UPDATED TRAVEL POLICIES & FORMS
EFFECTIVE – FRI 4/1/2011

This is a “cheat sheet” list of the new updated travel policies/forms.  For the complete updated booklet on Travel Procedures & Regulations please visit the Accounts Payable website at:  http://bfa.sdsu.edu/ap/

NEW!  T-2 Form
There is a new T-2 Form on the A/P website that should replace any forms that yourself, faculty/staff are using.  The traveler should fill out the form ‘online’ at the A/P website as there are live links to information regarding foreign & SD County travel.

The following changes have been updated:
1.  Foreign Travel
A.  Traveler should enroll in the Foreign Travel Insurance (FTIP) which takes 1-week to 10 days to process.  
B. Traveler & Department Chair must sign off on T-2 Form and confirm that the country the traveler is going to is ‘NOT’; on the State Department’s travel warning list.  If the country ‘IS’ on the State Department’s travel list, the T-2 must be sent to the President’s office for his signature, NO EXCEPTIONS.  To identify countries that are on the State Department’s travel list, traveler must complete the T-2 form online and within the ‘Trip Details’ box, there is a link to the State Department’s website.

2.  SD County Only Travel
A.  Traveler needs to make sure they have a Defensive Driving Certificate.  If the traveler does not have this certificate, they must take the Defensive Driving Certificate course prior to travel.
  
NEW!  Travel Expense Claim Form
There is a new Travel Expense Claim Form (TECF) on the A/P website that should replace any forms that yourself, faculty/staff are using.  The traveler should fill out the form online at the A/P website as the form automatically calculates totals.

The following policies have been updated:
1. TECF must be completed and submitted within 30 days of returning from travel.
2. Travelers can now be reimbursed via Direct Deposit.  They will need to go to the A/P website and complete the form prior to travel.
3. Mileage reimbursement is $.50/mile.
4. A receipt is now needed for any expense $25.00 and above.
5. Domestic Daily Meal Allowance is now $55 and the “per meal” breakdown has been removed and $7.00 incidentals per 24 hours.
6. For foreign travel, SDSU is now reimbursing according to the Federal Government Meal Per Diem for specific location.  Receipts are not required.  Website is:  http://www.defensetravel.dod.mil/site/perdiem.cfm

NEW!  Corporate Travel Card from US Bank
See A/P website for more details and how to apply.
