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What You Need to Know
•General overview of travel at NC State
•Travel Authorizations
•Travel Reimbursements
•Specific requirements 
•Pitfalls to avoid
•Special circumstances



Travel Authorizations
When do you need one?

•When you travel for University-related
purposes
•EVEN IF you do not need

reimbursement
•At least 2 weeks before travel

Why do you need one?
• Liability/Insurance

Non-employee students: AP104 form
•At least 2 weeks prior to travel – DH

approval required



Travel Reimbursements

When do you need one?
•Whenever you have a Travel Authorization
• If authorization in place but no reimbursement is needed, must

email Darlene

Why do you need one?
•To get your money back!

BME Staff enters travel reimbursements, do NOT enter your own!



Travel Timeline

Travel 
Authorization

At least 2 weeks 
prior to travel

Travel

Travel 
Reimbursement

Receipts turned in 
immediately upon 

return

Approval 
Process and 

Payment

2-4 weeks



Transportation: Planes, Trains, and Automobiles
• Flights

• Coach fares
• Business Class only allowed for international flights
• The University will NOT reimburse for travel insurance (in most cases)

• Trains

• Taxis

• Rental Cars
• Must have prior DH approval
• Must be booked through NC State vehicle rental program

•Mileage
• Must calculate distance based on home or work 
    address,  whichever is less        

• Parking

Anything that requires 
Department Head 

signature/approval needs to 
be turned into Darlene West 

– NOT Dr. Dayton!



Lodging
• Should be a COMMERCIAL LODGING ESTABLISHMENT

•What does this even mean?
• 1. Company

• 2. Hotel or motel

• 3. When sharing a room, you MUST pay your portion separately and submit a receipt with your
name and portion listed (this can be done at hotel check out).

•Avoid AirBnB, VRBO, etc
• These are owned by individuals and are not considered “commercial”.
• Only allowed with PRIOR University approval IF it can be shown that it is a significant cost 

savings over a hotel

• Prior approval must be granted (can take 6-8 weeks).



Conference Registration
•Reimbursed at cost

•Typically, no 
receptions or 
banquets can be 
reimbursed

•Typically, no 
membership fees



Meals
•Reimbursed as per diem ONLY

• $10.10 breakfast
• $13.30 lunch
• $23.10 (in state)/$26.30 dinner (out of 

state/country

•Cannot receive over this amount

•Must have PI approval prior to 
travel

•1-day travel: no meals reimbursed

•No receipts needed

•No reimbursement for meals 
provided by hotel, conference, etc

•No room service allowed



Pre-Travel Reimbursement

• Flights

•Conference Registration

Alternatively…
Department can set up your flight ahead of your trip!



If you are an employee with access to 
Travel Center in MyPack: 

Travel Authorization







Must be correct before you 
submit



If you are a non-employee student:
AP 104



Travel Reimbursements 
  What to do When you Return

•You'll receive a WELCOME BACK EMAIL from 
Darlene.
•Provide receipts/required info to Darlene per 

email instructions

•What do you need?
• Beginning/End Date of Trip
• Beginning/End Time of Trip
• Airfare receipt

• Baggage receipt
• Mileage information – including directions
• Conference Registration form/receipt
• Agenda

• Specify which meals were covered
• Lodging Folio – signed and dated
• Transportation receipts

Two weeks 
(10 business days)







Receipt Specifics: Airfare

•Must have full itinerary

•Must have proof of payment

• If no proof of payment, must
include copy of bank/credit
card statement



1234 Proof of Payment

Receipt Specifics: Airfare



1234

Lodging Receipt 
(Folio)

Signed and dated



Faculty/PI Responsibility
•PIs are responsible for determining the appropriate account to charge

travel to
• If student is paid on a specific grant, their travel CANNOT be reimbursed from

another grant (but can be from startup)
• If student paid from startup but you want to charge travel to grant, that effort

has to be added as unpaid effort on the grant as cost share (Rekha)

•Travel MUST BE related to account project
• HUGE audit concern
• Double-check account on all travel before approving Authorization

• For student/staff travel: review and approve all costs
• Let Darlene/Admin know if you won’t reimburse meals

• International travel should be included at proposal stage
• Granting agencies question why you are adding it after the fact



Special Circumstances
• International Travel

• Staff will convert to USD based on OANDA Historical Rates unless you provide
bank statement with change fees

•Employees or students who are being reimbursed from multiple
sources need to talk with Darlene prior to entering TA
• Travel Awards, multi-department PI-all information regarding

awards/multi-department payments should be emailed to Darlene




