
MECHANICAL ENGINEERING TRAVEL GUIDES 

Travel Authorization: 

1. Travel Authorization Forms are required for ALL travel. 

2. Regardless of who is paying for the trip, travelers must obtain department approval for all travel. Traveler 

must reimburse the University for any travel-related expenses incurred by the University and ultimately paid 

by another entity.  

International Travel: 

1. International airfare MUST be booked by calling a Christopherson travel agent at: Christopherson 

Business Travel  

2. If international travel is supported by federal funds, you must comply with the Fly America Act. 

3. For no cost international trips, travelers must log their trip itinerary in iSOS: Step-by-Step Instructions 

4. For more information visit the Risk Management Website: International Insurance & Travel Assistance 

Programs 

5. When traveling to or from another country, keep in mind that laptops and mobile devices are subject to 

confiscation and export control. The law may require an export license to travel with these items. Export 

control licenses take time so plan ahead. Please refer to the Vice Chancellor for Research website for 

further information.  

Airline Tickets: 

1. To book airfare, traveler MUST either use the online CONCUR Travel and Expense System OR contact a 

travel agent with Christopherson Business Travel:  

1. To purchase airfare using the Concur Travel System ($9 processing fee): See the PSC Training 

and Help website at Booking a Trip 

2. Booking through a Christopherson Agent ($20 processing fee): See available agents at 

Christopherson Business Travel 

2. External Internet Site: If purchasing from an external internet site (e.g. Orbitz, Expedia, Kayak) you must 

obtain a comparison quote from Christopherson. You can do this through the Concur Travel System. Enter 

the specifications of your travel in the search fields and print the list of Concur fares. You may also contact a 

Christopherson Agent for a comparison quote. If the external internet airfare is less than the quote, 

proceed with your purchase using a personal credit card. Your quote and purchase must be on the same 

day. Without this comparison you will not be reimbursed for the cost of the airfare. For reimbursement 

after the trip: reference the comparison quote information from Christopherson in the comments on your 

expense report. Attach the proof of payment for your ticket purchase.  

3. PARKING: Discounts on parking near DIA are offered to all University employees. Methods for obtaining 

discounts are different for each vendor so please use the following link for detailed information - DIA 

Parking 

4. Free Baggage: Frontier Airlines is providing free baggage with the purchase of State Airfare Price 

Agreement tickets. In order to avoid paying baggage fees, please verify with your travel agent that you have 

purchased a ticket via the State of Colorado Airfare Price Agreement. 

I need a rental car: 

Book rental car online through Concur Travel and Expense System: 

1. Insurance: Decline insurance for domestic preferred cars (Avis, Budget, National, Enterprise and Hertz), 

accept insurance for international and non-preferred vendors. In most cases, VISA provides Collision/Loss 

Damage Waiver (CDW/LDW). The State contracted agencies provide liability coverage. For more 

http://www.colorado.edu/abs/sites/default/files/attached-files/ta_spa_form.pdf
https://www.cu.edu/psc/traininghelp/learningresources/travel/ApprovedTravelAgencies.pdf
https://www.cu.edu/psc/traininghelp/learningresources/travel/ApprovedTravelAgencies.pdf
http://www.gsa.gov/portal/content/103191
http://cips.colorado.edu/Content/Guides/Step-by-Step.pdf
https://www.cu.edu/content/internationaltravel
https://www.cu.edu/content/internationaltravel
http://www.colorado.edu/VCResearch/integrity/exportcontrols/index.html
https://www.cu.edu/psc/traininghelp/learningresources/expensesystem/captivate/SbS%20Booking%20Trips%20in%20the%20Concur%20Travel%20&%20Expense%20System.pdf
https://www.cu.edu/psc/traininghelp/learningresources/travel/ApprovedTravelAgencies.pdf
https://www.cu.edu/psc/traininghelp/learningresources/travel/ApprovedTravelAgencies.pdf
https://www.cu.edu/psc/payables/diaparking.htm
https://www.cu.edu/psc/payables/diaparking.htm
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information contact 1.800.VISA.911 prior to traveling to determine the specific insurance needs applicable to 

your trip. 

2. If you rent a car in person (i.e. not using concur), make sure you rent from one of the above preferred 

agencies. 

3. Note: Four-wheel-drive vehicles may only be rented if the trip requires it to access a difficult-to-get-to 

location. Unless this is the case, travelers must rent two-wheel drive vehicles. 

4. For a list of negotiated rates and information, click here. 

How do I pay for my rental car? 

1. Use your Travel Card to receive insurance coverage benefits. 

2. You will need to obtain an itemized rental car receipt showing proof of payment for rental car and rental car 

gas. 

I need to book a hotel: 

Book lodging online through Concur Travel and Expense System: 

1. Use your Travel Card to pay lodging and any required deposits to the extent of the actual cost of 

reasonable accommodations. Itemized receipts are required for both the lodging deposit and the balance of 

the hotel stay. 

2. You are not allowed to use the Procurement card to pay for lodging! 

3. If you arrange private lodging (staying with family or friends) you can be reimbursed up to $25/day for 

associated costs. 

I need to pay conference registration fees 

Plan ahead and register early to get the early registration discount most conferences provide. Use the Procurement 

card to pay for registration fees. 

I want to pay the fee myself: 

1. Do I have a Procurement Card? If yes, use this to pay for your fee. If not, use your Travel Card and get 

reimbursed upon trip completion. Make sure you print a receipt for the cost of the registration. 

I want someone else to pay the fee: 

1. Conference registration fees can be pre-paid by the department if you don’t have a Procurement card.  

Please see Philip or Nancy for help with registration. 

How do I process a Travel Expense Report? 

1. Expense reports for travel must be submitted within 90 days of travel to avoid having the reimbursement 

reported as income. 

2. You can prepare your own travel expense report in Concur.  Instructions for Reconciling Travel. 

Faculty/staff travel reports are approved by Nancy Tway so please choose speedtype under “submit report 

to:” section.  All other travel is approved by HR Supervisor.   

3. You can have the department prepare your report by filling out the Travel Reimbursement form located in 

the red files in the mail room.  A fillable pdf form is available from nancy.tway@colorado.edu  

4. Please ensure that the appropriate person is approving your report upon submission! 

https://www.colorado.gov/dfp/auto_rental
https://www.cu.edu/psc/traininghelp/learningresources/expensesystem/travel.htm
mailto:nancy.tway@colorado.edu


MECHANICAL ENGINEERING TRAVEL GUIDES 

Frequently Asked Questions 

Complete travel information can be found on the PSC Website 

Questions? Contact the Help Desk at 303-837-2161 or FinProHelp@cu.edu 

Foreign Travel 

The University of Colorado provides assistance to employees who travel outside of the United States. Please refer to 

the University Risk Management website for more information. 

Per Diem Rates: 

Per Diem rates can be found at the US General Services Administration website. 

Personal Car Use 

The standard reimbursement rate is 50¢ per mile and the 4WD rate is 53¢ for road conditions that require use of a 

four-wheel-drive vehicle. 

Reimbursable miles are those driven in excess of the normal round-trip commute to your primary work location — 

regardless of the type of transportation used for that normal commute. 

Receipts 

Travelers must submit original itemized receipts for all charges showing proof of payment. If you paid cash the 

detailed receipt is sufficient, otherwise you will need to document that you paid for the item. If your receipt does not 

provide this additional documentation you will need to submit your credit card statement or your credit card receipt. 

Exceptions: 

o All rental vehicle gas receipts are required regardless of dollar amount. 

o Itemized receipts are required for lodging charges showing proof of payment. 

Proof of Payment 

Written evidence that an expense is no longer outstanding and that a specific individual or entity covered that 

amount. Such information is required in order to process reimbursements. 

Examples of possible documentation could include: 

o Original vendor receipt showing a balance due of zero. 

o Original vendor receipt/invoice showing note that "Paid in full-cash" and vendor’s signature 

o Original credit card slip or copy of credit card summary statement 

o Copy of cancelled personal check to vendor 

o Copy of subsequent month’s invoice indicating that previous amount due was paid. 

Rental Vehicle & Liability Insurance 

https://www.cusys.edu/psc/payables/travel.htm
mailto:FinProHelp@cu.edu
https://www.cu.edu/content/internationaltravel
http://www.gsa.gov/portal/category/21287
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Rent from a preferred vendor and charge to your Travel Card (US Bank VISA). See above for detailed information 

regarding rental car insurance. 

Shared Costs - Employees 

As a general rule, employees should not share expenses. An employee may not use their travel card to pay for 

another employee's expenses. If two University employees in travel status share lodging, each should pay his/her 

own portion of lodging and submit separate reimbursement requests. 

Shared Costs - Spouse, Relatives, and Friends 

Not reimbursable. Employee must cover any personal costs directly. 

Telephone/Fax/Internet Usage Charges 

Such charges for University business are reimbursable. When using hotel services, these charges must be itemized 

and traveler must identify any business-related charges that are reimbursable. 

Tips 

Reasonable tips given to ground transportation personnel are reimbursable (up to a max of 20% of the service 

charge). Maid, porter and bellhop tips are included in the Incidental Expense Per Diem amount and cannot be 

claimed separately. 

Toll Road Charges 

Toll road charges are reimbursable. Receipt and proof of payment are required for charges $25 or more. 

 

Additional Assistance 

For questions/help, please contact nancy.tway@colorado.edu. 

Additionally the Finance & Procurement Help Desk can provide assistance via phone or email at (303) 837-2161, or 

FinProHelp@cu.edu 

 

https://www.colorado.gov/dfp/auto_rental
https://www.cusys.edu/psc/traininghelp/helpdesk.htm
mailto:FinProHelp@cu.edu

