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Travel and Staff Development Guidelines for Duke University Libraries 

 
The following statements reflect the Library’s continuing commitment to ensuring an equitable and 
meaningful approach to funding staff travel and to make the best use of limited travel funding. Library 

employees should take the initiative to seek out training and other opportunities to develop their job-related 

knowledge and skills.  Likewise, they should pursue levels of participation in activities that will enable them 
to make contributions to the work of the Perkins Library System, the University, and relevant professional 

organizations.  These guidelines are intended to supplement, not replace, University policies governing 

travel. 

 
These travel guidelines apply to all staff (“all staff” refers to monthly and bi-weekly employees) of the 

Library, including those working part-time, on term appointments, and on grant funding that includes 

provisions for travel. Application may also be made for travel support for staff working on grants without 
provisions for travel, through their department head and/or Executive Group member. 

  
CATEGORIES OF TRAVEL 

 
Category One applies when the Library requires staff to travel to conduct or in support of the direct business 

of the Library.   

 
This category of travel includes, but is not limited to: 

• Attendance as an official representative of the Library at meetings of associations and other 

organizations in which the library holds an institutional membership 

• Attendance at meetings where an individual has been designated to officially represent the 
Library 

• Development/Fundraising: contact with outside funding agencies, meetings with donors, 

etc. 
• Development of vendor relations: contract negotiations, demonstrations, etc. 

• Site visits 

• Training/Education required by the Library to acquire specific skills needed for essential 

functions of the position 
• Acquisition of library materials or to arrange for such acquisition where normal means of 

acquiring materials are not available 

• Other official Library business as defined by the University Librarian 
 

Category Two applies when travel is undertaken at the initiative of the employee for the purposes of 

participation in professional associations, staff development and training/education.   
 

This category of travel includes, but is not limited to: 

• Conference participation: Defined as travel undertaken to present a paper or poster session, 

participate in a panel discussion, chair or moderate a session, serve as elected/appointed 
officer or committee member (or otherwise engaged in organization activities) of a 

professional library or scholarly association 

• Travel by newly appointed staff:  Defined as travel undertaken by a staff member with less 
than three years of library experience, or experience in a new position, to attend a meeting 

of a professional association 

• Conference attendance:  Defined as travel to a conference or meeting to broaden a staff 
member’s perspective, to keep current in his/her field and in the profession as a whole, and 

to become involved in professional activities 
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• Training & Education/Staff Development: Defined as staff-initiated travel to attend courses 

or meetings at which s/he will acquire skills to expand his/her knowledge or enhance his/her 
job performance.  It is expected that training/staff development travel will be reflected in 

that employee’s PEP 

 
TYPES OF TRAVEL 

 
Local area:  Attendance at a conference, workshop or meeting within the RTP metropolitan area (Raleigh-

Durham-Chapel Hill-Cary). 
 

Out of area:  Attendance at a conference, workshop or meeting outside the RTP metropolitan area. 

 
FUNDING 

 

Category One: 

 
Local area:  The full cost of registration for the conference, workshop, course or meeting. 

 

Out of area:  Full cost of transportation by the most economical means to the destination (includes 
ticket or personal mileage incurred to/from the destination) and the full cost of “early bird” 

registration, meals and lodging.   

 

In order to be reimbursed, expenses must be detailed on the Travel Expense Form and receipts must 

be provided. 

 

Category Two: 

While staff development and participation in the profession is principally the responsibility of the 
individual staff member, the Library encourages such involvement by providing paid released time 

for approved Category Two travel along with some financial support. 

Local area:  The full cost of registration for the conference, workshop, course or meeting. 

 
Out of area:  Transportation by the most economical means to the destination (includes ticket or 

personal mileage incurred to/from the destination) and the full cost of “early bird” registration, plus a 

daily supplement to offset actual expenses for meals, hotel, parking (airport and destination) taxis, 

etc.  An exception to this is when travel is not possible directly to the destination, ie a conference is 
in St. Augustine, FL, but the closest airport is Jacksonville.  In this case, taxi, airport transport and/or 

a rental car may be authorized. 

 
The supplement amount, based upon the travel purpose, will be determined annually prior to the start 

of the new fiscal year (Attachment A).  In order to be reimbursed for the supplement, expenses must 

be detailed on the Travel Expense Form and receipts must be provided for an amount equal to or in 

excess of the supplement payable for the entire trip. 

 

APPROVAL PROCESS 

 
1. Submit Administrative Leave Request through supervisor to department head for approval and 

funding level/source (cost object, grant, etc).  If the requestor reports to an Executive Group 
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member, the leave request should be routed to that EG member for approval.  If the requestor 

is not an EG direct report, then the department head is the authorizing official for the travel.  

2. Authorizing official forwards approved forms to Area Support Center (ASC) to be entered into 

the Travel database.  Once entered the original request is returned to requestor.  ASC may keep 

copy of approved form for their file. 

3. Once requestor has received approved Administrative Leave Request form they may proceed 

with making necessary travel arrangements. 

4. Staff should notify their Department Head or Executive Group member and Business Services if 

there are any changes to a trip that was originally approved for funding.  

 

TRAVEL ACCOUNTING 

 

1. Travel arrangements should not be made until an approved Administrative Leave Request 

form has been received. 

2. Receipts for airline tickets, registration, and/or other expenses incurred using a procurement 

card prior to actual travel should be submitted to departmental Paris administrator along with 

a copy of approved Administrative Leave Request form as soon as expense has been incurred.   

3. Within two weeks of their return, employee should complete a Travel Expense Form and 

submit appropriate travel receipts to their Area Support Center (ASC).  

4. ASC will review form and forward to the employee’s department head or EG member 

(depending on who approved the travel) for approval. 

5. ASC forwards approved form with receipts and copy of Administrative Leave Request form to 

Business Services for review and entering of final expense total into database. 

6. Business Services returns documentation to ASC for processing. 

 

REPORTING  

 

It is expected that staff whose requests to attend special meetings or workshops are approved will 

share the benefits of their attendance with their colleagues in an appropriate form, i.e., 1) a written 

brief report describing the nature of their conference participation and its importance to the Library, 

which could be published in the IB or through e‐mail; or 2) a verbal report at a departmental meeting, 

a meeting with interested parties, a brown bag lunch, etc.  



82 · Representative Documents: Travel Policies

duke univerSity
Travel and Staff Development Guidelines for Duke University libraries 

Created: 7/25/02 
Last Revised: 11/14/08 

Attachment A 

 
FY 2006/2007 Supplemental Payments for Category Two Travel 

 

• Active Participation and/or Presentations at Conference:     $75/day 

• Travel by staff with less than three years of library or position experience:   $75/day 
• Conference attendance:          $40/day 

• Training & Education/Staff Development:      $40/day 
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I. Purpose and Eligibility 
 
The NCSU Libraries encourages professional involvement and work-related 
development for library staff.  Continuing development and education benefit the 
Libraries, the university, the profession, and the individual.  Travel funding and release 
time provide support for this facet of a dynamic library program.  Travel must be in 
accordance with state and university policies. 
 
Library personnel may request funds to provide assistance to attend professional 
conferences, workshops, courses, seminars, symposia, etc. (the term "meeting" will be 
used in this document to refer to all of these events).  Employees in regular positions 
who have at least half-time appointments are eligible to request travel support.  Support 
for professional development that requires international travel is normally limited to 
reimbursement of registration.  The Libraries does not support travel within 3 months of 
an employee's separation from the NCSU Libraries. 
 
Those requesting funding and/or release time for travel must demonstrate that 
meetings attended are work-related and will enhance job performance, competence, or 
professional growth.  Because the benefit of the experience is shared by the Libraries and 
the individual, and because funds are limited, the cost of travel for development is 
usually shared by the individual and the library.  Travelers are expected to exercise the 
same care in incurring expenses that a prudent person would exercise if traveling on 
personal funds.  Excess costs, circuitous routes, upgrades and luxury accommodations,  
as well as costs incurred for convenience or personal preference, will not be funded. 
 
Non-exempt staff attendance at training and development meetings must be strongly 
related to position responsibilities, as time attended is considered time worked under 
the Fair Labor Standards Act.   Non-exempt employees must include travel time to and 
from meetings as time worked.  Non-exempt staff and supervisors considering requests 
for travel authorization outside the Triangle should consult with Personnel Services for 
guidance on calculating and recording time worked to prevent unauthorized accrual of 
overtime.  
 
Essential travel:  Occasionally, due to budget constraints, travel may be restricted to that 
which is considered essential.  The Libraries considers travel to be essential when the 
requester is the chair, officer, or member of a major committee or of the sponsoring 
organization; is listed as a speaker or awardee on the published program of a 
professional meeting; is attending a meeting that has been approved as a primary 
meeting; or when the sponsoring agency is covering the traveler’s expenses.  The state or 
the university may impose more restrictive limitations. 
 
II. Categories of Travel  
 
Administrative Travel Travel to serve as an official representative of the Libraries as 

authorized by the Vice Provost and Director of Libraries. 
 
Digital Library  A subset of Administrative Travel, to further digital library  

programs and services. 
 
Fellows A subset of Administrative Travel to support NCSU Libraries 

Fellows.  ALL Fellows travel and training must be paid from 
this stipend; Fellows are not eligible for other travel/training 
categories. See Appendix 2 for Guidelines. 
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Training A subset of Administrative Travel for training in skills that 

are directly related to an employee’s current position.  
 
IT Training A subset of Training, to further information technology 

services.  
 
Distance Learning Training and travel for Distance Learning initiatives and 

projects. 
 
Developmental Travel  Travel that is beneficial but not critical to maintaining library 

operations and that is integral to the Libraries’ strategic 
directions.  Meetings for staff members to gain new 
knowledge, deliver papers and presentations, participate in 
panels, manage workshops, or serve as organizational 
officers, chairs, or committee members.  The minimum for 
reimbursement for exempt staff is $20; travel with expenses 
less than $20 should be treated as Release Time Only. There 
is no minimum reimbursement for non-exempt staff. 

 
NC LIVE Training for NC LIVE staff and projects; restricted to staff 

paid from NC LIVE budget or working in an official capacity 
for NC LIVE. 

 
Regularly Assigned Duty Travel  
 Travel by those in positions whose regularly assigned duties 

require travel, e.g.,  travel to evaluate collections for potential 
donation, travel to deliver instruction to NCSU distance 
learners, travel by NC LIVE staff to member libraries.  
Employees in such positions should complete a blanket 
authorization request at the beginning of each fiscal year.   
See Appendix 3 for Guidelines 

 
Release Time Only (RTO) This category applies to exempt staff only for work-related 

travel that does not require the use of leave, but for which 
there is no reimbursement of expenses.  

 
III. Review and Approval of Travel Requests 
 
The Libraries Travel Request Form must be completed in its entirety and submitted with 
all required documentation in order for an employee to receive authorization to travel 
(except for Regularly Assigned Duty travel).  The requestor should submit the form at 
least three (3) weeks before travel begins, to allow adequate time for the review process, 
registration, and to ensure best airfares.  Travel without prior approval through all levels 
may make the employee personally liable for all costs associated with the travel. 
 
In general, travel requests pass through the following review process:  1) department 
head, 2) assistant/associate director for division, 3) Library Travel Committee (LTC) 
(Developmental only) or AD responsible for funding source, and 4) Director of Libraries.  
Reviewers should route requests promptly to assure that travelers can take advantage of 
early registration, airfare, and lodging options. 
 
Supervisors/administrators will review requests to determine the benefit of travel to the 
Libraries and to the individual, and to consider the effect of travel on departmental 
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staffing and divisional needs and priorities.   Each reviewer certifies that s/he has 
verified that all required documentation accompanies the request, provides comments, 
and indicates the priority level of the request and whether it is or is not supported.  Once 
the review process is completed, the applicant will be notified of the action taken by 
return of a copy.  With the exception of library-assigned travel, expenses are approved 
on a line-item basis unless otherwise noted.  Employees will be responsible for 
expenses that exceed approved amounts.  If circumstances beyond the traveler’s control 
increase the anticipated cost of travel beyond any approved 20% revision to airfare 
expense as described in Section V, the traveler should contact his/her department head 
or assistant/associate director immediately AND submit a revised Travel Request Form. 
 
Note:  Finance and Business will not incur any expenses (such as pre-paying airfare or 
registration) until an approved Travel Request Form (with all signatures) is on file. 
 

 

Approvals Needed, Based on Type of Travel 

 
Type of Travel 

Dept. 
Head 

AD for 
Unit 

Asst/Assoc. 
Dir. 
Responsible 
for funding 
source* LTC** Director 

Administrative, 
Digital Library, IT 
Training, Fellows, NC 
LIVE, Distance 
Learning 

X X X  X 

Developmental X X X X X 

Training X X X  X 

Release Time Only X X   X 

Regularly Assigned 
Duty 

X     

*Administrative – Vice Provost and Director of Libraries 
Digital Library, IT Training, – AD for Digital Library  
Training, IT Training, Developmental, Fellows – AD for Organizational Design and 
Learning  
Distance Learning – Deputy Director 
** LTC - consult the NCSU Libraries Intranet to determine the current chair of the 
Library Travel Committee 
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IV. Guidelines for Expenses 
 
Staff are expected to seek the most reasonable fares and accommodations, allowing for 
safe travel.  Guidelines apply to "normal and predictable" types of travel.  In cases where 
an urgent need does not permit planning in time to receive reduced fares, or in case of 
an emergency that necessitates excessive or unusual cost, a thorough explanation of 
circumstances is required.   
 

A.  Transportation.  Travel should be by the most economical, direct, and usually 
traveled route and method.  

-- Air fare should be at the best available advance purchase coach rate. 
Travelers who prefer to have tickets paid directly by the Libraries may 
book tickets through the Libraries’ approved travel agent and may 
include the agent’s booking fee. Travelers who purchase their own tickets 
may submit paperwork for reimbursement in advance of travel.  Proof of 
completion of the flight is required after the trip. 
--Employees may use a state car or personal car for travel within the state 
or to neighboring states when that is more economical than air travel.  For 
out-of-state travel, cost comparison with air travel must include lodging 
and extra time away from work required when driving instead of flying.  
--To estimate the cost of a state vehicle, check the University Motor Pool 
at Fleet Services, http://www.ncsu.edu/facilities/fac-
ops/mp/index.php. 
--When the Libraries is paying for a state vehicle(s) to transport staff to a 
meeting, there will be no reimbursement to travelers who choose to use a 
personal car when space is available in the state vehicle.   
--Family members  (who are not library employees) may not travel in 
state vehicles without prior approval from the Vice Provost and Director 
of Libraries. 
--Travelers are not normally permitted to request reimbursement for 
rental cars (See Appendix 1). 
--Parking, toll charges, taxi/shuttle fares, and other related expenses must 
be requested and approved in advance. 
 

B.  Lodging.  Travelers should seek safe and reasonable lodging.  Lodging 
should be close to the meeting site, such as in a conference hotel, to reduce 
commuting expenses.  When possible, rooms should be shared, but a 
supervisor may not share a room with a member of his/her staff.  Expenses 
for family members or other non-library employees sharing a room are not 
eligible for reimbursement. 

 
C.  Registration.  Registration fees will normally be paid/reimbursed at the 

advance registration member rate. 
 

D. Meals. Reimbursement for meals may be requested in accordance with 
current state subsistence rates: 
http://www.ncsu.edu/policies/finance/travel/REG07.65.8.php.   

 
V. Revisions, Cancellations, Accidents  
 
Due to the volatility of airfares, funders may designate approval of requested fare plus 
20%.  The traveler may then book the ticket at the fare available at the time travel is 
authorized, up to that amount.  If the only flight available exceeds that amount, the 



102 · Representative Documents: Travel Policies

north carolina State univerSity
NCSU Libraries Travel and Training Guidelines and Procedures 

traveler must immediately notify the divisional AD to find out whether the Libraries 
will fund the excess cost of the ticket. 

 
Funding for any other increases to projected and approved expenses must be requested 
in advance through a revised Travel Request Form.  
 
If an exceptional/unavoidable situation occurs during travel that will increase the cost 
of the trip beyond that approved (for example, a flight cancellation forces the traveler to 
spend an extra night in a hotel), the traveler should contact, via phone and email, his or 
her assistant/associate Director and the Director of Finance and Business to explain the 
circumstances.  Outside business hours, the traveler must use his/her best judgment in 
keeping with the reasoning of a “prudent person traveling on personal funds.” 
 
A traveler who cancels an approved trip must immediately notify the department head, 
the assistant/associate director, and the Director of Finance and Business.   If costs have 
been incurred by the Libraries (e.g., registration or airfare) the employee will make 
every reasonable effort to gain a refund.  The employee will be expected to repay non-
refundable expenses unless the cancellation was at the request of the Libraries, with 
prior approval of the Vice Provost and Director of Libraries.  In the event of an accident, 
serious illness or emergency, the Director may use her discretion regarding payment of 
charges and penalties.  To confirm cancellation, the traveler should return his/her copy 
of the approved Travel Request Form to Finance and Business.  If the cancellation results 
in an unused plane ticket, reimbursement may be delayed pending use of the ticket at a 
later date for another approved trip, subject to repayment of any extra costs incurred in 
rescheduling. 

 
All motor vehicle accidents involving university-owned vehicles and rental cars used for 
official   university business must be reported to the police, NC State Insurance and Risk 
Management (http://www2.acs.ncsu.edu/insurance/), the Director of Finance and 
Business, and the rental car agency, no matter how small the cost of damage or who is at 
fault.  See the Motor Vehicle Insurance and Risk Management Regulation 
(http://www.ncsu.edu/policies/finance/ins_risk/REG07.35.3.php) for information on 
insurance coverage for state, personal, and rental vehicles. 
 

VI. Separation from the Libraries.  Unless waived in advance (as indicated by the 
Vice Provost and Director of Libraries on the Travel Request Form), the Libraries expects 
employees who travel within three months of a voluntary separation to repay travel 
expenses.   
 
VII.  Library Travel Committee 
 
The Library Travel Committee (LTC) is a standing committee that administers the 
Libraries’ Developmental Travel budget.  LTC members review all requests in the 
category of Developmental Travel.  The Assistant Director for Organizational Design 
and Learning (ADODL) is the Directors Council liaison to the LTC.  The ADODL 
informs the committee of the total amount of developmental travel funds expected to be 
available for the fiscal year.  
 
Committee Composition/Eligibility.  The LTC is composed of five librarians, elected to 
staggered three-year terms by the library faculty.  All library staff holding regular EPA 
appointments, with the exception of members of the Directors Council, are eligible to 
serve and to vote on the LTC.   
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Elections.  Elections are conducted each February by the NCSU Librarians Association. 
Nominations must be submitted to the Librarians Association by the end of January 
(self-nomination is encouraged).  Voting is by secret ballot.  All terms are for three years 
(July 1 through June 30).  If a seat is vacated before the end of a term, a special election 
will be held for a replacement, who will serve the remaining term.  The LTC elects a 
committee chair annually from among its members. 
 
Meetings.  The LTC meets quarterly or more frequently if deemed necessary by the 
chair. The LTC meetings are closed, and discussions held in confidence.  Travel requests 
are reviewed regularly by the committee.  Information about LTC meeting dates is 
issued by the LTC chair. 
 
Funding Priorities.  The LTC will consider applicants’ purposes for traveling, previous 
awards, expected benefits for the Libraries, number of staff attending the same meeting, 
and other pertinent factors in making its recommendations. The LTC bases its decision 
on the following priorities (in order): 
 

1. Those presenting a paper or address, those with workshop, training, or 
teaching obligations, and panel members. 

2. Those who hold organizational office or are committee chairs. 
3. Those who are committee members or those attending workshops or 

courses pertinent to providing important and up-to-date library services.  
4. Those attending a primary professional meeting in their discipline. 

 5.  Those attending meetings for professional development. 
 
The LTC may give special consideration to those who have not previously received 
travel funding. 
 
Funding Formula.  The LTC reserves the right to differentiate proportions funded, 
based on library priorities.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This document is maintained by the Libraries Office of Personnel Services 
Revised 07/22/08 WLS 
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Travel Policy 

CONTENTS 

• Policy 
• General guidelines 
• Categories of travel: 

• Administrative  
• Non-administrative   

• Procedures 
• Reporting 

POLICY 

Professional involvement by exempt staff is important to the Northwestern University Library. Attendance at and 
participation in professional meetings is recognized as beneficial to the Library organization and to the University as 
a whole. Making contributions to the field of librarianship and to scholarship, enhancing the collections and services 
at NUL and furthering cooperation with other libraries are important professional activities. Through its exempt 
staff, the Library seeks to influence and contribute to regional and national library developments that will enhance 
our ability to support the teaching and research goals of the University.  

Therefore, the Library Administration is committed to assisting attendance and participation in professional 
activities to the maximum extent possible in order to enhance professional growth and development of the exempt 
staff membership. This assistance is given through financial support of travel and release time to attend professional 
activities. Professional travel should be viewed as the shared responsibility of the University Library and the staff 
member, and the individual is expected to share some of the costs.  

GENERAL GUIDELINES 

Professional travel includes attendance at and participation in professional workshops, institutes, conferences, 
seminars, and other specialized meetings conducted on a local, state, regional, national or international level; visits 
to vendors; visits to other libraries for the purpose of examining specific operations, applications, etc.  

Funds allocated annually to the travel budget will be used to provide financial support for these professional 
activities. Each exempt staff member will be eligible for travel funding as described in this policy. 

The travel policy should be reviewed by the Assembly at least every three years (or more frequently as needed); 
recommended revisions should be submitted to the Library Administration for approval.  

The travel policy adheres to all University Travel Policy guidelines.  

CATEGORIES OF TRAVEL 

I.    Administrative travel:

This category includes travel initiated by Library Administration for the purposes of conducting general library 
business and approved by the University Librarian. Up to full reimbursement of University-allowed expenses is 
given. This category includes:  

1) Attendance as official representative of the Library at meetings of associations and other organizations in which 
the Library holds an institutional membership (e.g. ARL, CIC, OCLC) 

2) Attendance at meetings where an individual has been designated to officially represent the Library 
3) Professional development required by the University Library in training sessions which directly increase the 

Library's ability to perform its mission 
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4) Other official NUL business, such as: 
• Contacting outside funding agencies or meeting with prospective donors 
• Development of vendor relations or 
• Site visits 

II.    Non-administrative travel 

This category encompasses all professional travel not undertaken for the purpose of conducting general library 
business.  This includes: 

Conference participation and attendance: travel undertaken to present a paper or poster session, participate in a panel 
discussion, chair or moderate a session, serve as elected/appointed officer or committee member (or otherwise 
engaged in organizational activities) of a professional library or scholarly organization.  

Professional development initiated by the staff member: travel to a conference, meeting, workshop, etc. undertaken 
to broaden a staff member's perspective, to keep current in their field and in the profession as a whole, to become 
involved in professional activities, or to promote, improve or enhance job-related skills. 

“Blended” proposals, in which both administrative and non-administrative travel occur in one trip, can also be 
submitted. This might occur, for instance, if a staff member attending ALA also attended a pre-conference workshop 
directly related to job duties. If approved, the expenses for the pre-conference might be reimbursed as administrative 
travel, while the remaining conference expenses would come out of the staff member’s annual travel allowance. 

PROCEDURES

Administrative travel:

Employees will be reimbursed for 100% of approved expenses for administrative travel. Reimbursement for local 
Administrative travel will include registration, transportation, parking and any meal which is a part of the travel. 

Using the travel request form, all requests for Administrative travel must be approved by the staff member’s 
immediate supervisor, division head, and the University Librarian. This approval is for consideration of the 
necessity of the travel as well as the consideration of the time off. The employee should make every effort to turn in 
the request as early as possible.  When approved, a copy of the travel request form will be forwarded to the Business 
and Finance Office by the office of the University Librarian. The employee approved for administrative travel will 
follow University guidelines with regard to air travel, car rental, hotel, registration, per diem for meals, and any 
other expenses related to travel.  

Staff will notify their supervisor if not taking a trip for which approval was granted and notification will be 
conveyed to the Business and Finance Office.   

Within four weeks of the completion of the travel, the employee should complete a travel expense form and submit 
appropriate travel receipts to the Business and Finance Office to obtain reimbursement. In accordance with 
University policy, the signature of a supervisor is needed in order to submit the request for reimbursement. 

Non-administrative travel:

In order to support the autonomy of the individual professional and the department, financial support for non-
administrative travel will be handled through an annual travel allowance. The amount of the travel allowance 
available for non-administrative travel will depend on the available travel budget and will be determined by the 
University Librarian in consultation with the Assembly of Librarians. A memo with the specific amount of the travel 
allowance will be sent to exempt staff in July for the fiscal year which begins September 1. 

In addition to the base, additional funds are provided for one of the following:  

• Librarians new to the profession will be given an additional $200.00 per year for 5 years after completing 
the MLIS.  
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• Employees whose salary is in the lower 15% of salaries and who are not new librarians will be given an 
additional $200.00 per year as long as the salary remains in the lower 15%.  

Employees who are eligible for either provision will be notified of their status in the annual travel memo, which will 
include the total amount of the allowance (base + supplement) available to them. 

All requests for non-administrative travel must be submitted using the travel request form. A request for travel may 
be made at any time during the year and is submitted to the immediate supervisor for approval. This approval is for 
consideration of the relevance of the travel as well as the consideration of the time off.  Each eligible employee is 
free to use his or her travel allowance for any travel which: 

• is relevant to the individual’s employment; 
• is in compliance with University guidelines for travel; and 
• has been approved in advance by the supervisor. 

Within the parameters of the travel allowance, employees are not limited to a specific amount of money per single 
trip provided the expenses for which reimbursement is expected follow University guidelines for travel.  Exempt 
employees are free to choose to spend the total travel allowance on one trip or spread it over a number of trips. 
There is no roll over of funds to the next year nor is there borrowing from one year to pay for travel in the previous 
year.

Staff will notify their supervisor if not taking a trip for which approval was granted.   

Within four weeks of the completion of the travel, the employee should complete a travel expense form and submit 
appropriate travel receipts to the Business and Finance Office to obtain reimbursement. In accordance with 
University policy, the signature of a supervisor is needed on the request for reimbursement. 

International travel:

International travel is funded either as administrative or non-administrative travel, whichever is appropriate.  
Employees traveling internationally should use the procedure for the type of travel they are requesting, as described 
above.  No extra funding will generally be available for non-administrative international travel.  However, if the 
employee can demonstrate that part of the trip fulfills the criteria for administrative travel, the employee may submit 
a blended proposal for reimbursement of expenses for the administrative portion. 

REPORTING 

It is expected that employees who engage in travel for which there is either time off or funding given, will share the 
benefits of their attendance with their colleagues in an appropriate form such as a written brief report or a verbal 
report at a departmental meeting, a meeting with interested parties or other forum. Not all meetings, such as annual 
ALA meetings need to be reported on in detail, however, sharing relevant information from the ALA or other 
similar professional meetings is always welcomed.  

Historical notes: Originally issued Dec. 15, 1976. Revised: April 30, 1993 and August 29, 2002. Issued as Policy & 
Procedure Manual p. 90-95A (Chapter II). Modified: August 29, 2002. Revision submitted to the Assembly for 
approval: April 2, 2007. Revisions approved by the Assembly: April 16, 2007. Administrative Committee approved 
Policy: June 19, 2007 


