be included 

on voucher.

ÅTravel to border cities.

ÅTraveler provides sufficient personal funds 

for all expenses.



General Information

ÅComplete a travel payment voucher (KSU-

121).

ÅDetail the travel and expenses

ÅAttach all receipts and supporting 

documentation.

ÅSubmit to 220 Anderson Hall.



Transportation Expense

ÅMost economical or advantageous mode of 

transportation.

ÅState of Kansas deems air travel most 

economical.

ÅDo not pay expenses for other employees.

ÅDo not use state vehicle for personal use.



Transportation Expense

ÅExpenses between station and domicile are 
not allowed.

ÅUse KDOT for in-state mileage and 
Mapquest for out-of-state mileage.

ÅProvide cost comparison when mileage 
reimbursement is requested rather than 
airfare.

ÅSee following example of cost comparison.



MILEAGE REIMBURSEMENT



Reimbursable Mileage ï

From Manhattan

ÅIn-State Mileage ï
http://www.ksdot.org/burtransplan/dist_chrt.cgi

ÅOut-of State Mileage ï
http://www.mapquest.com



Mileage Rates

Å30.5 cents per mile for privately owned 

motorcycles.

Å43 cents per mile for privately owned 

automobiles.

Å$1.07 per mile for privately owned 

airplanes.



Mileage Reimbursement

ÅReimburse from station OR domicile, 

whichever is closer.

ÅVicinity miles should be reported separately.

ÅReport the purpose of vicinity miles.

ÅDepartment should determine most economical 

mode of transportation.



Rental Car

ÅUse Enterprise for all in-state rentals.

ÅUse BTA for Enterprise rentals.

ÅAny leasing company can be used for out-

of-state travel.

ÅReimbursement for rental cars requires an 

official receipt and justification for rental 

submitted with travel voucher.



Business Travel Card Program


