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 Responsible Executive: Senior Vice President of University 
Finance and Business Services 

Responsible Office: Comptroller 
Effective Date: 07.01.2022 
Last Revised: 01.06.2023 

 

TRV: 535 - LODGING  
 
REASON FOR THIS POLICY 

Clear standards of allowable lodging expenses for individuals traveling on University business. 
 
ENTITIES AFFECTED BY THIS POLICY 

• All units and departments that may authorize University business 
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incurred for personal purposes and is considered avoidable. 
 

RESPONSIBILITIES 

Traveler: agrees to and will adhere to all university travel policies, will always seek pre-trip authorization and approval from 
department leadership to expend funds for travel, and will provide all policy required and requested documentation to the 
travel specialist pre and post travel. 

 
Departmental Supervisors: reviews business travel requests of direct report employees and Volunteers as 
required by travel policy and verifies business need. 

 
Local Fiscal Oversight Designee: reviews all travel requests and verifies funding source (speedchart, 
sub_dept, account codes) and determines and communicates any funding caps or limitations. 
 
Departmental Leadership: ensure that only properly qualif7n1 0 Td
[e2.3 (d)]TJ
0 Tc 0 Tw ( )Tj
-0.002 Tc 0.002 T8 (per)-68.4 (i)3.2 (f)-8 ( )-12.10.241 0 Td
[(5.0029o2uw 3.289 0 our)-6.3 (e)]TJ
-12.2 (3.2 d
( 
0 Tc 0 x noq TD
t[noq TD
t[noin0.017 Tcd
( )3)-5.5 1[(q)v0.229 id
( )Tj
u
( )Tj
a0.005 Tc 7 (ol)-8.9 (unt)-168(oy)-8.1 (e)-12.2 (es)]TJ
0 Tc 0 Tw 4.867 0 Tdt)-1.1 (r)02 Tc 0.002 Tw 0.241 0 Td
[(an)-12.3 (d)]68(oy)-8.[(.002 Tc 0.241 0 o Tw14[(q)-12.3 (ual)-8.9 (i)3.1 (f7n110 Tc 0 Tw (:)-1255.8 (n)0to( )Tj
-0.002 T0.835.8 (n)0.6 (ta)-6.2 (l)]TJ
0 Tc 0 Tw 1.06 0 Td
( )Tj
-0.62 Tc 0.002 Tw 0.241 0 Td
[(t)-1.1 (r)-18.4 (av)-8.2 (l)]TJ
0 Tc 0 T7(oy)-8.1on ( )Tj
-0.002 Tc1(s)-8 ( ne)-12.2 ( (har)-6.4 (t)-13.1 (,)567J
EMC1)TjMC 
ET
/Artifact BMC 
57.6 602.55 123.96 1.08 re
f*
EMC 
BT
/P <</MCID 91 >>BDC 558Tj
EDC 
0o 0.265 0 0.265 0 Tn)-12.3 (d  Td
[(q)aw 0.241 0 Td
[(t)-835.8 (n)0.6 (ta)-6.hat)]TJ
0 Tc 0 Tw 1.675 0 TUd
[(9j
-0.005 Tciv0.2289 0 ou )Tj
r ( ))-12.12289 0id
(4)Tj
Td
[(pr)-6.4 (o)4ental  a n d 4  > > 
 0  T c  0  T w  (  ) T j 
 - 0 . 0 0 2  T 3 . 2 8 9  0  T d 
 [ ( t ) - 1 3 . 2  ( ( l y ) ] T J 
 0  T c  0  T w  1 . 8 4 3  0  T ) ] T J 
 0 . ( e s ) - 8 . 1  d 
 (  ) T j 
 - 0 . 6 2 . 1  o 2  ( g  c ) t a  n t s .

 




	REASON FOR THIS POLICY
	ENTITIES AFFECTED BY THIS POLICY
	WHO SHOULD KNOW THIS POLICY
	POLICY
	RESPONSIBILITIES
	PROCEDURES
	RELATED INFORMATION
	Forms or Tools
	Cross-References
	Sources

	APPENDIX

