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Please read the revised memo regarding Travel reimbursement below:
 
Colleagues:

In a continuing effort to improve the University’s financial condition by looking for
opportunities to reduce expenses, we will undertake a series of administrative changes
relating to travel and reimbursement. Please know that these changes are adopted in an effort
to achieve reasonable savings in travel expenses while trying to minimize disruption of
essential services and responsibilities. All changes described herein are effective November
1, 2018 through June 30, 2019.

¨ Continuation of the following practices:
Administrative staff travel is subject to approval of the Executive Leadership

Team (ELT), even when a department has budget funds available. Travel
requests must be discussed and approved by the requestor’s immediate
supervisor. The appropriate ELT member must take the lead on seeking
approval at ELT.

In consideration of the University’s reduced number of motor pool vehicles,
employees are encouraged to use a contracted (Enterprise) rental vehicle for
long trips taken by car. We will continue to encourage the efficient use of
rental vehicles. Motor pool vehicles are not generally issued for trips
exceeding 100 miles. (Example: 2-day, round-trip--Shepherdstown to
Charleston=612 miles. Mileage reimbursement @.40=~$245. Enterprise rental
$36/day x 2 days=$72)

The requirement for Travel Authorization forms to be processed in advance for
all University travel.

¨ Additional measures for cost-savings:
An employee who elects to drive a personal vehicle will be reimbursed at the rate

of $.40/mile, regardless of total miles to be reimbursed.
Allowable mileage incurred during the stay may also be included in the

reimbursement request. Documentation is required for additional mileage
beyond the “to” and “from”.

Please consider this opportunity to receive your travel reimbursement more timely and
efficiently. By signing up for Travel Direct Deposit, your reimbursement will be deposited
into the account you choose, and you may choose a different account than your payroll direct
deposit. Most importantly, the State of WV will be preparing checks for disbursement on a
weekly basis. This pertains to travel reimbursements and could delay your receipt of those
funds.

Your cooperation in this effort is another example of campus-wide participation in reaching
our budget goal for FY19. It is appreciated.

 
 
Pamela W. Stevens, CPA
VP for Finance/CFO


