Student Travel Procedure
Student Employee Travel

· All Student employee travel that relates to their employment should be submitted in the Chrome River Expense application.  If a student will be traveling, but is not available in the Chrome River directory, the department will need to contact the Accounts Payable office to request the student to be added to the Chrome River database.
· Travel authorizations and reimbursements will follow the same travel procedures and policies as any current University employee.
· Department pcards can be used to charge travel costs for student’s employees who are traveling with another employee or those students who have a pcard in their name.
Student Non-Employee Travel
· Students may need to pay for their own travel costs.  Original receipts must be attached to the Claim Voucher form located on vandal web and submitted to the Accounts Payable office for reimbursement.
· If student are traveling with a faculty/staff representative, the employee may pay for student travel expense except meals on a pcard.  All student charges will need to be reconciled and included on the employees travel expense report.
· If students are traveling without a faculty/staff representative, the department may pay for student travel expense except meals on a department pcard.  All student charges will need to assigned and reconciled on the cardholder’s employee e-Wallet as a Non-Employee Expense Report through Chrome River Travel and Expense. Providing the names of the students in the comment section.
Student Travel – Athletic Team and Student Groups

Travel Expenses of Others: When one UI employee, such as a coach, athletic director or group leader, pays for the travel expenses of the team or group members, do the following when preparing the travel reimbursement request.

· Keep non-employee travel expenses separate from those of employees. 
· Include an attachment that provides a detailed itemization of each employee's expenses.
· Include a detailed vendor receipt for meals provided to team or group members. If no receipt is available, such as when individuals are provided cash to buy their own meals, a list of the individuals' names, their signatures, and the amounts disbursed is required.

One-Day Trips: Meal expenses for an athletic team or student group on a one-day trip may be reimbursed at actual cost instead of the perdiem allowances. 
· A detailed receipt is required.
· Coaches, trainers or group leaders who accompany and are responsible for the care, custody or control of the team or group are also eligible for meal­ expense reimbursement. 
· [bookmark: _GoBack]The request for reimbursement must state that the expenses result from a trip by an athletic team or student group.
