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PENNSTATE _ TRAVEL R

MANUAL
APPROVAL OF TRAVEL AND USE OF TRAVEL SERVICES o

BURPOSE

To outing Universiy polcy 1or obtairung the approvai of domesnc and out-ot-Countfy trave! on Universsty
Business. as well as nrovision of travel services by the University

APPROVAL OF DOMESTIC TRAVEL

> Al University employees traveling to “domestc” locations on University business must obtan the appropriate
approvals (per Pohicy AD-17) on a compietes Travel Expense Account in order 1o receve reimbursement of any
expenses ncurres (See Policy TR-S tor the gefiniion of domestc trave!. and other Policies i this section for
expenses which may ve rembursed | Requests must be submitied n sutficient ume tor review angd

processing

APPROVAL - OUTY.OF COUNTRY "RAVEL

Al reguests 1or out-pf-country travel are made by preparng the “Request for Out-of-Coumtry Trave!
Autnonzaton” ipage 7.3 in the General Forms Usage Guioe!. The Travel itnerary and Per Diem Computation
worashee! page 7 2 in ihe Genera Forms Usage Guioel. which lists the traveler's tentative ninerary. 18 also

prepares 3n0 is attached 1o the Reguest for Out-of LCountry Travel Authorizanon

Approval 151 oul-of-countty travel 1o be reimbursed from Restrcied Fungs must comply with the provisions of
the ApDIoptate granting agency

s Al requests 10r Dul-of country travel must be apptoved N agdvance by the appropriate budger execulive Al
reguests must be submitted in suthioient time 1or review ana processing

ANNUAL REPORTS

Urivergity bugdget executives must Submit annual reports 16 the appropriate senor University ottcer
s.mmaraing 2l Qut-ot-couMty Itavel @ any amount. Suppored trom General Fungs The form 1o be used

s Anrua Report of Dyt-ot-Countty Trave! Expenses Supportez From Cenerai Funos™ (torm GFY Bl is avaiable
hraugh Svsiems ang Procedures upon request

APPROVAL PROFESSIONAL MEETINGS

For approvals required when aTiending of partCipating in protessional meetngs, see PoiCy TR-B.

TRAVEL SERVICES

As part of 2 University travel services program availadle 1o faculty and statf. a Travei Services Dffice s located
withun the Department of Purchasing Services  This office s available for coordmating the management of
business travel for the Univer ity Dy C.ntracting with vanous travel agencies 10 assure the lowest fares.

proper ticketing, and better all around service.

> When an or rail tickets for domestic Of out-of-Country tras i are 10 be bilied 10 the University, the contracted
travel agencies must be used. Requests will be processed by using the form *Authorization to Direct-Bill Aur
and Rail Transportation,” via the EASY Form "DBAF * This authorizes the contracted travel spencies (currentty
Center For Trave! located in State College, and Omega World Trave! with offices in State College, The Milton
§ Hershey Medical Center, sowntown Pittsburgh, and DuBors] 10 bill the University directiy for aw and rail
wavel Instructions for using “DBAF* appear on page 7.6 in the General Forms Usage Guige.

Any commissions, rebates, overnges, credgas (other than standard credits granted on credint card purchasesl,

free tips. e1C., ssued by travel agencies as part of any University business travel transactions, must be
direcied 10 the Travel Services Oftice 1n 504 Riger Builging for proper accountabibity
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PENNSTATE. TRAVEL TR-2

>

POLICY MANUAL
TRAVEL ADVANCES AND REIMBURSEMENT OF TRAVEL EXPENSES

PURPOSE

To present the Uruversity Policy for obtaining advances for travel, identifying legitimate travel expenses
incurred In carrying oul the reguiar and necessary business of the University, and 1o set forth procedures for
reimbursing eligibie persons 1or such expenses

ELIGIBILITY

Only tyuli-time reguiar empioyees may obtain 3 travel advance HMHowever, unger unusual circumstances,
exeplons may be made for pant-ume empioyees, graduate assistants and feilows, (f these persons hoid an
appointment with the Uruversity. Part-time or casudl emplovees paid on the nonreguiar (Wage) payroll are not
eligible 10 obtaw an advance

TRAVEL ADVANCES
Agvances tor ess than $25 wall not te Ssued

For gomestic travel advances are avadabie only 100 an ampunt agequate to cover meals and incioental
expenses. The current maxanums are $35 ang $45 per day for ravel 10 regular anc Nigh-COST areas,
respectively  The Uriversal A Travel Plan (through contracted trave! agences! shiould be used 10 purchase an
ot rai travel The Corporate Amerncan Express ¢hatge tard. personal check or credit cards must be used 10
pay 'or looging and car rentals  Faculty and staff a1 CES campuses. Penn State Ene - The Betwena College
ang Penn State Marrsburg may (singe they may not Nave ready access 10 the contracied trave! agencies)
cortinue 10 recewe advances See the gnd "Authcrizzuons tor Travel Agvances® on page 3

Reguests for out-Df-countey trave! agdvances must be accompanied by the Travel ltingrary and Per Dem
Computation Worksheet ang Reguest 1or Qut-or-Country Travel Authonzation Page 7 2 ang 7.3 n the General
Fotme Usage Guee Al reguests for out-of-courtry travel must be approved n advance n accordance with
the regutements o' Pahty TR A ang 124 trave may De gwectly Dilleg 10 the Uriversity by using the
giectronc ftor DBAF  (See the gno "Authorizations for Travel Advances™ on page 3 ;

Casr agvances 0! $25 to 8200 are obtanes by presenuing a Reguest tor Cash Advance, pioperiy approved by
the BuBger agmimistaalpr concermed, 1o the Financa Officer or Bursar  Final sertlement of the advance must
be made (mMmEeS3TEy Upon teturing trom the tnp and n no case later than Twe (S) days after the completion
ot the trip

Cash advances in excess of $200.00 must be requested on the Special Reguest for Check. The Special
Reguest for Check form must be properly approved by the budget adminisirator or budget execulrve
concerned, and submitted according 1o instructions i the General Forms Usage Guide [Page 1.7). Such
requests reguite several days Tor processing and for issuance of 3 check to the employee.

Any empioyee 13ihing 10 settie a cash advance withun sixty (60) days from completion of travel will be duly
notified that the full amount of the advance 1s being deducted from his or her next salary payment. in
addition, all such empioyees will be inehgible for futwe cash advances. For mstructions relating to the
preparation of the Reguest for Cash Advance form, refer 1o Page 1.3 in the General Forms Usage Guide.

NOTE:
it air or rail wravel is arranged through & contracting travel agency by using the EASY form "DBAF.” a

Trave! Expense Account MUST be prepared. even «f the - are no other expenses claimed for
reimbursement. M air or rail expenses are charged 10 the University and no Travel Expense Account is
submitted within 80 days, the amount of the air or rail travel will be charged to the budget and fund
ingicated on the DBAF. Instructicns for the New Travel Expense Account (with red shading) appear on
page 7.5 in the General Forms Usage Guide



PENNSTATE TRAVEL ™2

POLICY MANUAL

TRAVEL ADVANCES AND REIMBURSFMENT OF TRAVEL EXPENSES

REIMBURSEMENTS

Rembursement s made only 107 necessary expenses essential 10 the ordinary comions of & traveler n the
pertormance of s or her otfCial gunes

Reguiations protbit inGividuals travehing on official University business from charging anything 10 the
University in the name of the University except ar and rail travel arranged through the "DBAF * This apphes 10
charges a1 any non-University locahon, inciuding areas agjacent tc a Umiversity Campus (See Policy TR-7 for
exceplion regarding the charging of meals directly to the Uriversity|,

All claims 1o rembursement arg magde by preparng @ Travel Expense Account and submitted according to
nstructions 0 the Gereral Forms Usage Guide. All Travel Expense Accounts submitted 1or reimburserment
mus! Nave all necessary TeCEpls attached and must De approved by the DLOGR! aodMinvs7a1or of buoge!
executive and the Financial Officer of the area invoived (See Poiicy AD 17). Travel Expense Accounts for
budge! aamirustrators must be approved by the budget executive Travel Expense Accounts are subur! 10
aul! ant App-oval by the CO!DO'II(' Comrolier

NOTE There are now two Travel Expense Actount forms, as 1oliows.

® Farm #1 18 (OLD form) may sl be used for all trave Thal JoEs NOT ivolve @t Of rail travel, of
Thal goes NoY ytlize the direct bdling 0f @i Of r2d Lickets 10 the Uruversty - Instructions for the use
reman on page 7 1 of the General Forms Usage Guice  These farms will ne longer be s1ocked in
General Stores - please Jse 00 Toims where possibie until they are exhpustied

® Form #1 T Ba INEW form weih 760 shagingl must be used 1or all Travel utiizing the “Authorizaton
10 Doect Bill Av ang Rav Trarsportation,” EASY torm "DBAF © instructions 101 the use of this
torm appear on page 7.5 ot he General Forms Usage Gude. Any reorder for Travel Expense
Account 1orms will e fileg wan this 1gren. Trus form S vahg Tor reporting il rembursabie ravel
expenses

Empinovess are not 10 use Purchase Droers 10 purchase hickets 107 ndwvigua! trave! of 10 puiChase meals of
odgg

REMBURSEMENT  DOMESTIC AND OUT OF COUNTRY TRAVEL

NOTE Litliee and (@i ravel oblaned through the Contracting travel agencies & direCtly bilied 1o Travel
Services thiough the Authonzation 1o Drect Bl Ax ang Rad Transportation Form (EASY form
"DBAF") ang will not De reimbursed 1o the enpioyee. Even o np other expenses are 10 be
empursed, a Travel Expense Account MUST be prepares and subrmutied 10r the air of taii travel

Domesuc travel will be remmbursed on an actusl expense basis, with nmaatons as described in University
Policy TR.E  Out-of country travel will normally be resmbursed on 3 per diem basis. For instructions relatng (o
the preparanon of the Travel Expense Account, refer 10 the Travel Section of the General Forms Usage Guide.

For out-of country travel, once 8 partcular expense reimbursemen method has been seiected for 3 University-
SPONSOrEd tnp, 11 8 NOT permissible 10 switch 10 the alternate reimbursement method for a porbion of that tnp.

All claims Tor out-of -country travel expenses computed on a per dem basis are made by preparing the Travel
unerary and Per Diem Computation Worksheet (Form GF7 2) which substantiates the traveler's claims for per
diem allowance It s attached 1o and submutted with the Travel Expense Account, along with the ongnal
Request tor Dut-ot-Country Trave! Authorzation (Form GF7 3) and 2 copy of the Authorzation 10 Direct Bill Av
ang Rad Transportation, EASY torm “DBAF ™ {f ar or rad travel was ananged thwough @ contracted travel
agency)

March 11, 1991 {Page 2 of 3}
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TR-2
POULICY MANUAL

TRAVEL

PENNSTATE

TRAVEL ADVANCES AND REIMBURSEMENT OF TRAVEL EXPENSES

AUTH ATH F A ADVA
Commonweaith Campuses
Penn State Ene
University Park Hershey Penn State Harnisburg
==
DOMESTIC TRAVEL
At Rail No Advances Ng Advances Agvances OK
{Dwect Bl Opu) Dy Bill Mangated) {Dwrect Bil Opt)
Meais & Incigemals (1) Agvances OK Agvances OK Agvances OK
Looging/car renai Ng Agvances Ng Advances Agvances OK
QUT-OF COUNTRY
Ne Advances Agvances OK

A Ray

Meais & Incioenals

-
gl

N Advances
(Dsrect Bill Opt)

Agvances DK

(D B4l Mancated)

Apvances OK

{Direct Bill Opt

Agvances OK

Loggmng 12 Agvances OX Advances OK Agvances OK
Car Rema Agvances OK Agvances OK Apvances OK
===l
[ Limied 1o $35 per day ($45 per Oav tor hugh COSt ateas per Appentix 11 10 the Genera: Forms

Usage Guioe

L ]

Guice

Limiaed 1o established per giem rates as shown i Appent x 10 0 the Genera! Forms Usage

March 11, 1891 (Page 3 of 3}
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PENNSTATE TRAVEL TRA

Y MANUAL
TRANSPORTATION BY COMMON CARRIER o

PURPOSE

To state the University pohcy governing the seiection of 2 carner ang the routing o1 travel

MODE OF TRAVEL

The mode of travel must be usutied on the basis of the most economical use of tme of the personnel invoived
and the requirements of the trp.

ROUTING OF TRAVEL

All trave! will be by the most accepted and diect route.  Travel by other routes may be allowed when the
official necessity 1$ satstacionly established ang approved by the budget executive

INTERRUPTED OR EXTENDED TRAVEL

> Wheneve' a traveler, for Tus or her own Convenence, travels by an indirect route. of nterrupts or extengs
wravel by dwect route, the agoticnal expense will be borne Ly the traveler The employee § responsidie for all
expenses r excess of those charges as wouid have been incurred by travehng the most direct route

FARES

Tran and bus 1are on any thp Must not exceed the regular frst-class fare charged the general pubhc
Advantage m.s! De 1aken of FOUNG-THD Of EXCUTSON rates whenever it 1§ POsSidie 10 Obtain them

ARLINE ACCOMMODATIONS

> Whern commercial aiflines are used 3s the mooe of ravel accommodations shall be for excursion of coach

class Fustclass. Dusingss Class. and other aciommogdat:ons i excess ot excursion Or Coach Cclass rates are
not permunted

5> Awhne iravel accommogations should be magde through the Contractec travel agencies by using the
* Authorzation to Direct Bul Ar ang Rail Transponation,” via the EASY form "DBAF °

NOTE

Tup Canceliation or Delault Protection wsurance 1s 3 personal cost and is not 2 reimbursabie expense.
Also. any fthght insurance other than that provided by the contracied travel ageniies 1S 3 personal cost
ang § nut resmbursabie

TAX| FARE

Taxi fares are reimbursable only when it 1S necessary 10 use such means of Uansponation. Recepts are not
nNecessary

TRAVEL RECEWTS

> Onginal ticket stubs (passenger recepts, rom all airline and rail tickets, must be attached to the Travel
Cxpense Accoun when it 1s submitted fo reimbursement,

NOTE.

Travel agency invoices Of statements and credit card shps/receipts alone are not adequate
support documentation. They must Be accompanied by the associated ticket stubs (Passenger

Receipts)

March 11, 1981 (Page 1 of 1)
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PENNSTATE TRAVEL &

TRANSPORTATION BY OTHER THAN COMMON CARRIER POLICY MANUAL

PURPOSE

To outline University pohicy governing trave! accommodations by other than commaon carmer that are reimpursable as

frave! expenses

MODE OF TRAVEL:

The mode of iravel must be justfied on ihe bass of the most economical use of ime of the personnel invoved and

e requirements of the tnp. Purchase Orders are no! 10 be used 10 purchase ckets for ar o’ rail ranspornaton.

ROUTING OF TRAVEL

A1 travel will be Dy the most actepted and direct route Travel by otner routes may be allowed when the ool
sresstty s satsfactornly establshed and approved by the budge! execulive

INTERRUPTED OR EXTENDED TRAVEL

Wherever a rave-er, 1or hus of her owh convenience travels by an ingrect roule, or interrupls Of exiencs tave by
Jrect toute 1he addiioral expense wil be borne by 1he travele! Rampursement for expenses will be basao only on
such charges as wouid have been incurred Dy lraveang the most airect route

UNIVERSITY - OWNED VEHICLES

Jniversity -ownes vehicles snocid be useo o7 iransponatior on oMicial business, and should be reserved &
Universay Park through Fleet Cperations or by corsuting the campus executive ofcers wel ¢ advance ¢ a planneo
e Refer o Policy TR-10 i this manual 101 the Tates and PoiCy governing usage of the University Flee! Operations

Servce

PRIVATELY - OWKED VEMICLES °

A1 the gscrenon of the biLsoe siecdtve invoivec privalely-owned vehicies may pe used by Lnversity pe'sonnel in
soshions normally teguinns freguent O reguiar ravel on irreguiar schedyles in perormance of oMicia dutes
EMective Ociober 31 1981 the use of privalely-cwned vehicies § reimpursable a the rate of 25¢ pet mile
Authorizes reimbursable mieage will be as publisTed on the official highway map of the Penrsylvania Depanment of
Transponialcn. Mileage aliowances must cover al operating costs, InCluding reparrs, iNsurance. gasolne
geprecialion, lTowage and other SIMIaT expencluies regardless of whether Universfy-owned equipmen! 1 carned
Ary tratfic o parung fine incurted dunng the use of & privately-owned vehicle in the course of Universfly business
must be pard by the individual ang will not be reimbursed by the Universty.

For Universty personnel whose duties require only infrequent or ineguiar travei, prvately-owned vehicles may be
used for travel ff there are no Universfty-owned vencies available and d the destnation cannct be reached
convenently by common carner. In such cases, the use of privately-owned ve icles shouid have prof approval of

the budge! execulive involved.

it a prvatety-owned vehicie s used by one person when the destination can be reached convenwently by common
caner. reimbursement for transportation shall not exceed the cost of the common camier fare.

Several stafl members who plan the same finerary for the same dates should travel in a group whenever possible.
Mileage allowance under these crcumsiances is authorized for only the one member of the group whose vehcle is

used.

In the event of an accident nvolving injunes of camages 10 other persons of propent; while a privately owned vehcle
& used on Universily business, the empioyee mum notfy the Universty Risk Management Otce. Such notfication
is necessary 1o provide for any potential involvement of the Universtty The financial loss for damage 10 a privately-
owned vehicie used on business is not reimbursable by the Universtty.

* NOTE Privately-owned vehicles oo not include privately-owned aircrafl



PENNSTATE TRAVEL RS

MANUAL
MEALS AND LODGING - DOMESTIC TRAVEL PN

P ES FOR UNIVERSITY GUEST

> Any expenses 1or mgviduals other than the employee must be dentified, expiained, and approved by the
aporopriate budge! executive

EXPENSES FOR SPOUSE

Remipursemert Tor all travel expenses, incluting meals and lodging, s imited 1o those of the University
employee 1aveing on auihorzed University business and does not include those of a spouse. I lodging s for
arn empiDyee and spouse, reimbursement (s hmiteo 10 the usual single room rate. which myust be ndicated on
the face of the note mote! bill

March 17, 1881

(Budget Executive « > (Page 2 of 2)



PENNSTATE TRAVEL ™e
| POLICY MANUAL

MEALS AND LODGING - OUT-OF-COUNTRY TRAVEL

PURPOSE

To guthne University policy goverming reimbursement of meals ang lodging expenses ncurred whie on out-of-
country travel

DEFINITION

Out-of country travel 1s detined as 1ravel 10 ail locations oulside the continertal hmits of the United States ano
Canaga For purposes of this policy. therefore. the states of Alaska and Mawan and the country of Mexico are

considered out-of-coumry

REIMBURSEMENT

Out-of-country travel expenses 1or meals and lodging will normally be reimbursed on a per diem Dasis. 111
permissiDie under unusual CrTumMmstances T an empiovee 10 use an actual expense basis 1 hey o accounting
10r SUDSSIENCE BXDENSES ON 3 PE! Giem basis  Mowever, an explanauon of why the per diem basis was not
Jseg must accompany the Travel Expense Account Once a parhicuiar expense reimbursement method has
Been seected 107 3 Universily $ponsorea out-pf-Country tnp, i 5 N0t permissibie 10 Swilch to the alternate
reimbutsement method fof a porhion ¢! (rat p

Al clams 1or remibursement are mage by preparng a Travel Expense Account  For instructions relating to the
prepataton of e Travel Expense Account. reter 10 the Travel Section of the General Forms Usage Guioe

Al clgirms 1o out-0t-Country TTavel expenses computed on 3 per diem basis arg mage by prepanng the Travel
itnerary and Per Diem Computation Worksnieet (Form GF7 21 wheh substantiates the traveler s claims for Per
Dem A cwance It s altacnes 16 and suomitted with the Travel Expense Account, along with the onginal
Reguest Tor Out-gi-Courtey Trave! Authorzaton and a copy of the Authonzation 10 Duect Bl - A ang Rau
Transpontation. EASY ftorm “DBAF® it 1 was useo

It 1he artual rembursement mettop of 1ravel expenses Nas Deen approved 101 use. all out-of-country Trave:
Expense Actoums submitted for reimbursemen must have ail necessary recepis attached ang must be
ADDIOVES by 1he ApDIODTate DuIQe! aoMIriSTAT0N Of Dudge! Execulve ang me Financial Otticer of the coliege,
campus ot Siwsion  Travel Experise Accounts are subject [0 audil ang approval by the Corporate Comrolier.

LIMITATIONS

Dut-of Country travel on General Fungds will be considered only n unusual crocumsiances where exceptional
penelits will BcCrue 1o the University as a result of the inp. (See Policy TR-1 for required prior approval for

out-of-courtry travel |

Travel trom University Park, Pennsylvamia, o from other University locations 1o the point of departure from the
country, and from the pont of arnival upon return 10 the Country 10 these same University locatons, 1§
considered domesnc travel ang will be reimbursed on 3n actual expense Dasis.

Per diem s & flat daily aliowance in hieu of subsistence expense that includes ail charges for meals, iodging, all
fees and LS 10 wailers, porters, baggage-men, bellboys and hotel mads, and telegrams and telephone calls
reserving hotel accommodations. Recepts 10r these expense items are not required for per diem
reimbursements. The term “logging® does not inclugde accommodations on airines of trains; these expenses
are not subsisIEnce expenses  When lpdging and/or meals are prowvided at reduced COSts, Of at No COSt 10 the
traveler. the apphcable per diem rate will be adjusted accordingly.

March 11, 1891 {Page 1 of 3)
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PENNSTATE IRAVEL IRE
POLICY MANUAL
MEALS AND LODGING - OUT-OF-COUNTRY TRAVEL |

FOR UNIVERSITY T

> Any expenses tor individuals other than the empioyee must be dentitied, explained, and approved Dy the
appropriate budge! executive |

XPEN F

Rembursement 1or all ravel expenses, nclutng meals and lodging. 8 kmited 1o those of the Umniversity
empioyee travelng on authorzed University business, and does not include those of a spouse it iooging s tor
an employee ang Spouse. reimbursement (§ limuted 10 the usual single room rate, which mus: be indicated on
the face of the hotel. mote! bl

EXTENDED TRAVEL STAYS

Far University pohiCy CONRCErming expenses ncurred dunng an extended stay outside of the contnental United
Srates. s:= Policy TR-8

March 11, 1891 (Page 3 of 3)

(Reterence 10 “DBAF®)



PENNSTATE TRAVEL TR-7
OTHER TRAVEL AND RELATED EXPENSES EILY Syt

PURPOSE

To outline University policy goverrung othes travel ang related expenses.

TRAVEL EXP £ UNIVERSITY Y

» Re/mbursement of travel expenses 10 persons other than University employees, e.g.. colloquum speaker,
prospective employee, €10, are subject 10 the same reguiat:ons which pertam 10 University employees. The
non-employee, Of budgel executive. wiil complete a Travel Expense Account. amiaching any required receipts.
Tre budget executive. atter signing the Travel Expense Account thereby approving the expenditure, weill
process 1 for payment in accorgance with the usual procedure. (The reimbursement check will be mailed to
the non-employee niess oTherwise régqueed by the budger executive | If the University arranges fof aw or rail
vrave! for non University employees. such arangements must be made through the EASY form DBAF angd the
contracted rave! agencies (and Uirecty billec 1o the University via the Umiversal A Trave! Plani, rather than be

reimbursed 10 the traveler

ENTERTAINMENT EXPENSES

The incurnng of resmbursable enter nment expenditures s -+ Nitiied ev"Upt N 1NE Mot unusual
cacumstances  To guanty for rerm  Ursement. enténanment cagenses =~ -1 be clearh amegd by the
gdesignated budge! executive 10 be n the best interest of the University Linder no coL.mstances 1§ it
permites 10 entertain U S. Government empioyees, as such s protibnes oy Federal law

CHARGING MEALS DIRECTLY TO THE UNIVERSITY

The only Persons authonzed 10 Charge meal expenses guectly 10 1he University 3t non-University 0Cations are
mempers of e Presigent’s stat acacemic oeans and Campus Executive Otficers

ALCOHOLIC BEVERAGES

Unger ng cicurmsiances can the purchase of alcohohc beverages be charged 1o the Universily as an expense
This nalcy cludes the Nittany Lion inn as well as all other restaurants, clubs, taverns eic  (See aiso Policy

AD ‘¢

TRAVELER'S CHECKS

> Traveler's checks sie provided a1 no cost through the University's contracted travel agencies and should be
oblaned 21 those ocations whenever poss:ibie. The cost of traveler's checks purchased in connection with
travel on University business trom ogther locations are reimbursable but should not exceed the amount
reasonably needed 10 cover the reimbursabie cash expenditures.

TRAVEL INSURANCE

> Individual travel insurance is provided through the University's contracted travel agencies. Additional
nsurance s considered a personal expense and the cost will not be reimbursed by the Uruversity.

INDIVIDUAL MEMBERSHIP DUES

Individual memberstip dues i professional or techrical SOCIEties, assocations, of 0193Nizations are normally
not reimbursatie. See Policy PS-12 for full details on ndividual professional organization memberships.
Ingividual memberstip Tees 10 arline sravel clubs or groups le.g.. U S. Ar Club) are considered personal
expéenses angd are not rewmbursadle from any funds recewed and/or administered by the University, regardiess

of the source of such funds.
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PENNSTATE TRAVEL —_

PROFESSIONAL MEFTINGS POLICY MANUAL
PLAPOSE:
To outline the University's poiicy conceming rembursement expense for travel 1o professonal meetings or
convenmons.
APPROVAL

It & expacted that budge! administrators will manage funding for employes attendance al appropnate professional
and INCuStnal Meelngs 10 permit such parmcipalion by personnel as s possible within the funds available When

professional rave! 1 for the personal benefnt of the empioyee, that employee will be expected 1o bear the cost of

such travel

Sembursement for professional meeting expenses incurred while on official lsave may not be made unless such
rembursement 18 speciically approved i advance by the appropriate budget executive

FEIMBURSABLE EXPENSES

The employes will feceive rembursement o pahial reimbursemant as 1S agreed 10 in advance by the budget
greculive

s> Rembursement of an approved registralion fee of less than $50 need not be supponed by a recepted bill or other
evidence ! the registraiion ‘ee s $50 or more, & receipted bill a copy of the program. of othet lerature n which
e ‘ee s printed, will be required for rembursement

August 7, 1981 {Page 1 0of 1)

{Removed $300 iimds;
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PENNSTATE TRAVEL RS
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POLICY MANUAL

EXTENDED TRAVEL STAYS OUTSIDE THE CONTINENTAL
LIMITS OF THE UNITED STATES

PURPOSE
To state University policy CONCErNNG expenses incuired gunng an extended stay outsige of the conunental
Unineg States

{STE x

Whenever an employes's tour of travel reguires That an extended penod of ume be spent at 3 temporary
location. tre apphicabie per diem allowance will be paw the employee wriie traveing, and for a reasorable
periog of vme (not 10 exceec three (3] weeks) whuch is required 10 become established 31 a temporary
lbcanon  Actual and necessary subSiSIEnce expenses incuried 2tter becomung estabiished al & 1emMpoTary
loCaten are revmbursed on an attual-Cost Dass and must be nemized on the Yiavel Expense Account
Separate daily amounts spent must be histed tor (1) lodging, (2] meals. and (31 all giner SUDSISIENCE expenses

Receipts shall be reguired 81 least for looging

Tee pero0 of an ex1€nged trave: stay al @ iemporary loCalon ouisde the contnental mets 0 the United
Siates 2lOng with 1@ EstMates TOSI Of aC1udl SUDSISTENCE BXDEnsEs, Musi be spelited on the Reguest 1or
Qur-ot-Country Travel Agthorzalon

NON TRAVEL EXPENSES

The empioyes sHOuid reguest @ tash operating tuno n accordance with t72 Universay ponCy for Zash fungs.
Trus fung will be used 1o pay f0° those non Travel expengitures which may be reguiTed by The pregram beng
conpuctes aunng the extenged siay Of the employee outsige the continental kmas o° the Unitec S:ates  Upon

(E EMEIOYEE § relutn 10 The pont 0f DG, the Dperaln tund mysl DE ACCOunTEC *of as SOON as pessible n
&

ACCOMBANCE with University POicy reguining receipts, e1c

March 11, 1891

(Page 1 of 1)
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FLEFT OPERATIONS VEHICLE SERVICE POLICY MANUAL

PUPPOSE

To state the Universtty poicy goveming the use of Fiee! Operations vehicies by Universtty empioyees for official
Unversty business.

GENERAL

¢iee! Operations, a Divison o the Office of Business Services of The Pennsytvaria State University, has the
responspility for providing sa‘e. modern vehicies for of cial travel of the University

Eles! Operations has the soe authorfty 1or assigning and scheduling reservations for Flee! vehicles. Preventive
mainterance will be scheouled and repairs controlied by Fleet Operations.

VERICLES AVAILABLE

& hcompact, compadt, mtermediate, and fullsize vehcles are available. A kmred number of vans, 15-passenger
max-wagons ang four-whes Cnvz vehicies aTe aisc avaiatie When transporing small equipment and supples, a
van sheulc be wilzes. Wihou excephion, passenger vehicies should not be used ‘or this purpose. Four-wheei drive
cehicles are 1o be used for a ofi-the-roac siualions and rough lerrain,

CONDITIONS FOR VEHICLE USAGE

T re! venic o5 may be grives only by Linmverstly empicyees 21 years of age or ove’ and who hoid a vaiid adpropriate
~igss Penncyvana Operatsrs «cense Siudents who are not empioyed by the Linnerstty are not permitiad io dnve
T eet vehic es however the. may act as a rel«! driver when accompanying a facuy o' s1a% membar on a long tnp
_nge! enenuating crrcums ances, exceptons may be considered when cenarn esiablished crnana have been met
ana prope! agdvance approvas have beer given in wrling Depanment heads are resporsible for permating only
competent able ang curemy licensed @mpioyees 10 drve these vehicles

T ee! vehc s ate DIOVIDEC 35 3 SeTVICr 10 the Universty communfly and the priviege should not be abused

Vehicies are not 10 be Lsed o Shopping, FErsonal ermancs, #ic Every onver of 3 University vehicie is cautioned that
any fing incutrec must be pac by the nowvidua and will not be rembursed by the Jniversty. Uipon recept ofa
patng wiolatior nolre ang ‘esulting fine. the Lniverstty Risk Maragemam Offics frst wertfies the vehice trom the
\cense Sumber on fis recores and then checks with the depanment having junsccion over this vehicle 1o detarmme
who the dover of the vehcie was at the time of the violation. The S Maragement Office then forwards the notce
or summons 1o that €nver, of 1he tudge! execuUive as croumstances dicate if the tine & not paxd by the ndwiual
griver within 30 days of notficaton, Of by the Ume indicated on the nolice, an a¥cavit will be sent from the Risk

Management ONics 1 the ssuing magistrae, Kentftying that griver 12 the magistrae.

All Flee! vehicies are in good condition and have gasoline cedit cards in them when assigned The user has the
responsibility of returning the vehicle in good condition 1© Fieet Operations. Credd cards may be used only for gas,
5, and emergency repars whch have been authorzed by Fleet Operations. Credet cards must 6 returned witl: the

vehcw 1o Fiset Operatlions.

. Flea! vehicles are covered by $500.00 deductibie colision nsurance. The depatment involved will be charged the
first $500.00. Dumnosnh&cbmghmumwmahoumwmuwmmhmdh
vehcle. Employees abusmghpﬁvihgodm%nhidnwlﬂbodonuhmmm.

RESERVING A FLEET VEWICLE.

in order 1o be assured the use of a Fleet vehile, facully and staft members shouikd make requests as far in advance
as possible. To accompiish ths, they shouid call Fleet Operations 10 reserve 3 vehicle AND prepare 3 Reservation/
Authorzation for use of Unverstly Vehide 1orm (via iBIS "VRES® or see the Gerwral Forms Usage Guide page 7.4).
The approved reservation form. when submmied 10 Flest Operations, authorizes the cirect biliing of the driver's
budget as shown on the furm.

RS-



PENNSTATE TRAVEL TR-10

FLEET OPERATIONS VEHICLE SERVICE POLICY MANUAL

COST OF VEHICLE USAGE.

> Vehcie usage is charged a1 a daily rate. plus a rate per-miles drven. These rales are as foliows:

Vehicie Type Daily Rate plus Fer-Mie Rate

> Subcompacts, Sedans or Wagons $1400 16¢
Compacts, Sedans or Wagons 16.00 18¢
tandard Se, Sedans or Wagons 18.00 20¢

Large Size, (6 pass) Sedans Carge Vans 20.00 22¢
Staton Wagons (9 pass), Mini-Vans, Min: 4WD 23.00 25¢
Standard Sze Four-Whes! Dnve 26.00 28¢

Four Whee! Drive Suburban & Max:-Vans (15 pass) 33.00 %e

These vehicles are also available by the week momh of year & rates available from Fieet Operatons, Buses, trucks
and cenan other special vehicles are also avalabie

it may become necessary from me 10 Ume 10 add a temporary surcharge 1o these rates because of the current world
cil stuaon. Such charges will recerve appropnate approval before being implemented, and will be announced
through the intercor ang via nolices in Fieet Operations

CHARGE FOR DRIVER

When a orniver is furnished by Fleel Operations 1or any vehicie, the charge 18 $19.00 per hour ($32.00 per hour on
Universrty Holidays), plus griver's expenses

DEPARTURE AND RETURN TIMES

To preven! ncoTvenience 10 othe's schedued 10 use the vehcles departure and retum Lmes should be estimated as
carefully ang accurately as possibie. Vehucles mus! be piched up the morming of the day they are o t2 used. uniess
specia arrangements have been made wih Fleet Operations, and relurned 1o the Fles! panung Ot upon return 1o the
Stae Colege ava. They are not 10 be ta«en 10 an ndvidual's home and kept overnight. in those cases where
vehicles ara recerved ang not picked up the mimmum dally rate for the vehcle reserved will be charged. When a
vanicie & retumed 10 the parking o1 afte’ hours. 11 shoukd be bcked and the keys placed n the key box a1 the
Disparzn Ofttice  Gasolne recewpts are 10 be lefl in the plastic credil card case in the lockad glove companment

Fieet Operations Hours Monday through Fnday - 600 AM 10 Mdnght
Saturday and Sunday - TOUAM 1300 P M.

FULL-TIME ASCIGNMENTS.

Full ime assignment of Flee! vehcles 15 made for a speciic ime perod, generally on an annual basis. Writien
justfication and Flee! approval is requred 1o infiate such an assignment and & required annualy thersatier 1©
cortinue € Full-time assignments are under consiant review and may be recailed by Fleel f & & determined that the
assgnment & no longer usttfed.

Fulltime assignment recuests should incluce. (1) a detall of vehcie needs for conducting official University business,
(2) reasons why these needs canno! be me! by penodic use of “pool® vehcles, (3) the type and class of vehicie
deswad (4) the personis! who will be operating the vehicle, (5) the precse University location wheie the vehicle will
be parkec overnight, () estimated monthly milsage, (7) the spectic time penod for wheh the vehicle s being
requested, (B) the titie and number of the Universtty budge! to which charges shall be made, and (9) the approval
signalure of the appropriale budge! executve.

July 1, 1991 (Page 2 of 3)
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FLEET OPERATIONS VEHICLE SERVICE POLICY MANUAL

FULL-TIME ASSIGNMENTS (Continued)

Automobiles may be assigned fui-time 10 depariments on 2 monthly basis for those penods when the dean or
sepanment head (s reasanably sure thal the car will be driven at least 1,000 miles par morth. Individuals assigned
vehicles on a monthly, guanerly, or yearly bass are NOT authorzed 1o use them T© travel to and from their home.
The vehiclas are not 1o be housed in an individual s garage. Vehicles should be available for other campus needs.
Anyone obse-ved violating these guidelines will be dened future use and subject 1t disciplinary action.

To provide proper accountabiltty, it will be necessary for the budge! administralor 1 2ssign a person who will be
responsibie for reporing monthly mileage use 1o assist in accomplishing scheduled maintenance., and for provding
ad+~onal assstance and information as requested by Fieet Operations. Regquests approved by Fleet Operations will
be completec as vehicies become available

Desanments with vericies assoned full-time w'i be bilied directly by Fleet Operatons each month [rather than via
i0T)

WAINTENANCE

Flee: vehicles are serviced and mantaned on a regulary scheduled basis. Al vercies. whether on monihly,
guanerly, of vearly assignments, must be relurnec 1o Fleet Operatons for servicing a MINIMUM of twce a year,
preferably i tne Spring and Fail Vehicles showing need for repar o service mus be returned to Fleet Oparations
at Universty ~ark as soon as possible.
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= CHARTER FLIGHT SERVICE

PURPCSE

To state the University policy goverming the use of charter thght service

HARTER FLIGHT

Charter thght service s the tunng of University-owned or other available aircraft by authorized University
ersonnel for official University business. Arrangements for charter fhight service can only be made through the
Uriversity Park Airpont, or through the Director of Business Services (or hus/her counterpar at a non-
University Park Location. The actual contracting for charter flight service must follow normal procurement
reguiations as spec:fied in Poicy PC-2 (Purchasing Section), using 3 properly executed University Purchase
Order to procure the charter. Charer fhght service 1s not 10 be confused with commuter service. which
invoives reguiarty scheauled fights 1o pre-determined locations available to anyone who purchases a flight

ncket at @ travel or ncket agency

FLIGHT POLICY

All charter thghts operate uncer appicatie Federal Aviation Regulations. In the imterest of safety. ail charer
tigrts must be mace in TWIN ENGINE arcraft with a crew of TWO PILOTS. Al University statt pdots are aw
Harsport-rated and parhicipate in @ continuous program at traning

FLIGHT COSTS

Curtert charer 1lght rates may be obraned f1om University Park Awrport, of through the Director of Business
Services 31 non-University Park locations In chartening a plane for Unnversity business, cost faltors that shoulg

be Cons.oeret ate

The cost of flying time between University Park or non-University Park locations ang the
gestnation. Coming of gong

¥, The cost of layover (time spent on the ground) at the gestination point

3 Overmight pilot fees at the gestnation: pont
4 Ferry fees langing and parung fees
% All of the above items may vary, depending on the type of aincratt deswed Or avaiable

AIRCRAFT AND OPERATORS AVAILABLE

For traves from University Park: When aucratt are avadable and seating capacity s sufficent 10 sausty the
fight, University owned ang operated awcraft will be scheduled. i Uriversity aiccraft are not available, other
ancratt will be used 10 make the flight as scheduled, using normal procurement reguiations (Policy PC-2).
These other aircraft are owned and operated by competent and reputable 1ax: operators from the surrounding
area  University Park Acport personnel have personally checked these operators and have found them to be

operating under tugh safety standards.

For travel from mon-University Park locations: The Assistam 10 the Vice President for Business and Operations
mawbmonomeanﬂlw&wcudmmmwtmawwwdmmm
fight operatoris) serving that location. No other operator will be consioered acceptable by the University for
purposes of travel and rexmbursement for travel.

SCHEDULING A CHARTER FLIGHT:

Approval t1¢ schedule 3 chartered flight 15 required by a member of the President’s stat!, an Acadgemuc Dean, a
Campus Executive Officer, the Provost and Dean of Sehvend College, or the Provost at Capital College. Flights
ongmating a1 University Park must aisc have the approval of the Umiversity’'s Corporate Controller. Flghts are
10 be scheduled by contacting the University Park Awrpon; or the Commonweaith Campus, Betvend College, or
Capitai Coliege Director of Business Services (or counterpart); or the Executive Assistant 10 the Dean at the
Hershey Medical Center, f possible, a week in advance of the desired departure date. information given 1o the
Awpert, or 10 the above named University officials, should include the number of passengers, date and tme of
departure, destination, layover time, and information concerning the re*urn tnp.

POUKCY MANUAL
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POLICY MANUAL

FLIGHT CREWS AND USE OF UNIVERSITY AIRCRAFT

PURPOSE

To state the University's policy on employees paricipating 2s 2 crew member in aircratt ang the University's
policy on the use of awrcraft owned, leased or rented by the University

FLIGHT CREWS

No Un:.ersity employee wiil fly 23 pil
Univers:ty business except;

gt-n-command Or 3as 8 Crew member in any aircratt while Congutting

1. Protessional pilots empiloyec by the University 1c serve as staft pilots or Thght INSTructors.
1y personnel flying as piigt-n-command O as & crew member 10 conduct Univers:ty

2. Oher qualified Univers
propriate dudget executive

acasemic NStrUCLION Of reSearcn with permission ot the ap

3 Flying as piot in privately owned aucratl i accorgance with regulations outhned in Polcy TR-4,

T-ansportation By Other Than Common Camner

USE OF UNIVERSITY AIRCRAFT

Mo ancratt owned leased o rerten by the University shail be used for pilot traming excepl those sCneduied by

the Assisiant 10 the Vice Presioent for Business ang Operanons a1 University Park.

No arcralt owned ieased or remed by the University stall be used for personal 1ransponanon

No airctatt owneg lgased or rented by the Umiversity shall e rented and flown ty @ Universty employee on
rmiversity dusiness other than 101 purposes gescribed above. (See Poicy TR-& for use of Prvately-Owned

Ascratt. and Poiicy TR-11 for Crarer Flight Service.)

February 22, 1991 Page 1 of 1)

{Postion ntle change + Budget Executive)

o= T R
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KEEDERT REPRESENTATIVE L&y Cwx
THE CENC STATE UNIVERSITY RESEARCH CENTER & s
:otmxn.:?:vta‘:.m CNR~CZL/DEE it e
PSU/Fringe Benefits
Rate FYs2
Marc: ¢, 1992
TR POETOM l
Myr. Kenreth S. ZEalbe <
Corporate Centrol.er L
Pennsylvania State University =
4us vig main "
University Park, PA 163C1 RE TR )
! -, .
Doar Mr. Rabe: - jh

|

Ffrizge Benefit Rate FYS2

This letter conZirm=s 2 conversation with Ms. Carla Ressi on
February 27, 19%: and March 3, 1992 in regarcs to the Fringe
Buneli? Rate to ke used Sor FYS2. I ar in ggreamo=T for yer to use
Le followiivy wirase Deradie Tasoc far 7Y 1063

Salaries -~ 30.6%

Wages - ' £.0%

|
These Yates arc based on vour submission of Fringe Egnefit Rates in
2 letter dateqd OC=cher T2, 198¢ and DCAA Audis Repert !tc. 6371~
9oazzoocoo.v-=-., .._esa rates will be used thrcugh Jume 30, 1992.
The Pringe Berelfl ?Atcs will fixed rates with 8 zarryforvaré to
Y@L .eCT OVe OoF -ecwvuy. Apprzuval lo alsv viveu B3 Use yaus
propesed '?‘:‘.?':ge Ban.f‘.' - Graduate Assistants”™ Rate of 11.5%.

If you have anry questions you Zay contact Re at 614-293-4144.

canl,',

wf% baler

. Coantracsting officer

u
cs:  DCAA/RSU/McTaggart
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' E INDEX

L

Accommpgatons

Aspianes, TR-3J

Looging ang Meals. TR-&. TR-6
Aciua Expense Aliowance

Meals and Logging, TR-S
Agvance, Trave TR-2
Agencies, Contracted. TR-1
Aicoroic Beverages. TR-7
Agprova

Group Meeung Expenses, FN-10

Piotessiona Meenungs, TR-E

Travel, TR-T
Autnorzatior Reservanon Form, TR 10
Autnorzation 1o Direct Bilt For Av

ang Rail Trave '‘DBAF TR-3

Automobile

Pinately Dwneg TR-4

Remtais. TR

Uriwversity Owneg, TR0

B
Busiress Expenses Owner FN-ID
C

Casn Apwvances TR S
Crarter Fugra Service TR1D
Common Carre

Transportatc- By, TR-3
Coruracted Trave Agencees, TR

D -

Direct Biling, Awr ang Rad, “DBAF ~ TR-1,
TR-2. TR-3

Direc: Billing, Fieet, TR-10

Domestic Travel TRS

~E-

Entenainment, TR-7, FN-10
Expenses for Spouse, TR-5, TR-6
Expenses for Univi sity Guests, TR-S
Expenced Travel Stays Outside the Continental
Limits of the Uniteg States
Sutsistence Expenses, TR-8
Non-travel Expenses, TR-8

GFUG-APP = Genera! Forms Usage

Bl A BO = = e

Lk

Fares, TR-3

tieer Operations Vehicle Service, TR-10
Flght Crews. TR-12

Fugnt Service. Charter, TR-11

-G

Group Meetngs, FN-10
Guests’ Expenses, TR-5. TR6

4
insurance. Trave! TR-7
q =
Lodgging. TR-5. TR6
S
Meais ano Looging
Act.al Expense Basis TRE
Domestz Travel, TR S

High Cos: Area (Meals). GFUG-APP 17

Our-ot-Country Travel, TR-E
Per Diem Aliowance Basis TR-6 GFUG APP 10

Receprs TRS

Taxavle TR
Meeungs
Group. FN10

Protessional, TR-8
Membership Dues. ingividual, TR-7
Miieage Rate ipuvate vehicie, TR-4

Non-overrught Meais, TR-8
Non-University Empioyee Travel Expenses, TR-S,
TR-6, TR.?

i

One-Day Travel. TR-8
Other Business Expenses, TR-7, FN-10
Out-ot -Country Travei, TR-E

s

Parking ang Toll Charges, TR-4
Passports and Visas, TR-7

Per Diem Allowance, TR-6
Professional Meetngs, TR-8

POLICY MANUAL






SrUNSCRED PROGRAMS
DEPARTMENT OF THE NAVY AND
CFFICE OF NAVAL RESEARCH
RESIDENT REPRESENTATIVE
THE OWID STATE UNIVERSITY RESTARS W CENTER SEP 2 “ m
CAD, RmOOM 3'H

Q212110 e werey EORMACTS OFFICE

CurDEY BONTON

-~ Co CNR=-Col /NRAM:nm

[ :

C: PSU/Ruciting
S FY3: Fixed

FY22 Fixec
September 17, 1390

Mr. Herreth S. Eabe

Corpcrate Controller
Perrnsylvania State University
408 Dld Main

University Park, PR 16802

Dear Mr., EFabe:

FY 1391 Fiwxed Incdirect Cost Rate Rgreement

Enclosed for your records 1S & CopYy of +he executed agreemnent
astablishning the fixed indirect cost ratas for Fiscal Year 12%1.
flsc. 1 have inclucec & CoDYy af the vencrancdum of uncerstanding
concerning the saveral seints r2ached curing cur regotiations and
a copv of the Components =f Dublishec Indirect Cost Rata. I
- .av2 the cooperation of you @&nc  your staff during these

B
N

i a@dmw &’

Ore additional point. For the past two y2ars, these rate
agreewerts have been backdated. The rate agreswents for FYZZ and
forwarg will not be obpackoated but will be as of the cate of the
completion of our effarts. Sirce your proposal has already been
submitted and audited, 1 expect no problem  in meeting this
starndarc., However, there are a rumper of significant issues on
the table and 1 hope tmat we will be able to move guickly thougn
them ard reach agreement in the rew few mornths and then move

quickly %o establisharg the FY2I rates.

in / .ly' ‘
cl
g I

S
rman RA. Meeks
Acdmin. Contracting Officer

2 Encls: a’s
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THE PENNSYLVANIA
UNIVERSITY PARK, FA
The negotiatec indirect cost

authority contained
accordance with the provisicns
used by all Federal Agencies for
corditicns set  forth in Section 11

srovisions of a contract, §7

£:foctive Far:cd%

B B DL wan -

B, Ingirect Cost Rates

--_-zc;e:-;==-S§§§e:;:£;:-;:=;:;;2
Tipe Fron To Bate
£.xed 7/1790 6/30/91 3%, Ay,
Fiied 7/1/90 &/30/51 21.3%
Fined 771780 6/30/91 §.3%
s, _M.S. Hersrey Mecical Center
Fixed 771790 6/30/91 54, 0%
Fixed 7/17%0 &6/30/51 21.2%
3. _Instruction
Fixed 7/1/%90 /30791 53.9%
Fixed 7/1/90 &£/30/91 19.3%
!;..QQQli!ﬂ.ﬂ!i!!ﬁiﬂ_L!QQEASQE!!2
Type From Te Rate
Fixed 7/1/%0 &£/30/91 15, 75%
Fixed 7/1/90 8730791 35.91%
Fized 7/1/90 &/30/91 1.465%

DEPARTMENT CF THE NAYY - - -~

COFFICE OF NAVAL RESEARCH ¥
RESICENT REPRESENTAYIVE

THE OWIO STATE UNIVERSITY RESEARCH CEINTER

1314 KinNnEAR ROAD, ROOM 318

COLUMBUS, OWIO 432121194

NEGOTIATED INDIRECT COST 4

-

STATE UNIVEREITY
16802

rates contained herein are established under the

in OMB Circular p-B8 dated
of OMB Circular A-21.

sponscred

anc any
ant, cr other agreement.

Sp——— ------—-_-‘--_----_--_-—————__-—-----..._-_.——_-—-_-‘-——..._--_.--——-....__.—

o g A s g i i < S . S T . S o e e o, S S 1 S S

e BEPLY REFIR YO,
NR-Col /NAMitlt
PSU/Indirect Cost
FY91 Fixed Rate
SJune 1, 1990

TE_SGRESMENT

27 November 1979 and are in
These rates are to be

subject to the
limitaticn of cost

agreements,
statutory or

- -

Fredeterained (Fred); *rovicions (Frov)
Base Applicaple Tg Location
‘al All Programs On Campus
(a) All Frograms C¢+ Campus
fa) SPAWAR Contract Appliec
Fesearch
Laboraiory
(a) All Prograns On Campus .
{a) All Frograms 0f4 Campus |
(a) fAll Programs On Campus .
(a) All Programs 0f¢¢ Campus [
!
Base Applicable To
(b) puthorized Absences
ta) Internal Overhead
ta) Use~-Charge Government

Owned Egquipment
PSU/Indirect Cost



PeU/Indirect Cost
FY91 Fixed Rate
Page 2 of 4

B.__Fringe Pecefits

Fized 7/1/90 &/30/91 20 24 (bl Calaries

Fixed 771790 &6/30/91 B8.3% (c) Wages

Fixed 771/%0 &730/91 $1.9% (c) Gracduate mAssistant
Calaries

Tvpe From To cer_Semester Pec_Summer Session fppointment
Fixed 771790 £/30/91 $2120 $1154 1/4 time
Fized 71799 6/30/91 1675 942 1/2 time
Fixed 771790 5/30/91 1188 770 3/4 time

sThis agresment supersedes the FYS0 Fixec Rate agresment datec 1 June 1929.

s#These rates apply 4o contracts, grants and cther agreements for work not
covered by the cperating ceontract.

gise: (a) Mcdified Total Tirect Cost, excluding:

1 raduate Bssistant Tuition Remission

ubcentract Costs in excess ot $25,000

auioment purchases (defined as having an e:xpected life
ci more than 2 years and cocsting over £1000)

Flant Construction

€, Building Amprtization

m 0 )

CAF) >

i

(8] University salaries excluding Graduate Assistants, Fixed Term 11
snd Visiting Facultly appointments not recelving full benefits.

{c) University wages and those calaries excluded from base (b).

- —— . — v~ --.--_--—_--........_—--—_--——-----n—--—”-—----—_--.----—--w

CETTION 11: General

- e

- ————— o - -

——— — ——. o — . T~ .-~

is to establish fixed indirect cost rates

with carry forward provisions §or the period 1 July 1990 to 30 June 1991. The
rates shown are based on the Contractor's forecast and the advice and counsel
of the Defense Contract Audit Agency as covered by DCAAR Audit Reports No.

6371-0B230002 and No. &371-0B230006.

1. The purpose of this agreement

2. The fixed rates established in this agreement are based on an estimate of
costs expected to be incurred during the period for which the rates apply. When
the actual costs for such period have been determined, an adjustment will be
made in the rates established for t e subsequent periods to compensate for the
over or under recovery resulting $rom the application of the fixed rates to the

actual cost base and indirect cost.



Feu/i~cdirect Cost
Fy9: Fivec Rate
Page T cf &

<o In accesting the fiued rates, the University 13 s-2cluced from making any
accounting system changes in affect at the time of this agresment, such as
direct/ingdirect charge items CF allocation bases. withocut the approval cf the

Caontracting Officer executing this agresment, cr his/he” successor.

CE In computirs the rates in this agreement, t-e “cllcwing 12ems were
consicersd as cirect charges:

(a) ™aterials, sarvicas, and special tooling.

(3} Calaries and wages of employees, i1ncluging vacation, sick leave
and holiday allowances.

(¢} Lacal ang leng distance telephone calls.

(¢) Teleshone rental, installation charges and scecial equipment
rental.

(el Tzlegrams, cablegrams, and raciograns.

(§] E.tracrdinary printing, multigraohing a~¢d postage.

(g) Freight, eapress and cCrayage, plus sec.rity measures therson.

(h) Travel and operating expans~ of venhicles.

(i) FRparrangement and rastoration of contractior s property oF
rented property to the g-tent apgroves bv the Lontracting
Césicer. (Nct acplicatle to Q¢+ ~Campus.

{3} Estra-hazarcous insurance when apgrovec by the Cantracting

(A QE-QQEE‘:’S:-thQéQE!Q-?.EQ-L'.-.S:.-HE’5"9!-52?1.221.-;?32!!

yipment (including bocks) surchasec - rented as asproved by
the Contracting Déficer.

(1) ZGraduate Assistant Tuition Remission.

(m) Fringes benefits which include grous hesao:ital and life insurance,
pens:on expense, faculty, staf+, and gecencent 's tuition
remission, workmen’ s compensation insurance and FICA ta:es.
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