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TRAVEL
PENNSTATE pcxa wnxt

TRAVEL POLICIES

INTRODUCTION

The f ollowing travel pohc.es are designed to aid Unswersity f aculty and staff
memcers in planning comestic and out of-country travel on Unswersity business.

Domestic travel is defined as travel within the continental limits of the United
States anc Canaca. Travel to a:1 other locations including the states of Alaska
and Hawan and the country of Mexico, are considered out.ct<ountry tra ei.

The following pohcies have been promulgated by the Board of Trustees and
of ficers of the University. The Office of the Senior Vice Presedent for
Finance anc Operations is responsible for the travel section of the Pchey
Manual Ovestions regarcing these pohcies should be directed to that
Of fice .

Future travei pohcy statements, or revisions of these statements. well be
releasec ior inclusion in the Policy Manual when they become eficctive
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PENNSTATE
TRAVEL TR-1

APPROVAL OF TRAVEL AND USE OF TRAVEL SERVICES

PURPOSE-
!

To outhne University policy for obtaining the approvai of domestic and out-of-country travel on University
tusiness. as well as nrovision of travel services by the University.

APPROVAL OF DOMESTIC TRAVfy ..

All University employees travehng to * domestic * locations on University business must obtain the appropriate>
approvals (per Pohey AD t7) on a completeo Travel Expense Account in order to recerve reimbursement of any
expenses incurrec. (See Policy TR S for the definition of domestic travet and other Pohcies in this section for
empenses which may be reimbursedl Requests must be submitted in sufficient time for review and
processing

APPROVAL - OUT-OF-COUNTRY TRAVEL:

All requests for out-of-country traver are made by preparing the *Recuest for Out-of-Country Travel '

Aothoraation tpage 7 3 in the General Forms Usage Guidel. The Travel itinerary and Per D em Computation
WGitsheet (page 7 2 in the Genera + Forms Usage Gu.cel. which hsts the traveier's tentative etinerary. is also

,

prepare 0 and is attached to the Reavest for Out-of-Country Travel Authon2ation.

IAcproval f or out of-Cou try travel to be reimt>ursed from Resthctec Funos must comply with the provisions ofn

tre accropnate granting agency.

'

> All reauests for out cbcountry trasei must te approved in advance by the appropriate budget executive. All
.

'e3aests must be suomitted in sutt.c. erst tirne f or review and processing.

ANNUAL REPORTS

U%ersity tuaget emeCutives mu51 submit annual reports to the appropriate senior University officer
amou t, supponec f rom General Fu os The form to be usedn n

s w anting aa out-ontou try tra et in anyn
Ceneras Fu ds" (form GF7 B). is avadaDteAnnmai Recon of Oudot-Country Trave! Encenses Supportec From n

t*rcugn S, stems anc Procedures voon reauest.
r

APPROVAL PROFE SSION AL MEETINGS

For approvais required when attenc.ng or particepating in professional meetings, see Pohty TR-8.

TRAVEL SERVICES:

As part of a University travel services program available to f aculty and staff, a Travel Services Office is located
within the Department of Purchasing Services. This office is available for Coordinating the management of
business travel for the Univer*ity by centracting with various travel agencies to assure the fowest f ares. ,

'

proper ticketing, and tetter all around service.

> When air or rail tickets for domestic or out-of-country travel are to be billed to the University, the contracted
travel agencies must be used. Requests will be processed by using the forrn * Authorization to Direct-Bill A.r
and Rail Transportation,* via the EASY Form *DBAF.* This authonzes the contracted travel agencies (currentty .

!
Center For Travellocated in State ColleDe, and Omega World Travel with offices in State College, The Milton
S. Hershey Medical Center, downtown Pittsburgh, and DuBoisi to bill the University directly for air and rail
tr a v el. Instruct:ons for using "DBAF* appear on page 7.6 in the General Forms Usage Guide.

Any commissions, rebates, overrides, credits (other than standard credits granted on credit card purchases),
free trips, etc., issued by travel agencies as part of any University business travel transactions, must be
directed to the Travel Services Office in 504 Rider Building for proper accountabety.

t
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CERTIFICATE OF CURRENT COST OR PRICING DATA

This is to certify that, to the best of my know' edge and belief, the cost or pricing data (as defined in
Section 15.801 of the Federal Acquisition Regulation (FAR) and required under FAR subsection
15 804-2) submitted, either actually or by specific identfication in writing, to the contracting officer
or to the contracting officers representatve in support of RFP RS-RES-92440 entitled
' Maintenance of the TRAC. BWR Thermal-Hydraufic Simulation Computer Code for Reactor
Transients" are accurate, complete and current as of May 21,1992. This cerbficationincludes the
cost or pricing data supporting any advance agreements and forward pricing rate agreements
between the offeror and the Government that are part of the proposa!.

THE PENNSYLVANIA STATE UNIVERSIT(

.

Odu15,M4[ Adda AEUM
DatSot E4cutioh

David A.Shirtey (
Senior Vice President for Research and

Deanof theGraduateSchool

i
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PENNSTATE TRAVEL TR.2 *

pc'i POUCY MANLRL

TRAVEL ADVANCES AND REIMBURSEMENT OF TRAVEL EXPENSES
,

*PURPOSE:

To present the University Policy for obtaining advances for travet, identifying legitimate travel expenses
incurred in carrying out the regular and necessary business of the University, and to set forth procedures for
reimbursing ehgible persons for such expenses.

'
ELIG rB!LfTY-

Only f ull-t.me regular employees may obtain a travel advance. However, uncer unusual circumstances,
exceptions may be made for part-time employees, graduate assistants and fellows if these persons hold an
appointment with the University. Part time or casual employees paid on the norwegular (Wage) payroll are not
elegible to obtain an advance.

TRAVEL ADVANCES-

> Acw ances f or 'ess than 5 25 vvin not :.e issuec.
.

i

> Fo' acmestic traver. advances are avadable only fc' an amount adequate to ccver mea's and incidental
expenses. The current maximums are $35 and 545 per day for travel to regular and high-cost areas,
respectivety The unwe'sa Air Travel Plan (through contracted travel agent est should be used to purchase air
or raa travei The Corporate American Express charge card. cersonal check or credit cards must be used to
pay f or lodging and car rentals. Facuity and staff at CES campuses, Penn State Erie - The Behrend CcHege.
anc Penn State Harrisburg may {sance they may not have ready access to the contracted travel agencies)
cortinue to receive advances. See the gnd *Autheraations for Travel Advances * on page 3. i

Pecuests for out-otcou try travel advances must be accompanied by the Travet itine'ary and Pe' Diem> n
Comcutation Wora smeet anc Recuest for Out of-Country Travel Authorization iPage 7 2 and 7 3.n the General
Forms usage Guce: All requests f or out of count'y travel must be approved in advance an accordance with
the rentements c' Pokcy TR-1 Air and sad trave may be directly bdlec to the Unive'sity by using the

'
e,ect'onc f ror- DB AF iSee the gnd * Author 0ations for Travel Advances" on page 3 i

> Casn ac.ances of $25 to s200 are obta.neo cy presenting a Reguest f or Cash Advance. properly approved by
the tuaget acministrator concerned, to the F1nancia Officer or Bursar Finai settlement of the advance must
be mace immec. ate'v upon returning from the trip and in no case later than fwe (5) days af ter the completion
of the trip.

Cash advances in excess of s200.00 must be reovested on the Special Reavest for Check. The Special
Request for Check form must be property approved by the budget administrator or budget exectttive
concerned, and submitted according to instructions in the General Forms Usage Guide (Page 1.7). Such
recuests require several days for processing and for issuance of a check to the employee.

Any employee f aeling to bettle a cash advance within sixty (60) days from completion of travel will be duty
notified that the full amount of the advance is being deducted from his or her next salary payment. In
addition. all such employees will be ineligible for future cash advances. For instructions relating to the
preparation of the Request for Cash Advance form. refer to Page 1.3 in the General Forms Usage Guide.

> NOTE:
If air or rad travelis arranged through a contracting travel agency by using the EASY forrn *DBAF/ a
Travel Expense Account MUST be prepared. even if the are no other expenses claimed for
reimbursement. ff air or rait expenses are charged to the University and no Travel bpense Account is
submitted within 60 days. the amount of the air or rail travel will be charged to the budget and fund
inc.cated on the DBAF. Instructions for the Ny Travel Expense Account (with red shading) appear on
page 7.5 in the General Forrns Usage Guide.

t
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PENNSTATE TRAYEL TR-2

FOLCY MANLRL

TRAVEL ADVANCES AND REMBURSEMENT OF TRAVEL EXPENSES

REIM B.URSEM EN3

Reimbursement is made och for necessary expenses essential to the ordinary comforts of a traveler in the
3

periormante of his or her official duties.

Regulations prohibit individuals travehng on offical University business from charging anything to the
University in the name of the University except air and rail travel arranged through the *DBAF.* This apphes to
charges at any non-University location, including areas ad acent to a University Campus (See Pokcy T&7 fori

exception regarding the charging of meals direct'y to the University).
9

All claims for reimbursement are made by preparing a Travel Expense Account and submitted according to
instruct.ons ,n the General Forms Usage Guide. All Travel Expense Accounts submrtted for reimbursement
must have au necessary receipts attached and must be approved ty the Dudget administrator or bvoget
esecutive and the Financial Of ficer of the area envolved (See Pohty AD.17). Travel Expense Accounts for
budget administrators must be approved by the budget executive Travel Eepense Accounts are subscr.t to
audit and anc-oval by the Corporate Controller

NOTE There are now two Travel Expense Account forms, as todows;

*

* Form al 18 (OLD formi may stm be used for all travei that does not involve air or rail travel, or
that ooes not utibie the direct odbng of air of rail tickets to the University instructions for the use
remain on page 7.1 of the General Forms Usage Guice These foems will no longer be stocked in
Generai Stores pese sse o's orms where possible unta they are exhausted.

* F orm a t 1 Ba ir.EW f orm witn red snad. ngl must be used f or all travel utditing the * Authonration
to Doect 8dl Air and Rail Transportation." EASY form "DBAF * Instructions for the use of this
form appea< on page T5 of the Gene at Forms Usage Guide. Any reorder for Travel Expense
Account f orms wm te fdied with this form This form 1 vec for reporting au reimbursab e travel
escenses.

Empiovees are not to use Purchase Orders to pu cr ase t< acts for ndividuat travel or to pu chase meats orr r

lodgmg

RilMDURSEMENT - DOMESTIC AND OyT-OF-COUNTRY TRAVEL

> hrQH A.rhne and vad travel obtained through the contracting travet agencies is directly bitted to Travel
Services through the Authoritation to Duect Bill Air and Rail Transportation Form (EASY form
*DBAF") and wat not be reimbursed to the enipioyee. Even if no other expenses are to be
reimDursed, a Traves Expense Account MUST be prepared and submitted for the air or rad travel.

Domestic travel will be reimbursed on an actual expense basis, with remitat ons as described an Uruversity
Policy TRS. Out-of-country travel will normally be reimbursed on a per deem basis. For instructions relatng to
the preparation of the Travel Expense Account, refer to the Trave 4 Section of the General Forms Usage Guide.

For out-of <ountry travet once a particular expense reimbursement method has been sekced for a Universtty-
sponsored tnp, et is not permissible to switch to the afternate reimbursement method for a portion of that tnp.

> All claims for out-of-country travel expenses computed on a per deem basis are made by preparing the Travel
Itinerary and Per Diem Computation Worksheet (Form GF7.2) which substantiates the traveler's claims for per
diem a!!owance. It is attached to and submitted with the Travel Expense Account, along with the onginal '

Request for Out of Country Travel Authontation (Form GF7.31 and a copy of the Authonzation to Direct Bill Air
and Rad Transportation, EASY form "DBAF.* hf air or rad travel was arranged through a contracted travel
agency).

March 11.1991 (Page 2 of 3)
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TRAVEL TR-2
PENNSTATE FOUCY MANUALm

TRAVEL ADVANCES AND REIMBtJRSEMENT OF TRAVEL EXPENSES

AUTHORIZATIONS FOR TRAVEL ADVANCES

Commonwealth Campuses
Penn State Erie

University Park Hershey Penn State Harnsburg

DOMESTIC TRAVEL
Air / Rad .tig Advances N_g Advances Advances OK

(Direct BJi Opts (Dir Bill Mandated) (Direct Bill Opt)

Mea:s & Incidentats (1) Advances OK Advances OK Advances OK

Lodging / car rental fl2 Advances @ Advances Acvances OK
,

OUT OF-COUNTRY
Air Rael @ Advances ffc Advances Advances OK

,

IDirect Bai Opti (Der Bill Mandatedi (Direct Biff Opti

Mea:s & incicentais (2) Advances OK Acvances OK Advances OK

Lceg.ng (2) Advances OK Advances OK Advances OK

Cat Renta! Advances OK Advances OK Advances OK

Ltmites to $35 per day (545 per day for high Cost afeas per Append:n 11 en the Ge .erai Forms(1)
Usage Gucei.

(2) Limited to established per c em rates as shewn in Appena a 10 in the General Forms Usage

Guece.

j

i
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TRAVEL TR-3 :

PENNSTATE
POLKY MANLRL }g

TRANSPORTATION BY CO5BtON CARRIER

PURPOSE:

To state the University policy governing the selection of a carrier and the routing of travel.
.

MODE OF TRAVEL:

The mode of travel must be sustified on the basis of the most economical use of time of the personnel involved ;

and the requirements of the trip.

ROUTING OF TRAVEL:

All travel will be by the most accepted and direct route. Travel by other routes may be allowed when the
official necessity is satisf actordy estableshed and accroved by the tudget executive.

INTERRUPTED OR EXTENDED TRAVEL'
i

> Wheneve' a traveler, for his or her own conveneence trave!s by en end.*ect route, or interrupts or extends
travel by direct route, the a::dsteona! expense will be borne ty the traveler. The employee is responsible for all
expenses in excess of those charges as would have been encurred by traveling the most direct route.

FARES

'
Train and tus f are on any top must not exceed the reputa* first-class f are charged the general pubhc.
Advantage m st be taAen of round trio or excursion rates whenever it is possible to obtain them.

1

AIRLINE ACCOMMODATIONS

> When commercial airknes att used as the rnode of travel. accommodations shall be for excursion or ccach j
!

c: ass. f ast c ass. business class. and other acccmmodat.ons in excess et excursion or coacn c: ass rates are
not permated

Airi,ne travel accommodations should be made through the contracted travet agencies by using the>
* Authorgation to Direct Bdl Air and Rad Transportation. va the EASY form *DBAF **

o

7

NOTE
Trip Cancei:ation or Def aust Protection insurance is a personal cost and is not a reimbursable empense.

-

Also any fl.ght insurance other than that provided by the contracted travel agencies is a personal cost
and is not reimbursable.

TAXt FARE:

Taxi f ares are reimbursable only when it is necessary to use such means of transportation. Receipts are not
necessary.

TRAVEL RECENTS: ,

,

> Original ticket stubs (passenger receipts from all airkne and rail tickets, must be attached to the Travel
Expense Account when it is submitted fo. eeimbursement.

NQT[:
Travel agency invoices or statements and credit card shes/ receipts alone are not adequate
support documentation. They must be accompanied by the associated ticket stubs (Passenger .

Receipts).

t

March 11.1991 (Page 1 of 11
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PENNSTATE TRAVEL TR-4

POLICY MANUALN TRANSPORTATION BY OTHER THAN COMMON CARRIER

PURPOSE:

To o.;tline Universny poley governing trase! accommoda' ions by other than mmmon carner that are reimbursable as
,

travel e xcenses.

1

MODE OF TRAVELt

The moce of travel must be justthed on the basis of the most economcal use of time of the personnelinvoved and
the recuirements of the trip. Purcnate Orders are not to be used to purchase tcAets for air o railtranspor.ation.

!

ROUTING OF TRAVEL:

A I travel wdl be by the rnest accepted and d rect route Travel by other rou'es may be aNowed when the c"clal
ecessay is sa'isf actordy estaobsned and approved of the budget execut ve.

INTERRUPTED OR EXTENDED TRAVEL-

'*iherever a trave er, for Ns or her own comen:ence. travels by an incirect route, or interrupts or extencs : ave: by
sirect roue. tne aoditora; expense wil be bome by the trave:er. Reimoursement for expenses will be based ony on
such cr arges as would have Deen ecurred by traveang the most d rect route.

UNIVERSITV . OWNED VEHICLES

)ruvers>canec vehicles tr'ould be useo for traasportation on o+'ic:al business, and should be reserved at
!Universmr Pa4 inrough Fleet Operatons or by co su.tng the campus execut've of cers well r advance c' a planned '

Re er te Poley TR40 m t5is tranua! for the rates and po.cy governing usage of the Universny Flee! Operationsitrre
Service

i

PRIVATELY - OWNED VEHICLES *

At the c.se'et on cf the bceget i see Reve mvolvec pnvately-owned vehic:es may be used by Universi*y pewne| in
oosmens ncrmany reauw;"ecuent et regu'a' travel on irregular schedutes in pedormance cf offca dut es

> EFectme Cecter 31.1HL tre use of pwate!y-cared vehicies ts reirnbursable at the rate of 25e per mne
Authomec 'eimoursaole Meage will be as pubbs ed on the offcal highway trap of the Penrsylvania Department of
Transpo tason Mueage aucwances must ccver al coerating cos's, inciuding repairs. insurance, gasoline.
depreciahon, towage and other simi!ar expencitores. regardless of whether Universtry-owned equipment es carned.

.

Ary tra*fc of parbng fine incuned during the use of a priva'ety owned vehcie in the course of Universtry business
|must be paid by the individual and will not be reimbursed by the Universay. |

For UnWersny personnel whose duties require ony infrequent or irregutar travel, pnvatelyowned vehcies may be ;
used lof travel sf there are no UnWersity cwned vehcies available, and if the destinaten cannot be reached
conven entty by common carrier, in such cases, the use of pnvately-owned vehicles should have pror approval of |
the buciget executrve invotved.

!

If a pnvatety owned vehicte is used by one person when the destination can be reached convenienty by mmmon
canier, reimbursement for transportanon sha!! rot exceed the cost of the common carrier fare.

Several staff members who plan the same it:nerary for the same dates should travelin a group whenever possible.
Mileage alicwance under these circumstances is authorized for only the one member of the group whose vehele is
used.

In the event of an accident evolving injunes or damages to other persons or propet; while a privatey owr.ed vehcie
is used on Universny busir.ess, the empicyee must notdy the Unrversny Risk Managernent 0"ce. Such nctication
is necessary to provide for any poterthat involvement of the Universtry. The financialloss for damage to a prrvately-
owned vehcle used on business is not reirnbursable by the Unrversey. !,

gOTE_: Prrvatepowned veheles ao not include privatey. owned aircia't.

!
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PENNSTATE TRAVEL TR-5 ;
'

pc"3 POLICY MANLRL
SfEALS AND LODGING DOMESTIC TRAVEL

1

EXPENSES FOR UNIVERSITY GUESTS.

> Any expenses for inctviduals other than the employee must be scentified, explained, and approved by the
apprcpriate budget executwe.

EXPENSES FOR SPOV.jE:

Re.moursement f or ali travet expenses, inctuding meals and lodging, is hmited to those of the Un.versity
Iempiovee tra ehng on authorized Uneversity business. t,no does not include those of a spouse. H iodging is for

an empicyee and secuse, reimbursement is hmited to the usual single room rate, which must be end Cated on
the f ace of inc notei m.ctel bill.

March 11,1991
,
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PENNSTATE raivtt Tx4

MEALS AND LODGING - OUT-OF-COUNTRY TRAVEL |

PURPOSE:

To out!.ne University pohty goveming reimt>ursement of meals and lodging expenses incurred while on out-of-
country travel,

DE F tNITION

Out-of-country travet is cefined as travel to ail locations outsice the continental hmits of the United States and
Canaca For purposes of this pokcy, therefore, the states of Alaska and Hawaii and the country of Mexico are
considered out of-country.

REIMBURSEMENT

Out of country travet expenses for meats and lodging will normally be reimbu sed on a per diem can it isr

permiss.oie uncer unusual cetumstantes 13 an empicyee to use an actual expense basis in heu of accounting
for sucs stence expenses on a per d,em tas s However, an explanation of why the per diem basis was not
usec m st accompany the Travet Espense Account Once a partitutar expease reimbursement method hasu

been se etted for a University sponsoed out-of-country top, <t :s not permess40ie to switch to the alternate
reimtu sement methoc for a portion c: that inp.r

All c!a ms for re mtursemen1 are ma0e Dv preparing a Travel Expense Account. For instructions retating to the
preparat on cf ine Travel Expense Account. ref er to tne Travel Section of the General Forms usage Guide.

All cla:ms f or out-of countrv travel empenses computea on a per diem basrs are made by prepanng the Travei>
it.nerary anc Per D em Cortputation Worksheet (Form GF7 2) which sucstar.t.ates the traveler's claims for Per
D em A twance it <s attacr.eo to and suc matted with the Tr3 vel Expense Accou t. along with the ong naln

Reauest for Out-of Country Traves AuthorJation and a ccpy of the Authorizabon to Direct Bill Aer and Rait
Trans:,ortation. E ASY f orm *DB AF* if 41 wa% vsed

> 11 the a:tua! re mos sement metuo of tra.ei empenses has been approvec ter sse. all out of-country Travesr

Espense Ac:ou ts subm.tted fo' reirrtursement must have all necessary rete pts attached anc must ben

acDrovec cv the appropriate budget a3mmstrator or Dudget executive ano t%e Financial Officer of the coltege,
Travei Espense Accou ts are subject to audit ano approval by the Corporate Controller.ncampus or dev'siDn

-

UMITATIONS

Out ohCountry travel on General Funds will be considered only in unusual circumstances where exceptional
benefits will accrue to the University as a result of the trip. (See Policy TR 1 for required pnor approval for ,

out-of Country travel.)
.

Travel from Uneversity Park, Pennsylvania, or from other University locations to the point of departure from the
country, and from the point of arrival upon return to the country to these same Uriversity locations, as
considered domestic travel and will be reimbursed on an actual expense basis.

>

PER DfEM ALLOWANCE DEFINED:

Per diem is a flat daily allowance an lieu of subsistence expense that includes all charges for meats, lodging, all
fees and tips to waiters, porters, baggage. men, bellboys and hotel maids, acid telegrams and telephone catts ,

reserving hotel accommodations. Receipts for these expense stems are not required for per diem
reimbursements. The term * lodging * does not include accommodations on airknes or trains; these expenses
are not sucsistence expenses. When todging and/or meals are provided at reduced costs, or at no cost to the
traveler, the apphcabie per d.em rate will be adiusted accordingly.

March 11,1991 (Page 1 of 3)
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PENNSTATE TRAVEL TR4

MEALS AND LODGING OLT-OF-COLNFRY TRAVEL

PER DIEM RATES-

The maximum per c.em rates for travet beyond the continental limsts of the United States will conform, as
nearly as poss.bte. * th the rnanimum rates of per d em allowances estachshed for travel in foreign areas by
Department of Def erse Joir t Travet Regulations. Volume 2. Civilian Personnet. A hst of per deem rates for out-
of-country travel. inc+sding Alasta. Hawan. and Mexico. will be f ound in Appencer 10 of the General Forms
Usage Guice.

PER OfEM RATES WHILE TRAVELING-

When the penod of travel by commercial conveyance (except sNpl is 6 hours or more actual elapsed time the
per d.em rate es 56 DC. TNs travel time inciuces stcoovers of less than 6 hours for authonted ceiays 'ncidenti

The period of travet invos ed herein wdl tegin with the departure ci the commercalto transportation. v

conveyance from or to the cort 1nental Unitec States for terween cifferent locahties outside the continental
Un.tec States), anc 4,d end c :n arnwal at the scheaviec cestination,

i Stopewers of E hours or more at any one p: ace are conseerec interruptions of the en-route travel renod. and
the per crem rate stated for tr e locanty in wn.ch the stopover occurs wait app!y, teginning the next full Quarter
cay (see ' Days Def. rec * tetow ano Accencia t o of the General Forms Usage Guide).

Aboarc a Commerc:a sh@. when mea s anc locg.ng are durnished as part of the purchase pnce of
' trans cetation. the ce c em rate is 56 00 per day for tre first nrne 19) carencar cays ano fractiona. cays of

emta aaticn and ceta nation. Mcwever, for tnes of more than nine (9) calencar cays' as ation, a 52 00 perr

a em ' ate wdl appiv 'cr each ca,encar cay in excess of nine 19) cays and the tractionai cays of emcar(ation
anc cetarkation.

DAYS DEFINED

in ccmcuting the ne' : em for centin ous travel of more than 24 hours, the ca.encar cay irmonignt tou

moonrgnu will te the s it Per o em 's aucwaDie at the rate of one fourth of the cais, rate for eacn of then

f ono~ng penoas c. s , nou s or f raction thereof- 0001 to 0600. C601 to 1200: 1201 to 1800. 7 801 tor

2400 Such peroes a sin hou s must be consecutme. anc the first of these m st teg>n w,th the same timer o

tre trnet status teg -s

CROSSING INTERNATIONAL DATE LINE:

On camputing per e em when crossing the internationa: date line (180th mend ant, actual e apsec time will be
used rather tnan ca e cat days

CHANGES OF PER DIEM RATE:

When a change in per diem rate is made curing a day, the rate of per c,em in effect at the beginning of that
ouarter of the calendar day in wNch the change occurs shall continue to the end of the quarter. The new rate
of per d.em wi!! begin with the succeeding Quarter of the day. For example, if an employee were en a status
from midnight to 0800 *Nch entitled Nm or her to receive a per diem allowance of $20.00, and in a status
from 0800 to rmonignt wNch entitled h.m or her to a per diem allowance of $24 00, the anowance for the day
would be computed as follows:

From midnight to 1200 2/4 x 520 = $10
From 1200 to midnight 2 /4 x $ 24 = S
TOTAL per d.em allowance for the day $22

March 11,1991 (Page 2 of 3)

I .

.
.

- ________________________ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ - _ _ _ _ _ _ _ _ _ _ _ _ _ _
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PENNSTATE TRAVEL TR 4
POLCY MAM ALg

MEALS AST) LODGING - OLT-OF-cot;NTRY TRAVEL

EXPENSES FOR UNIVERSITY GUESTS

> Any expenses for individuals other than the employee must be identified, explained, and approved by the
appropriate budget executive.

EXPENSES FOR SPOUSE:

Reimbursement f or all travel expenses, including meals and lodging, es hmited to those of the University
empiovee traveting on authorized University business, and aces not include those of a spouse if lodging is for
an employee ano spouse, reimbursement is limited to the usual single room rate, which must t,e indicated on
tne f ace of the hotet, motel bill.

EXTENDED TRAVEL STAYS

For Unmers.tv pohcy concerning expenses encurred during an extenced stay outside of the continental United
States, y e Pohcy TR 9.

,

i

March 11,1991 (Page 3 of 3)

I(Ref erence to *DBAF*)

_ . _ _ - - - _ _ _ - _ _ _ _ _ _ - - _ _ - _ _ _ _ - _ _ _ . ._ - _ _ _ _ _ - - _ - _ _ - _ _ - - _ - _ _ _ _ _ _ . _ _ _ _
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PENNSTATE TRAVEL TR 7 t

OTHER TRAVEL AND RELATED EXPENSES

PU RPO SE.

To outline University policy goverrung other travel and related expenses.

TRAVEL EXPENSES OF NON UNfVERSITY EMPLOYEES:

> Reimbursement of travel expenses to persons other than University employees, e.g., collocuium speaker,
prospectrve employee, etc.. are subject to the same regulat:ons which pertain to University employees. The
non-employee, or budget executrve, will complete a Travel Expense Account, attaching any required receipts.
The budget executive, af ter signing the Travel Expense Account thereby approving the expenditure, will
process .I f or payment in accordance with the usual procedure. (The reimbursement check will be mailed to
the non-emp|cyee unless otherwise reavited by the budget executive.1 If the University arranges for air or rail
trawet f or non Univers:ty employees. such a"3ngements must be made through the EASY form DBAF and the
contracted travet agencies tand caccty billec to trie University via the Un versal Air Travel Plan), sather than be
reimov' sed to the traveler.

ENTERT AINMENT EXPENSES:

The incurring of reimoursable enta"onment expencitures is ; i h b.ted e= cot in ine m"t unusual
cir cumstances To cuahty for ter : srsement. entertainment recenses - be clearb emed by the

designated budget executive to be en the best interest of the Un.versity. Under no circ mstances is it
permitled to entertain U. S. Government empiovees, as such is prohibitec cy Federal law.

CHARGING MEALS DIRECTLY TO THE UNIVERSITY

The oniy persons authorized to ctarge meat empenses directty to the University at non University notations are
members of the Pres cent's sta" acacemic deans and Campus Executive Officers

ALCCHOLIC BEVERAGES

Unoer no circumstances can the pu chase ci alcohobc beverages be charged to the Unrversity as an expense.r

This onncy includes the 4ttany Lion inn as wett as all other restaurants. clues. taverns. ett iSee aeso Policy
AD * c

TRAVELER *S CHFCKS.

> Traveler's checks aie provided at no cost through the University's contracted travel agencies and should be
obtained at those locations whenever poss ble. The cost of trr.veler's checks purchased in connection with
travel on University business from other locations are reimbursab!e but should not exceed the amount
reasonably needed to cover the reimbursable cash expenditures.

TRAVEL INSURANCE:

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

INDTVfDUAL MEMBERSHIP DUES:

Individual membership ducs in professional of technical societies, associations, or organizations are normally
not reimbursable. See Pohey PS-12 for full details on individual professional organization memberships.
Individual membership fees to airline travel clubs or groups (e g., U S. Air Club) are considered personal
expenses and are not reimbursable from any funds received and/or administered by the University, regardless
of the source of such funds.

i

.

-_
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PENNSTATE TRAVEL TR 7

OTIIER TRAVEL AND RELATED EXPENSES

PASSPORTS AND VISAS:

> The University's contracted travel agencies provide assistance in obtaining passports and visas with no
additionai Dtocessing f ee, and their services should be utilized wheneve' possible. Reimbursement will be
allowed f or actual passDort and visa fees for travel outside the Continental United States on University
business.

OTHER PERSONAL EXPENSES:
!

Expenditures for laundry, valet service, barber and similar items are considered personal expenses and are not
r eim our sable.

OTHER BUSINESS EXPENSES.

Please ref er to Pohey FN 10.

|
|

Match 11,1991 (Page 2 of 2)

(Budget EzeCutive)
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PENNSTATE TRAVEL TR4

PROR$SIONAL MEETINGS POLICY MANUAL

PURPOSE:

To outhne the Unrversey's policy concoming reimbursement expense for travel to professonal meetings or
convemens.

APPROVAL:

it is enected that budget acministrators w!Il manage funding for employee attendarce at appropnato professionaJ
and industrial meetings to permt! such participaton by personnel as es possible wrthin the funds avalable. When
prof es.sional travel as for the persoral beneff. of the employee, that employee will be expected to bear the cost of
such travel.

Reimbursement for professonaj meeting orpenses incurred while on offctal leave may not be made unless such
renbunement is specificey approved tr advance by the appropnate budget executive

REIMBURSABLE EXPENSES:

The employee wdl recerve reemeurserrent or pamal reimbursement as :s agreed to in advance by the budget
execu've.

> Re,mbursement of an appmed regist mion fee of less than $50 need not be suppor'ed by a receipted bill or other
evcence M tre reg:s: rat >on %e is 550 or more. a receipted bill. a copy of the program. or other trierature in whch
we 'ee is ponted, wd! be regered for reeborsement.

August 7,1991 (Page 1 of 1)
i

(Rernoved $300 limits)

- __ _ _ __ __ _ __ _ _ _ _ _ _ _ _ - - _ _ _ _ _ _ _ _ _ _ _ _ _ - _ _ - _ _ _ - - _ _
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TRAVEL TR 9
PENNSTATE POUCY MANUAL :m EXTENDED TRAVEL STAYS OLTSIDE THE COSTINESTAL

'

'

LBLITS OF THE UNITED STATES

PURPOSE-

To state Unmersity pohty concerning expenses incurred danng an extended stay outs.de of the continental ,
L

United States.
,

SUBSISTENCE EXPENSES:

Whenever an employee's tour cf travel recuires that an extended period of time be spent at a temporary
location, tre apphcable per diem allowance will be ca.d the employee while travehng, and for a reasor.able .

|
period of time (not to exceec three (3) weeksi which is recuired to become estabbshed at a temporary '

location. Actual and necessary subsistence expenses incurred after becoming estabbshed at a temporary
locat cn are reimbursed on an actual-cost cas,s and must be itemaed on tne Tiavel Expense Account. '

Secarate ca,1y amounts spent must te hsted for til lodging, (2) meais and (3) all other subsisteree expenses.
,

Receipts snait te reau, rec at : cast for lodg.ng
,

The ce<>oc ct an entenced trawe stay at a temporary location outs.de the continental hmits of the Un ted
States. a:cng mth the estimatec cost of actua. sucsistence empenses. must be speca.ec on the Accuest for !

Out-of-Cou try Trave, Authoraavann
.

NON. TRAVEL EXPENSES

Tne empicvee s".ould reovest a cash operatrng funo in accordance with tre Univers:tv poucy for : ash funos.
Th.s f u d wdl te used to pay fo* those non t avei empeno.tures wn.ch may be reautrec by the prcgram beingn
conowtiec our.ng the entenoec stay of tre empiovee outside tne continental hm.ts c' the Unitec States. Upon

rn to the po,nt cf orig <n. tne o;erating fu d must be accoumec fcr as soon as pessible innt*e emp ovee s retu

acccroante *.tn Unive'sity po .cv reau.rir.; rete pts, etc.

.

.

(Page 1 of 1)Marcn 11,1991

.
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PENNSTATE TRAVEL TR-10
'

POLICY MANUALM FLEET OPERATIONS VEHICLE SERVICE

*
,

PUPPCSE: ?

To s ate the Universey potev goveming the use of Fleet Operatons' vehicles by Unrversey employees for official
>

Unr.ersr'y business.

GENERAL:
f

F:eet O:eratens, a Divison of the Offce of Business Servces of The Pennsyhrana State Universey, has the
'

resocns;osicy for prov ding safe. rnodem vencies for cfhc;altravel of the Univers.ty.'

F est Operations has the so e authorny for assgning and schedsling reservatens for Fleet veheles. Preventive
mainterance will be schedue d and repairs controred by Fleet Operations.

VEHICLES AVAILABLE:

S t ccmpact. corapac, rnte ed. ate, and fu!I-sce vehcles a e available. A linred number of vans,15-passenger
rearraagens. anc four-wheei env3 venc;es a o also avai!at e When transporting small eqwpment and supphes, a
van sh:Jic te uWed. Wctu excepton. passenger vehcies should not be used for this pu pose. Four-wheel drrve
wencies are to te used for a; cSthe. road scua'ons and rough terrairt

CONDmONS FOR VEHICLE USAGE-
r

Fret veme es may be drive- n*y by Unnersty empc)ees 21 years of age or one and who hold a vald appropriate
:: ass Pennsyvan.a Operat: s cense SLeents *no are not ernpaoyed by the Unr.emey are not permeted to dave
T eet veNc es. h:*ever. Im e-ay act as a re et crrwer when acccmpanying a facu*y or sta'f member on a long tnc.
.3 der ecenuamg crcur svces. except ons may te considered when certa.n estabi@ed crceria have been met
ano procer advan:e approva4 have been g:sen m wnting Depa tment heads a*e resporsib e for perm:: ting onfy
cor petent. able, and currern Icensed e'nocyees to dnve these vehcies.

F est venc:es a's provcec as a sevce to tne Unrversey communty anc the prvCege stud not be abused.
Vebeles are not to be usec tr shopping, personai errancs, etc. Every crver o* a Universey vehicle is cautoned that
any fee sneune must be pac ey the indredsat and will not be reimbursed by tre Unrversey. Upon recog of a

,

"

pa%ng oo:aton notre anc esurting fro the Lnive sey Risk Vanagement Offce fest rJentr'ies the ve5ce from the
cense number on its recer:s and then che v.s with the departrn nt having junsecten ever this vehicle to determha
who tr e dnver of the vehc e was at the time of the veia:cn. The h Manageraent Offes then forwards the notco
or samrnons to that dnver, or the tuoget execu*rve as circumstances dcate. If the fine is not paid by the andrvidua!
drrver wchin 30 days of notfcaten, or by the time indcated on the notce, an af' davit will be sent from the Risk
Management OMce to the issuing magistra:e, identrying that criver to the magistrze.

A!! Fleet vehicles are in good condcion and have gasoline e eda cards in them when assgned. The user has the
resper.sibility of retuming the vehele in good cond: ton to Fiset Operations. Credt cards may be used onY for gas,
oil, and emergency repairs wtch have been author:ed by Rest Operatons. Credit cards must be retumed wkh the
vehe:e to Fleet Operatons.

> Fleet veh'cles are covered by $500.00 deductible collis' n insurance. The department invofved will be charged thee
first $500.00. Damage to a veh' le through misuse will also be charged against the budget paying for the use of thec
vehicle. Employees abusing the privilege of using Reet vehicles will be denied future use. ,

RESERVING A FLEET VEHICLE:
,

,

in order to de assured the use of a Fleet vehicle, f acu!!y and staff members should rnake requests as far in advance
as poss6:e. To mmplish tNs, they shoud ca'l Reet Operatens to reserve a vehicle AND prepare a Reservmon/

,

!
Authorgaton for use of Universey Veh cle form (via ISIS "VRES* or see the Gerwraf Forrns Usage Guide page 7A).
The approved reservaten form, when submeted to Rest Cperatons, authorees the direct billing of the driviers
budget as shown on the form.

!
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PENNSTATE TRAVEL TR 10

%D FLELT OPERAllONS VEIUCLE SERVICE POUCY MANUAL

,

COST OF VEHICLE USAGE:

> Vebene usage is charged at a daity rate, plus a rate per-miles driven. These rates are as follows!

Vehele Type Dai!v Ra's plus Per-MJe Rate !
r

Subcompass, Sedans or Wagons $14.00 16e>
Compacts, Sedans or Wagons 16.00 18e
Standarc Sde, Sedans cr Wagons 18.00 20c *

Large Sce, (6 pass) Sedans. Cargo Vans 20.00 22e
Staton Wagons (9 pass), Mini-Vans. Mini 4WD 23.00 25c
Standard Sde Four Wheel Drive 26.00 28c
Fou' Wheel Dnve Suburban & Maxi Vans (15 pass) 33.00 35c

These vehicies are also available by the week, month or year at rates available from Fleet Operatons. Buses, truch
ano ce'ta.n other special vehicles are also availab:e.

It may become necessary from time to t;me to add a temporary surcharge to these rates decause of the current world !

oil situa:on. Such charges will receive apprepna:e approval before being implemented, and will be announced !

throug9 the intere and via notees in Fieet Operatons.

CHARGE FOR DRIVER !

When a enver is furn:shed by Fleet Operat.ons for any vehicle, the charge as $19.00 per hour ($32.00 per hour on :

Universt y Holdays), plus dnver's expenses

I

DEPARTURE AND RETURN TIMES:

To preant inconvenience to others scheou ed to use the vehcles, departure and retum times should be estimated as ,

ca'ef.iPy and accurately as possible. Vehcies must be picked up the morning of the day they are to ba used, unless !

specta arrange ents have teen mace wch Fleet Operatons, at returned to the Fleet panung bt u;cn return to the
Sta o Corege a'ea. They are not to be taaen to an and'vdual's home and kept ovemght. In those cases where ,

'.ebcies ara ret erved and not picked up, the minimum cady rate for the vehicle reserved will be ct.arged. When a
wehcie is refuted to the parking lot af*.er nours. It shouid be be*.ed and the keys placed in the key box at the .

Dispaten Offee. Gasoline receipts are to be left in the plaste credit card case an the bcxed giove compartment.

Fleet Operatons Hours: Monday through Friday - 6:00 A.M. to Mdnght
Saturday and Sunday - 7:00 A.M. to 3:00 P.M.

FULL-TtME ASSIGNMENTS:

Full trme assignment of Fleet vehicles is made for a specific time perod, generaDy on an annual basis. Wrtten
,

justificaton and Fleet approvalis required to inrtiate such an assgnment and is required annuaDy thereafter to
contmue t. Fun-time assignments are under constant review and rr.ay be recalled by Fleet d t is determined that the
assgnment is no longer justified. ;

!

Fu!!-time assignment requests should incluce: (1) a detail of vehcie needs for conducing official Universey business, I
(2) reasons why these needs cannot be met by perodic use of *poo!* vehicles, (3) the type and class of vehicle ,

'

desired. (4) the person (s) who will be operating the vehicle, (5) the precise University locaton where the vehicle will
be parked overnight, (6) estimated monthly mileage, (7) the spectrc time penod for whch the vehicle is being
reques'ed. (8) the title and number of the Universrty budget to whch charges shall be made, and (9) the approval
sgnature of the appropriate budget execut>ve.

Ju!y 1,1991 (Page 2 cd 3)

|
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PENNSTATE TaAvEt Ta-w

POUCY MANUAL '

N FLEET OPERA 110NS VElHCLE SERVICE

k
FULL TIME ASSIGNMENTS: (Contmued)

Automobiles may be assgned fulklime to departments on a month!y basis for those denods when the dean or
cepartment head is reasonably sure that the car will be drwen at least 1,000 miles per month. Individuals assigned
vehc!ss on a monthty, quanerty, or yeary basis are NOT authorized to use them to travel to and from their home.
The veheles are not to be housed in an indrveduals garage. Vehcies shouki be available for other campus needs.
Anyone obse ved violating these guidelines will be denied future use and subject to disciplinary acton.

To prev >de procer acx:ountabiltry, it will be necessary for the budget administrator tc assgn a person who will be
responsible for reporting month!y mileage use to assist in accomplishing scheduled maintenance, and for providing
add onal assistance ar'd informaton as requesled by Fleet Opera: ions. Requests approved by Fleet Operatons wilf
be cumpletec as vehicles become awa'!able.

Ce:ar.ments a:th venc;es assigned full time w"i be bil:ed directly by Fleet Operat.ons each month (rather than via
!

IDT)

MAINTEN ANCE: .

F;ee: sehc!es are servicec and ma.ntained en a regu!ary scheduled basis. A|! vercies, whether on monthy,
:: Jar.e"y. or y earty assig .ments, must te re:urred to Fleet Operat.ons f or servceg a MLN. MUM of twee a year,
p eferaby in tre Spring and Fad Vehicies shoning need for repair or servce rnus' be returned to F:eet Operatons
at Uwersey ark as soon as pessibie.

4
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PENNSTATE TRAVEL TR-11

CHARTER FLIGHT SERVICE

PURPOSE:

To state the Untversity pokcy goveming the use of charter fbght service.

CHARTER FLIGHT SERVICE DEFINED:

Charter thght service is tne niring of University owned or other available aircraft by authorized University
ersonnet for official University business. Arrangements for charter fbght service can only be mace through the

University Park Airport, or through the Director of Business Services (or his/her counterpart) at a non-
University Park Location. The actual contracting f or charter thght service must follow normal procurement
regulations as spec:fied in Pohcy PC-2 Purchasing Section) using a property executed Universrty Purchase
Orcer to procure the charter. Charter thght service is not to be confused with commuter service, which
involves regularly scheduled thghts to pre-determined locations available to anyone who purchases a flight
ticket at a travel or ticket agency.

FLIGHT POLICY-

All charter fl.ghts cperate uncer apphtacle Federal Aviation Regu'ations. In the interest of saf ety, all charter
>

thgms must te mace in TWIN ENGINE aircraft with a crew of TWO PILOTS. All Univers.tv statt pilots are air
trarsport-ratec anc participate in a continuous program of training.

FLIGHT COSTS.

Current charter thynt rates may be ottained from Unaersity Park Airport, or through the Director of Business
Services at non.Unnersity Park locations in chartering a piane f or University business, cost f acters that should ,

te ccns. cered are

i) The cost of f!v.ng time bemeen Unrversity Pa'k or non-Univerpty Park locations and the
cestination. coming or going.

21 The cost of layever (time scent on the ground) at the destination point.

3i Overn,ght pilot fees at the oestination point.

4> Ferry f ees, !anding and pa eung fees.

SJ An of the above items may vary, depending on the type of aircraft desired or avadable.

AtRCRAFT AND OPERATORS AVAILABLE:

for travel frcun University Part: When aircraft are avadable and seating capacity is sufficient to satisfy the
thght, University-owned and operated aircraft will be scheduled. It University aircraft are not available, other
aircraft will be used to make the flight as scheduled, using normal procurement regutations (Policy PC-2). ,

These other aircraft are owned and operated by competent and reputable taxi operators from the surrounding
area. University Park Airport personnel have personally checked these operators and have found them to be
operating under high safety standards.

!

> for travel //om non-University Park locafions: The Assistant to the Vice President for Business and Operations !

will submit to the Director of Business Ser$ ices of each of these locations a certified list of acceptable charter ,

fLght operator (s) serving that location. No other operator will be considered acceptable by the University for !

ipurposes of travel and reimbursement for travel

SCHEDULING A CHARTER FLIGHT:

Approval to schedule a chartered flight is required by a member of the President's staff, an Academic Dean, a
Campus Executive Officer. the Provost and Dean of Behrend College, or the Provost at Capital College. Flights ,

I

originating at University Park must also have the approval of the University's Corporate Controller. Thghts are
to be scheduled by contacting the University Park Airport; or the Commonwealth Campus. Behrend College, or
Capital Cofiege Director of Business Services for counterpart); or the Executive Assistant to the Dean at the i

Hershey Medical Center, if possible, a week in advance of the desired departure date. Information given to the
Airpcrt, or to the above named University officials, should include the number of passengers, date and time of
departure. destination, layover time, and information conceming the return tnp. ;

|
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PENNSTATE POUCY M M

g n.lGHT CREWS AND USE OF UNITT_RSTTY AIRCRAIT

W
PURPOSE:

To state the University's potiey on employees participating as a crew member in aircraft and the University's
policy on the use of aircraft owned, leased or rented by the University.

FLIGHT CREWS:

N'o Una ersity employee will fly as pilot-in-command or as a crew member in any aircraf t while conducting
Uruvers;ty business except; .

1. Professional pilots empicyed by the Unrverstty to serve as staff pdots or flight instructors. |

2. Other cualified University persconel flying as pilot.in-command or as a crew member to conduct Unnersity
acacemic enstruction or researcn with perm:ssion of the appropriate Dudget executsve.

3. Fly ng as pect in privately-owned aircraf t in accordance with regulations outlined en Pobey TR-4,
Tra sportation By Other Than Common Carrier.

USE OF UNTVERSITY AIRCRAFT-

> No a.rcraf t owned. teaseo or tertec by the University shart be usta for pilot train <ng encept those scnr d;ed ty1

the Assistant 10 the Vice Presicent f or Business and Operations at University Pant

No aircraf t owned. teased or remed by the University shall be used for personal transportation.
i

: eased or rented by the University shall te rented and flown tv a University empicyee onNo aircraf t owned
University tusiness other than for purposes described above. (See Pohcy TR-4 for use of Pr?vately-Owned
Aircraf t. and Policy TR t 1 f or C*arter Ft.ght Service.)

,

;
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March 9, 1992

_ ,
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Mr. Kenneth S. Baha - -

Corporate Centrol.er
-

.
*

Penn g ivanih stato University ".
,

''Ave u1a nailn :

h ['~University Yark, PA 16801 . ,

-. s -'S.,-

Doar Mr. 2 ate: ,- y.

Fr ..ge Benefit Rate TY92_-
,

i
>

This latter can' im a conver:sation with Es. Carla Rossi on
Febr'.:ary 27, 1992 and March 3, 1992 in regards to the TrincJa
Sesnefit Race to be used fer FYS2. I an in agra--~~~ "or you to use
t.L. follevi.n,y reir.ge. Denati.t nasco f ar FY lossr

Salaries - 30.6%
Wages - 8.0%,

!
Thesa rats:::; are haced on your suh=ission cf Fringe Renefit Ratas in

.

a letter datGd Ocicher 12, 1989 and DCAA Audit Report No. 6371-
90323000003-51. These rates vill be used thrcegh . Tune 30, 1992.
The Pringe Benefit Rates vill be fixed rates with a -Avorvard to
reriect over er une.cr recovery. App vval 1s a.ls.v y J . .m ts use yeus-
propese<i "?ringe Be.nafits - Graduate Assistants" Rate of 11.5%.

| '

If you have ar.y que.stions you =ay centact me at 614-292-4144.
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Group Meeting Expenses, FN 10
-l-Prciessiona Meetings. TR E

Travel, TR-1
Avinor ration Reservation Form. TR 10

insurance, T avet TR-7

Avinorization to Direct Bill For Air
-L-anc Rail Trave :DB AFl. TR-3

A ut omobile
Pnvatety Ownec. TR-4 Lodging TR-5, TR-6

Renta!s. T A t-
-M-U nw er sit y O,vnec. TR-10

B
Meais ano Ledging

Act.,al Ex:ense Basis. TR 5

Bas. ess Experses Otner. FN 10 Ocmest: Travel. T R-5
High Ccst Area iMeats). GFUG APP 11
Out of-Cruntry Travel. TR-6

-C-
Pe* Die- Allowance Basis TR-6, GFUG APP 10

Casn Acwances TR 2 Re:e: pts. TR-5

Cnarte< Foget Se%ce TR-11 Taxae:e TR 5

Comreon Carr e- Meetings

Transportatz:- By. TR-3 Group FN-10
Professional TR-BComractec Tra e Agencies, TR-1

Membershic Dues, Ind4vidual, TR-7 ,

%Ieage Rate (private vehicle), TR-4 |-D-

.N-Direct Bilhng. Air and Rait, *DBAF .' TR 1,
TR-2. TR-3

Direct Bahng, Fleet. TR-10 Non-overnight Meals. TR-5
Non-University Employee Travel Expenses TR-5, ,

Domestic Travel TR-5 |T R-6, T R-7
1

-E- I-O-
jEntertainment, TR 7, FN-10
|

Expenses f or Spouse, TR-5. TR-6 One-Day Travel, TR-5

Expenses for Unive sity Guests TR 5 Other Business Expenses, TR 7, FN-10

Expended Travel Stays Outside the Continental Out-of-Country Travel, TR-6
,

Limits of the United States:
Subsistence Expenses, TR-9 P-
Non travel Expenses. TR 9

Par 6ung and Tori Charges, TR-4
Passports ana Vasas, TR-7
Per Diem Allowance. TR-6
Prof essional Meetings, TR-8

!GFUG-APP = General Forms Usage
J

__ . - - - - _ _ _ - - _ _ _ _ _ - _ _ - _ _ _ _ _ _ _ - - - - .
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DENNSTATE TRAVEL
POLCY MANLAL

MEA.

-R-

Registration Fees. TR-8
ReimDursement. TR 2 TR'5. TR 6
Rentats. Automobi e. TR 4l

Reservation Form. F;eet. TR-10

.s.

Surcharges TR 10

.T-

Taxi Fares. TR 3
Transportation

Common Camer. TR-3
Direct B.' A,* anc Rad. TR-1. TR 3
Otrer T *an Common Ca".e' T R-4
Povateiv Owne: Veh.cies. TR 4
Recerpts. TR-3

Univers tv Ownea venicle. TR-10
Travei

Advances. TR-2
Agencies (Contractea). TR 1
Fares. TR 3
interructec cr Extencea Tra ei, TR 3. TR-4v

insurance. TR 7
Mode. TR-3. TR 4
Rece>0ts TR 3, TR 5 TR E
Rout <n; T R 3. T R t.

T ra ve*er s Cr.e; s T R- 7

.U.

Universa A. Tra.et f an. TR 2 TR-3
Universit y A,rcraf t, T R.11

| Univers tv Guests TR-E. T R 6
Univers ty-Oanec venic es. TR 10

|

|

|
(Page 2 of 2)

February 26.1991

. .

. _ - _ - _ _ _ _ ._
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'911 @
Mr. Kenneth S. Babe
Corporate Controller
Pennsylvania State University
408 Old Main
University Park, PA 16S02

Dear Mr. Pabe:
FY 1991 Fixed !ndirect Cost Rate Agreement ,

Enclosed for your records is a copy of the executed agreement

establisning the fixed indirect cost rates for Fiscal Year- 1991.

Also. I have included a copy of the r.eroorandum of understanding r

concerning the several points r? ached curing our negotiations and
a cocy of the Corn pone nt s of published Indirect Cost Rate. I ,

apprec. ate the cooperation of you and your staff during t..ese

regot;ations.

One additional poi nt . For the past two years, these rate ,
i

agreements have been backdated. The rate agreements for FY92 and

forward will not be cackdated but w211 be as of the date of the
+

'

cernplet ion of our ef f ort s. Since your proposal has already been

subrnitted and audited. I expect no problem in roeeting this

standard. However, there are a number of significant issues on

the table and I hope that we will be able to rnove quickly tnougn
th era and reach agreeraent in the new few aonths and then move

quickly to establishing the FY93 rates.
Sin ely,

. c'
.orman A. Meeks
Admin. Contracting Officer

i

3 Encis: a/s
P

M

k
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PSU/ Indirect Cost

* * " * * * " " * *
FY91 Fixed Rate
June 1, 1990

NEGOT: ATE: INDIFEGI_gg5I_EsIE_sgEEg3[NI

I E ITUTION: THE FENNSYLVANIA STATE UNIVERSITY
UNIVERSITY FARK, FA 16502

"

rates centained herein are established under theThe negotiated indirect cost
authority contained in OMB Circular A-SS dated 27 November 1979 and are in
acccedance with the provisicns of OMB Circular A-21. These rates are to be .

used by all Federal Agencies for sponscred agreements, subject to the

conditicns set fcrth in Secticn II
and any statutory cr limitaticn of cost

prcasions of a contract, grant, cr other agreement.
--_ --------------

- - - - - - - - - - - -
- -

ECTICN I: Rates-Type: Final; Fixed; Fredetermined (Fred); Frovisions (Prov)
--- -----

-- ----- ---- ----- --- __. - . - - - - - - - - - - - - - - - - - - - - - - -
- - - - -

,

E"e ti ve F er- 0d+

sz-_igdic;;t_ggst_Spigs

I:- Ecsati;;d EeseacEbfl021:2;11c0-

h22 EC22 Ig Eg;; pgsg 6;glicable To L oc ati on

>

F:xed 7/1/90 6/30/91 45.4% (a) All Frograms On Campus

Fixed 7/1/c0 6/~0/91 21.3% (a) All Programs Off Campus

Fined 7/1/90 6/20/91 4.~% (a) SFAWAR Centract Applied
Research
Labcratory

!

2. M.S. Herstev Medical Center
;

Fix ed 7/1/90 6/30/91 54.0% (a) All Programs On Campus .

Fix ed 7/1/90 6/30/91 21.2% (a) All Frograms Off Campus
L

3- 1051C?dCli20

Fixed 7/1/90 6/30/91 63.9% (a) All Programs On Campus

Fixed 7/1/90 6/30/91 19.3% (a) All Programs Off Campus ,

;

- .

A 91i ed Research Laboratetyu,4. 2

A glicable To
Tyge From To Rate Pase 2

Fixed 7/1/90 6/30/91 15.75% (b) Authorized Absences

Fixed 7/1/90 6/30/91 35.91% (a) Internal Overhead

Fixed 7/1/90 6/30/91 1.65% (a) Use-Charge Government :

Owned Equipment
PSU/ Indirect Cost

,

e
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'

PSU/ Indirect Cost
-

fFY91 Fixed Rate
Page 2 of 4

,

i

Fringg__gngfitsP tg.

Fixed 7/1/90 6/30/91 00. 2*/. (b) Salaries

Fired 7/1/90 6/!0/91 8.3% (c) Wages

Fixed 7/1/90 6/30/91 11. 2*/. (c) Graduate Assistant
<Salari es t

C. Tuiti on Remission !

vge Frem To Per Semester Per Summer Session AgEointagnt f
i

Fixed 7/1/90 6/30/91 $2120 51154 1/4 time

Fixed 7/1/90 6/00/91 1675 962 1/2 time |

Fixed 7/1/90 6/30/91 1155 770 3/4 time |

5
+This agreement supersedes the FY90 Fixed Rate agreement dated 1 June 1929.

;

++These rates acply to centracts, grants and cther agreements f or work not
!

c:vered by the operating centract. !

!

Pase: (a) Mcdified Total Oirect Cost, excluding:
l
;

!. Graduate assistant Tuition Remission
2. Eubcentra:t Costs in excess cf $25,000 ;

(defined as having an enpected life3. E;uipment purchases
cf mcre than 2 years and costing over 51000)

4 Plant Ccnstruction
5. Building Amorti:ation

University salaries excluding Graduate Assistants, Fixed Term II
|(b)

and Visiting Faculty appointments not receiving full benefits.

University wages and those salaries excluded f rom base (b) .(c)
;

-______ _ ______________________ - _ - - - _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ = = . --- -__

;

EECTION II: General
j_ _ _ _ _ _ _ _ _ _ _ _ _ _

-. __ ___.

is to establish fixed indirect cost rates i

The purpose of this agreement !1. Thef orward provisions for the period 1 July 1990 to 30 June 1991.with carry and the advice and counselrates shown are based on the Contractor's forecast
of the Defense Contract Audit Agency as covered by DCAA Audit Reports No. 1

;

6T71-0B230002 and No. 6371-0B230006.

The fixed rates established in this agreement are based on an estimate of j
!

costs expected to be incurred during the period for which the rates apply. When2.
'

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 fruna the application of the fixed rates to the ;

i'

actual cost base and indirect cost. I
:
,

f
i

{

!

r

i
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FSU/bdirect Cost
' FY91 Fixed Rate

Page ~ cf 4

In acce:: ting the fined rates, the University is recluded from making any!.

accounting systen changes in aHect at the time of this agreement, such as

direct / indirect charge items cr allocation bases. without the approval of the

Contracting Officer executing this agreement, er his/her successer.

4 In ccmput:ng the rates in this agreement, te fellcaing items were

ccnsidered as direct charges:

(A) On_Caggusi_0H-Camgug_and M.S. Hershev Medi cal Cent;t
P.aterials, services, and special tecling.(a) Salaries and wages of empicyees, including vacation, sick leave(b)
and holiday allcwances.

(c) Lccal and long distance telephone calls.
Telephone rental, installation charges and scecial equipment(d)
r ent al .

(e) Telegrams, cablegrams, and raca egrams.
(f) Entracrdinary printing, multigraching a-d pestage.
(g) Freight, express and drayage, plus sec' rlty treasures thereon.
(h) Travel and operating expans' ci venicles.
(i ) Rearrangement and restoration of centracter's precerty or

rented property to the entent approvec ev the Centracting
Cificer. (Net acplicable te Of f-Campus)

(j) Entra-ha:ardcus insurance when approvec by the Ccntracting
Cf sic =r.

(k) Eauipment (including bccks) purchased c- rented as approved by
4 the Contracting Officer.

(1) 3raduate Assistant Tuition Remission.
Fringe benefits which include greuc hescital and life' insurance,(m)
pension expense, f aculty, staff, and decencent's tuition
remission, workeen's ccmpensation insurance and FICA ta::es.

~ ^ . _ _ -
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d

PSU/ Indirect C st
Fy;1 Finec Rate

Page 4 cf 4

(5) 6;;11gj_Sggget;b_'=3;;ta;;;y

Materials, services, and special teoling(a) the Administrative Staff, and their departmentSalaries of(b)
heads, also the wages of direct labor employees including
vacatien sick leave and holiday allcwances.
Telechene rental, installatien charges and special equipment(c)
rental.

(d) Local and Icng distance telephone calls.
(e) Telegrams, cablegrams, and radicgrams.

Frinting, multigraphing and postage.(f) Freight, excress and drayage, plus security measures thereen.(g)
(h) Epecial plant protection and security cast.

Travel and operating en;ense of vehicles.(i) 4 emolovees.Tr ansf erring, moving anc removing c(j)

Entra-na:arccus insuranca when acproved by the Contracting(L)
Officer.
Equipment and bcoks purchased er rented as approved by the(1)
Contracting Officer.

as authert:ed by the Contracting Officer.
(m) Overt:me p-enium ccst
(n) Unemolcyment Compensation.

Graduate Assistant Tuit:en Remission.(c) 12fe insu ance,Fringe tenefits whicn include group hespital and(p)
pension e:: pense, f aculty, staf f , and decencent's tuition
remiss:en, crkmen's cccpensation insurance, and FICA tanes.

j
ccst rates fcr any fiscal

5. Pending establishment of predetermined indirect
year (cr othe- period agreed to by the parties), the Ccntractor shall be

re:moursed either at the rates fined for the previous fiscal year (cr other
period) er at billing rates acceptable to the Centracting Cfficer,

subject to

apprcarlate ac;ustment when the final rates f or that persed are established.
'

OR TFE 42VE.NPENT:

E98_Ib__I?J1yE5$1IYE
<

-

ck .

-

S gnedSigned

Kenneth S. Babe NORMAN A. MEEFS _ _ ___

Name
Name.

__Administrativg_Cggitacting Of ficerCorporate Controller
_

__

Title,

Title

' f $2' 5'/
Septecher 7. 1990

Date~~~

Date

Gc\ch 0
'' ' - -

-

-- --- -- --- - - -


