
CAP Radio Travel Request 

Name: 

Department: 

Destination (City/State) 

Projected Expenses: 
Details Projected Cost 

Air 

Car Rental 

Ground Transportation 

Car Rental Fuel 

Personal Car Vehicle license number 

Lodging 

Meals 

Other 

Total Projected Cost: 

Department Manager Date 

Budget Approver 

Approvals: 

Return Date 

Email: 

Phone #: 

Date Submitted: 

Supplier ID #: 

General Purpose of Travel- include business justification/purpose for travel and attach supporting documents, as needed. 

Trip Details: 

Departure Date 

Account Fund Department Project Class 

Personal Dates of Travel 

Date 

General Manager- Required for Exception to Travel Policy Date 



Business Travel Policy 
The purpose of this policy is to define business travel and outline the process for pre-approving, 
incurring, and reconciling travel expenses. 

Glossary 
Travel is defined as being away from the primary office location for official business, either for 
at least one night (overnight) or same-day travel. 

Travel expenses are the reasonable and necessary costs incurred by employees during approved 
business trips. For the purpose of this policy Travel Expenses are incurred by the employee and 
paid with personal funds or advanced by the company as orchestrated by the employee with 
reasonable advance to the University travel department. Employees who hold company credit 
cards should understand the company Credit Card Policies maintained by the University. 

Travel Request form is defined as a pre-authorization form required before scheduling company 
travel and must be approved by a Delegate of Fiscal Authority. 

Delegate of Fiscal Authority is a manager who is responsible for your department’s budget and 
may not be your supervisor. 

See the Delegation of Fiscal Authority webpage for more information. 

Travel expense claim is a form required to submit your travel reimbursement request   

Travel Authorization 
Work with a supervisor to identify a business travel need, complete a Travel Request Form and 
submit it to the Department Manager for approval. When approved self-book travel. The travel 
request form should be submitted for approval at the time travel is verbally confirmed or 
assigned by the supervisor. 

Submit your travel expense claim after your travel is completed. The travel reimbursement will 
require a travel expense claim approved by the Department Manager and submitted to the 
University. For the reimbursement to be processed without delay, submit the travel expense 
claims within 60 days after travel is completed. 

Advances and travel directly paid for by the Company 
The Company does not generally provide cash travel advances. 

The employee can: 

1. Contact their supervisor providing an approved travel request form in advance of 
travel and request arrangements to be made by the University 

2. If it is more convenient, book the travel personally after the travel request form is 
approved by your supervisor. The travel request form must be submitted to the 
University prior to your travel begins 

3. For Company Credit Card Holders- reference and follow guidelines in the Credit Card 
Policy maintained by the University. 

https://www.csus.edu/administration-business-affairs/financial-services/delegation-of-fiscal-authority.html


Insurance 
The Company does not cover personal travel insurance for domestic destinations. 
Company employees traveling overseas are covered by CSU Foreign Insurance Program. Ask 
supervisor for the details. 

Travel categories 
The Company pays the actual amounts incurred for appropriate expenses when travelling. 
Examples of typical expenses include the following: 

• Airline tickets 
• Meals- Per Diem 
• Lodging 
• Car rental, bus, taxi, parking (associated gratuities, up to 20%) 
• Telephone and fax 
• Business supplies and services 
• Other expenses necessary to achieve business purposes 

Airline Tickets 
Use economy class airfares when traveling for business. As there are many different economy 
class options, use your judgment to find the most cost effective. Contact supervisor if you need 
help in making a choice. 

The non-refundable fare is preferred, contact supervisor if flexible fare is considered. 

If accommodation is required, contact supervisor. 

For direct booking of travel compensated by the Company see the Advances and travel directly 
paid for by the Company section. 

Lodging 

When traveling with team members, sharing hotel accommodations (double-booking) is 
encouraged as a cost-saving measure, though it is entirely voluntary and not required. All 
employees are encouraged to consider the organization’s values when making financial 
decisions. 

• In-room entertainment (e.g., movies) and minibar purchases are not reimbursable expenses. 
• The maximum allowable daily room rate is $333, excluding taxes. 
• Itemized receipts are required for reimbursement. 

Meal Reimbursement (GSA Per Diem Rate: $68) 
Employees are reimbursed for meals and incidental expenses (M&IE) based on the federal 
GSA per diem rate of $68 per day. The rate is divided as follows: 

• Breakfast: $16, Lunch: $19, Dinner: $28, Incidental: $5 

If any meals are provided (e.g., by a hotel, conference, or host), the corresponding amount 
must be deducted from the daily allowance. Only meals purchased by the employee are 
eligible for reimbursement.   

For the first and last day of travel, the GSA allows 75% of the total daily M&IE rate, which 



equals $51. Deductions for meals provided still apply on these partial travel days.   

Rentals 
The Company has a contractual arrangement with Enterprise-Rent-A-Car (Ask supervisor for 
the details), therefore, vehicle reservations through this company are preferred. Other rental 
options (including car sharing) may be considered if the cost is the same or better for the same 
type of vehicle, if the preferred company does not operate in the reservation location, or if 
the reservation through the preferred company is not available. 

Personal Vehicles 
When using your own vehicle for business purposes, you must maintain insurance coverage as 
required by law. You may not use your personal vehicle for business travel without the supervisor 
authorization. You will be reimbursed for vehicle use at the standard IRS mileage rate. 
The mileage should be calculated from the primary office location (on-site or from the home 
office as applicable).   

Ground transportation 
Every effort should be made to use the lowest priced transportation available. Use good 
judgment and choose transportation that is cost effective, convenient, and safe.   

Reference to the CSU Travel Expense policy for additional details. 

https://calstate.policystat.com/policy/18199038/latest/?showchanges=true
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