Out of State Travel Request Instructions 

Before you start this request, refer to your list of cities and determine the category of your destination city.  If it is not on the list, it will be “Out of State” or “In-State and Border City" rates.  See addendum for list of cities.
1. Request No.:  Number generated by the Travel Department in the Controller’s Office when they receive this completed and signed form.
2. Traveler:  Traveler’s full name.

3. SS#: Traveler’s Social Security Number

4. Department:  Library
5. Box#:  68
6. Extension:  Your 4 digit extension #.  i.e. 5121
7. Purpose of Travel:  Keep this short and concise. i.e. Attend and present paper at American Library Assoc. Annual Meeting & Executive Committee meeting.  You will have to spell out organization names.  Travel Department will not know any associations by their initials. (ALA, CULS, etc.) 
8. Destination:  The city and state where the event is taking place.
9. Travel Dates:  From: Date you leave Wichita 
                              To:      Date of Return to Wichita.
10. Travel Mode:  Air, personal car, state vehicle, riding in state vehicle with ________, etc.
Currently a State Car cost is $5.00 per day and $.26 per mile.
Mileage Reimbursement

           Motorcycles                                    $.17/mile      State Automobile is currently $5 per day plus .26/mile
            Automobiles (personal)                    .37/mile              Call X3450 for reservation
                          Planes                                              .49/mile       Mileage allowed within Kansas is based on the most
                          Specially Equipped Vehicles            .44/mile       direct route as listed on the Kansas Department of

                                                                  Transportation distance chart. 
Car Rental
Car rental reservations should be made in accordance with the agency’s travel policy.  All out of state car rental must be reserved through the State Travel Agency, otherwise they will not be reimbursed.  Reservations for in-state car rental should be made with Enterprise and charged to the agency’s Business Travel Account (BTA).  Employees renting cars out-of-state are reimbursed by submitting the official receipt for the rental or charter with the travel claim form.  Personal accident insurance, personal effects insurance, and other supplemental liability insurance are considered personal expenses and are not reimbursable.
Airfare
The following is from the State of Kansas Travel.  Please note the “purchased using the agency’s travel policy.  WSU policy supercedes the State Policy.  You must purchase your airline tickets, out of state car rentals, and lodging that is not a conference hotel through the state’s agency.  These reservations must be paid by WSU. 
Airline tickets for travel within the United States may be purchased using the agency’s travel policy.  In addition, airfare can also be charged to a traveler’s personal credit card.  If airfare is charged to a traveler’s personal credit card, the traveler will NOT be reimbursed for that airfare prior to the completion of the related travel.  As travelers are making reservations through ticket outlets other than the State Travel Center, they need to be aware that air carriers have varying policies regarding the presentation of the actual credit card used to purchase airfare at the airport.  When a traveler is combining personal travel and business travel, the employee must pay for the airline tickets and be reimbursed for the business portion of the trip.  For example, when buying two for one tickets (where one ticket is for personal use), the state will reimburse the traveler for half the price of the ticket.  The reimbursement requires the passenger copy of the airline ticket. 
In addition 

11. Enter Estimated Total Cost of Travel.

12. Lodging (Normal) is the requested cost per night.  See below for maximum allowed.

Maximum Lodging allowed including tips (traveler is reimbursed for single occupancy only).  Taxes associated with lodging may be reimbursed in addition to the established maximum allowance:


In-state and border city travel                   $ 59.00


In-state, high cost area & border city           72.00
   

Out-of-state                                                  85.00 



Out-of-state, high cost area                        125.00 



Out-of state, special high cost                    140.00



Conference Lodging qualified                      actual




Under K.A.R. 1-16-18a(e)*


International                                                 actual
The daily lodging expense limitations above may be exceeded by the lesser of either: an additional 50% of the lodging expense limitation (enter on #15); or the actual lodging expense incurred.  Either of these must be approved in accordance with the guidelines established by the employees’ agency.
*Actual conference lodging may be paid without limit if approved by the appropriate agency official.
13. Days the number of nights that you will be staying.

14. Enter the Total Cost for lodging (Lodging rate X number of nights you are staying) goes on this line. 

15. If conference hotel is more than the maximum cost allowed, an additional amount (up to 50% of the previous line) may be requested.
16. Meal quarter amount.  See chart below for quarterly allowance for your location.

Meal Allowance Rate (includes all tips associated with meals):

                   In-state and border city travel                   $ 7.50 


In-state, high cost area & border city           7.75
   

Out-of-state                                                  7.75 



Out-of-state, high cost area                         8.50 



Out-of state, special high cost                    10.50
                   International                                                11.25


     Or actual expenses not to exceed $79.00 per day.


Reduced Meal Allowance for meals provided at no cost to the employee.
Meal Allowance Rate (includes all tips associated with meals):

                                                                                Breakfast               Lunch                  Dinner

                   In-state and border city travel                   $ 7.00                 $ 8.00                 $ 15.00                    



In-state, high cost area & border city           7.50                    8.50                   15.00                  
   

Out-of-state                                                  7.50                    8.50                   15.00        


Out-of-state, high cost area                         8.00                     9.00                   17.00         


Out-of state, special high cost                    10.00                   11.00                  21.00                      
                   International                                                10.75                   11.75                  22.50              
17. Number of quarters requested.  See chart below for times of quarters.

Travelers are paid in the quarter of departure.  Travelers are not paid for the quarter they return.
 

QTR I         12:01 A.M. -   6:00 A.M.


QTR II          6:01 A.M. – 12:00 Noon
 

QTR III       12:01 P.M. -   6:00 P.M.


QTR IV
        6:01 P.M. – 12:00 Midnight

18. Enter total meal per diem requested ($ allowed per quarter X # of quarters).  You are paid for the quarter in which you leave.  You are not paid for the quarter in which you return.
19. Registration fee(s).  Include pre-conference and post-conference sessions.  Do not include banquets / food or other activities.
20. Other & Miscellaneous:  Write description on the line.  (Ground Travel, Shuttle, Parking, additional needs that are acceptable expenses.)
21. Estimated cost of miscellaneous items.

22. Total Maximum Costs (add column of costs.)

23.  Total Maximum Authorized - Head of Department / Budget Officer will authorize the maximum amount allowed for this travel request.
24. Your Department 4 digit number (starting with 28_ _) see chart below.

2820 Reference & Research

2821 Collection Development
2822 Access Services

2823 Inter Library Loan

2824 Technical Services

2825 Special Collections

2826 Library Systems
              Signatures needed to complete Request:


       25. Traveler

                    26.  Leave Blank


       27.
Budget Officer (Kathy Downes)

       28.
Budget Review Officer (Pal Rao)

       29.
Vice President (of Academic Affairs)
You need to allow at the least a few days for the signatures and circulation times.  This goes to 3 buildings before the Travel Number is assigned.  Travel Department recommends that 2 weeks should be allowed for travel requests to be processed.

In-State High-Cost Areas
Hutchinson (beginning one day prior to the opening of and ending one day following the closing of the 

     Kansas State Fair)

Kansas City

Manhattan

Topeka

Wichita

Out-Of-State High-Cost Areas
Afton, OK incl Shangri-La                                                                                         

Anchorage, AK                                                                                                     
Aspen, CO                                                                   
Atlanta, GA                                                        
Atlantic City, NJ                                                 
Austin, TX                                                          
Avon and Beaver Creek, CO                             
Baltimore, MD                                                                                                                                                         Barrow, AK                                                          
Boca Raton, FL                                                 

Boston, MA                                                                        
Cambridge, MA                                                  
Carmel, CA                                                       
Chicago

Cleveland, OH                                                  
Dallas/Ft. Worth, TX                                         
Denver, CO    
Edison, NJ                                                                                                            
Fairbanks, AK                                                                                                                                                                          Fort Myers & Sanibel Island, FL                    

Hershey, PA     
Hilton Head Island, SC
Honolulu, Oahu, HI    
Special High-Cost Areas

New York, NY

Washington D.C. & areas

Houston, TX                                 

Indianapolis, IN

Juneau, AK

Kaanapali Beach, Maui, HI

Kailau-Kona, HI
Kaunakakai, Molokai, HI

Keystone, CO

King of Prussia, PA

Kodiak, AK

Lake Buena Vista, FL

Los Angeles, CA

Miami, FL

Minneapolis & St. Paul, MN

Monterey, CA

Morristown, JN

Nashville, TN

Newark, NJ

New Orleans, LA

Newport, RI

Nome, AK

Oakland, CA

Ocean City, MD
Philadelphia, PA

Phoenix, AZ

Pittsburgh, PA

Portland, OR

Princeton, NJ
Salt Lake City, UT

San Antonio, TX

San Diego, CA

San Francisco, CA

San Jose, CA

San Mateo, CA

Santa Barbara, CA

Santa Cruz, CA

Seattle, WA

South Padre Island, TX

Stamford, CT

St. Louis, MO

Sun Valley, ID

Tampa, FL

Tom’s River, NJ

Tuscon, AZ

Vail, CO

Wailea, Maui, HI

White Plains, NY
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Glennis Dodson, Nov. 30, 2004

