Hotel 
All lodging must be reserved through Concur, directly with an Agent at Fox World Travel, By booking with the lodging facility, or by booking through Airbnb. Travelers are limited to the daily rate for the location. Use the UW TravelWIse Lodging and Per Diem Calculator to see the daily rates for the dates and location of your trip.
Exceeding nightly rates
Lodging exceeding the maximum nightly rate is payable/reimbursable if either:
· The traveler stayed at the conference location or a nearby lodging facility identified by the conference organizers.  This must be documented on the conference registration materials saved with the payment mechanism.
· The base hotel rate was within the lodging limits; however, the total including taxes/fees exceeded the maximum nightly rate (domestic travel only)
· No other lodging facilities were available within the maximum nightly limits.  This requires supporting documentation, typically a copy of the Concur search results, to be saved with the payment mechanism.
Allowable lodging-related expenses
The following items are payable or reimbursable by the University:
· Parking
· Internet (for business use)
· Full prepayment, when required by lodging facility
Other expenses such as room service, meals and tips are reimbursed to the traveler as part of a per diem allowance.
Sharing rooms
When opting to share lodging, each traveler is eligible for the location lodging maximum.
Combining business and personal travel
Any additional costs related to personal travel (e.g. companion travelers, extra nights for personal vacation) are not payable/reimbursable by the University.

Flights
All airfare must be booked through Concur or directly with an agent at the University’s contracted travel agency. Use of a third-party online travel booking site (e.g. Travelocity, Orbitz) or booking directly with an airline is prohibited. Airfare is limited to the lowest-cost, logical, non-refundable, coach/economy class fare available. University funds may be used to pay/reimburse for some air travel-related expenses incurred in association with University business travel, such as: baggage fees, fees for aisle/exit row seats, fees for flight changes/cancellations, agency fees, transportation to/from airport, and parking at airport.
Flight changes and cancellations
Use Fox World Travel or Concur to change or cancel an existing reservation.
· UW System: Change or Cancellation Reservation Guide (PDF)
· Concur video: Changing a Purchased and Ticketed Trip
Provided the circumstances were outside of the traveler’s control, fees for changing/cancelling flights are payable/reimbursable by the University (e.g. meeting dates changed).
Combining business and personal travel
If personal travel is combined with business travel, a cost comparison is required. The University will not incur additional expense for personal travel. Acceptable cost comparisons include Concur screenshots, ITA matrix screenshots, or designated agency documentation (such as emailed quotes). Due to airfare pricing and availability fluctuation, accurate cost comparison must be done at the time of booking to be valid.

Car rental
The University participates in the Big Ten contract with Enterprise and National Care Rental and the State of Wisconsin (WSCA/NASPO) contract with Hertz. These contracts provide significant savings, especially for long-distance, short-duration trips. 
· Contract rentals must be reserved through Concur. 
· Vehicle rentals are limited to midsize SUV vehicle classes and below unless a documented business need requires a larger class of vehicle. 
· The cost of gasoline to fuel a rental vehicle is payable/reimbursable. Receipts are required for all gasoline purchases, regardless of amount. Travelers are responsible for fueling the rental vehicle prior to returning it to the vendor. If a traveler fails to return the vehicle with a full tank of fuel, the cost of the vendor refueling the vehicle will not be paid or reimbursed by the University. 
· Additional equipment/services (e.g. GPS, satellite radio, roadside assistance protection) are not payable/reimbursable. 
· Insurance: There are no restrictions for passengers under the Big Ten vehicle rental/leasing contract. However, passengers must be pre-authorized by risk management under all other State vehicle rental/leasing contracts.
· If vehicles are not available through Enterprise, National, or Hertz, travelers can book a rental vehicle elsewhere and are not required to use Concur. Be sure to confirm any necessary auto insurance details if booking with a non-contracted vendor.

Food
No receipts necessary - you will need to do an expense report when you return (M&IE). You can calculate your per diem allowance here. Travelers are reimbursed 75% of the meal and incidental per diem on the first and last day of travel.  Meals which are provided to the traveler (e.g. conference meals) must be deducted from the per diem reimbursement. Travel that does not include an overnight stay will be limited to a tax-reportable day trip meal allowance of $15.

Taxi/Cab 
Travel by taxi, shuttle, subway, Uber/Lyft/rideshares, bus, train, or any other necessary means of transportation is allowable. Travelers should choose the most reasonable, cost-effective means of traveling locally. Payment/reimbursement for tips is limited to 20%.
After the trip, you will need to complete a reimbursement request - please check with Jana/Dusty/Pang for assistance.

Helpful travel links:
· Planning a Trip - https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/
· UW TravelWIse - https://www.wisconsin.edu/travel/
· Concur - https://services.travelinc.com/ui/eprofile/cf/sso/adv/uwisc/index_concur.cfm
· Concur Training Hub and Support -  https://hub.travelinc.com/?L2=Q29uY3VyQ2xpZW50U3J2
· Fox World Travel - https://www.wisconsin.edu/travel/booking/book-with-an-agent/fox-world-travel/ 
· Flights - https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/air-travel/
· Rental Car - https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/booking-rental-car-fleet-vehicle/
· Hotel/Lodging - https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/reserving-lodging/
