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Division administration strongly recommends that you contact an admin as soon as possible to assist with the booking of your trip. This ensures hassle-free booking, and that all requirements are satisfied in order to receive the greatest possible reimbursement post-trip. We are here to help you!
Below are some important policies you should be aware of regarding University-related travel.
I. BOOKING AIRFARE

II.       Domestic Airfare
Employees can book domestic airfare through the Concur Travel & Expense System (Concur), or through a Christopherson Business Travel agent (recommended). 

Provide your routing information and preferred departure times, and an admin will work to get you the best flights for your schedule. In order to finalize ticketing, the travel agent will need your name as it appears on your government issued ID, date of birth, and a speedtype number, which the admin can provide. No upgrades of any kind are allowable unless the flight is longer than 14 continuous hours.
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a. Personally Booking Your Domestic Ticket
Employees can book their own airfare using an external website of their choosing; however, the following requirements must be satisfied PRIOR to purchase of your ticket with supporting documentation:

· Obtain a full cost comparison (including fees) through Concur or a Christopherson Business Travel agent (It must be immediately obvious that the quote was first. We recommend waiting a full day between quote and purchase.)
· Show that the total cost of the external ticket is less than Concur and Christopherson Business Travel 

If the total cost of the external website is cheaper, please proceed with the purchase using a personal card—DO NOT use a University issued Travel Card to purchase airfare!

If you continue purchase WITHOUT these requirements being met, your flight reimbursement cannot be processed in University Concur.  Please note your reimbursement can still be processed through CU Medicine for non-research related travel (all research staff and research-related travel MUST be managed through the University).  CU Medicine does not provide per diem, so all itemized meal receipts would need to be submitted.

b. International Travel
International travel requires a Pre-Approval International Travel Request to be raised, and all international flights must be booked through Christopherson Business Travel. Please contact an admin to assist as soon as you know you will be traveling internationally as this process can take up to 30 days. 	Comment by Robinson, Jessie: Add header or footer with "updated on date"

c. Combining Personal Travel with Business Travel
You may combine your business trip with personal travel; however, the University will only pay for expenses accrued during the business portion of your trip. Please note which days were personal, and keep separate receipts were applicable. 

III. HOTEL/CONFERENCES
a. For employees holding a University issued Travel Card, you may book your room and conference registration fees using the travel card. If this does not apply to you, please use your personal card and you will be reimbursed post trip. Alternatively, an admin can also pay your registration fees for you if you wish. 

Please provide the following documentation for reimbursement:
· Final itemized hotel folio in employee’s name
· Conference Brochure

IV. MEALS/MEAL REIMBURSEMENT 
a. Per Diem
If your airline ticket was booked through Concur or Christopherson Business Travel, you are eligible to receive per diem. This is calculated in Concur based on a number of variables (please see https://www.cu.edu/psc-procedural-statement-travel for more information about how this is calculated). Please be aware that per diem is not given when adequate meals are provided. The conference brochure will be used to determine when breakfast, lunch, and dinner was provided. 

Employees with a University Issued Travel Card can use the card to cover per diem meals—please be aware that if you exceed per diem limits, you may end up owing the University. 

If you have booked your own ticket (i.e. your report will be processed through CU Medicine), please keep both an itemized meal receipt and credit card receipt showing proof of payment for reimbursement. Meals are reimbursable at actual cost provided the allowable limits are not exceeded. These limits are $20 per person for breakfast, $30 for lunch, and $80 for dinner. Please note that this only applies for non-research related travel reimbursement. 

V. ALCOHOL
Reimbursement of alcohol during individual business travel is not common practice, and is generally prohibited.  If entertaining for the division, prior approval is required. An itemized receipt and credit card slip, along with a list of attendees and their affiliation, is required for reimbursement in CU Medicine. 
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