A revised HCSD policy has been posted for your files. 
HCSD policy number 0513-05 "Travel Regulations" has been posted on the Public side at <http://www.lsuhsc.edu/hcsd/policies>. Per the directions distributed by past email, you will find the policy with all applicable working links on this website. The policy is also available via Outlook (see directions on accessing), or from your hospital policy coordinator.

The following is a summary of additions/amendments that have been made to the policy:

· 
The rate of reimbursement for use of personally owned vehicles, in state travel, while in the conduct of official University/system business has been changed from .34 cents per mile to .36 cents per mile


Mileage for moving expenses shall be reimbursed at the federal rate in effect at the time of the move. 


When use of a privately owned vehicle has been approved for out of state travel, the traveler will be reimbursed for en route expenses inclusive of meals, lodging and mileage on the basis of .36 cents per mile. The total cost may not exceed the cost of travel by state contract air rates of coach rate if no contract rate is available. 


For in state vehicle rentals there is a contract with Enterprise which use is mandatory unless it is determined the vendor does not have the appropriate size fleet in stock for the date of use


Travelers may be reimbursed up to the following amounts for meals as follows: 

	
	Tier I
	Tier II
	Tier III
	Tier IV

	Breakfast
	$6
	$6
	$8
	$9

	Lunch
	9
	10
	11
	12

	Dinner
	13
	15
	19
	22

	Total
	$28
	$31
	$38
	$43



Receipts from a bona fide hotel or motel for lodging shall be submitted and attached to the travel voucher. The general travel actual amounts are not to exceed: $60 in state (except as listed), $100 New Orleans, $155 Extra high cost areas-Baltimore, Boston, San Francisco, Seattle, $180, New York City, Chicago, Washington DC, $165 International Cities 


Conference Lodging (Plus Tax, Receipt Required)-$70 In state (except as listed), $70 Lafayette, Slidell, $75 Bossier City, Shreveport, Lake Charles, Sulphur, $80 Baton Rouge, Gretna, Kenner, Metarie, $120 New Orleans, State sponsored conferences, $155, Baltimore, Boston, San Francisco, Seattle, $180 International Cities

The signed copy has been posted and may be printed for your files. A copy of the updated policy manual table of contents will also need to be printed for your files noting the addition of this new policy. If you have problems accessing the new policy or the policy manual, please call Andrea Willingham, 922-2215. 
