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A. PURPOSE 
 

The pur pose of this guideline is to out line the accept able use of per sonal vehicles for 
off icial Univer sit y -relat ed business.  The use of the Enter pr ise Rent -A-Car cont r act for 
off icial business travel is pref er r ed and should be used when available unless a 
cost/benef it analysis indicat es that per sonal vehicle use is cheaper for the Univer sit y.  

 
B. DESIGNATED STAFF & RESPONSIBLE DEPARTMENT(S)  
 

Individual traveler s  
Budget Unit Direct or s  

             Accoun t s Paya b le  
  

 
C. PROCESSING CYCLE 
 

Daily or upon need aris ing for business travel  
 
D. REQUIRED RESOURCE MATERIALS  
 
 Pre -Approval Request  –  online in Chrome River  

Expense Report  –  online in Chrome River  
Misc. Receipt s  

 
 

E. GOVERNING POLICIES AND PROCEDURES 
 

CAPP Sect ion 20335 –  “Travel Regulat ions”  
Univer sit y Policies #1051 –  Business Travel Policy  
Int er nal Revenue Code Sect ions Governing Business Expenses  

             



http://www.dgs.virginia.gov/OfficeofFleetManagementServices/TravelPlanning/tabid/170/Default.aspx
http://www.dgs.virginia.gov/OfficeofFleetManagementServices/TravelPlanning/tabid/170/Default.aspx
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6. Failur e to pr ovi de the cost/benef it analysis when the daily mileage is 2 00 miles or 
mor e will reduce the reim bur sem ent rat e.  

 
7. Mileage vs Air Travel -  When travel is by per s onally  owned aut om obile, the tot al 

of the expenses reim burs ed, including meals and  lod ging, shoul d not exceed the 
tot al cost of the trip using the most econom ical public air transport at ion fare 
available, also including meals and lodging. Agency Heads or their designees are 
aut hor ized to grant except ions to this policy when just if ied. C omparative 
stat ements should be attached to the Expense Report  for reimbursement.  

 
8. The reim bur sem ent rat e is reduced for stat e employees under cer t ain 

cir cum st ances or for any per son who travels over 15,000 miles in a fiscal year. 
Contact the Accounts Pay able Manager for a ddit ional det ails.  

 
9. 
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