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RCHSS TRAVEL GUIDELINES FOR STAFF AND FACULTY

KSU Travel policy requires employees to use the Concur online tools for travel requests, travel cash
advance requests, travel bookings (airline, hotels, and car rentals), and travel expense reports.

Travel arrangements must comply with State, Board of Regents, and Kennesaw State University travel
policies. You can review the Travel Pocket Guide and Best Practices for Travelers for quick overviews.
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| Submit Travel Request | Make Travel Arrangements | Change or Cancel Your Travel |
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itional Funding Provided After Travel | Cas vances | Travel Policies, Job Aids, and Videos
Additional Funding Provided After Travel | Cash Ad Travel Policies, Job Aid d Vid

Contacts

General travel questions can be directed to your assigned Business Operations Specialist. Specific
questions or issues with entering requests or reports in Concur need to be directed to Travel.

KSU Travel Team Contact Information
ServiceNow: kennesaw.service-now.com/ofs
KSU Travel Hotline: 470-578-4394

Email: travel@kennesaw.edu

Hours: Monday-Friday, 8:00 am- 5:00 pm

Travel Inc.
Phone: 770-404-6012 or 877-205-1448

Concur Support
For additional information on the Concur system, visit here for training resources.
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RCHSS Business Operations Team

Erica Florence, Temporary

Jamie Fielder

Cecilia McDaniel

Associate Director of Budget &

Business Ops Specialist

Sr. Business Ops Manager

Email: etorren2@kennesaw.edu

Email: jfielde3@kennesaw.edu

Email: cmcdan47 @kennesaw.edu

Assigned Departments/Schools:

Assigned Departments/School:

Backup when assigned Business

GEO/ANTH COMM/MKT Ops Specialists are out.

HIST/PHIL DEAN

ISD ENG Still add the assigned Business Ops
SCJ OAl Specialist to Concur travel requests
SCMPD PSYC and reports, and approval will be
SOCM SGIA forwarded to the backup.
WLC/WLRC TCID

Request Concur Access

Access to Concur is available to new and existing employees. Employees may request user set-up by
submitting a ticket through the Travel tile in ServiceNow. Please check with the Business/Budget
Manager or Department Chair to confirm your default Speed Chart and Department Budget
Numbers. You can also make updates to your default Speed Chart and Manager through the
ServiceNow portal.

An activation email will be sent to you from the KSU travel administrator when you can begin using
Concur. Login to the Concur website at: https://www.concursolutions.com.

Enter the Username and password information provided to you by the KSU travel
administrator. Note: Make sure to include @ksu as part of your user ID!

If you are unable to access the system, email kennesaw.service-now.com/ofs or call 470-578-4394.

There are two (2) steps that MUST be completed to set up your Profile and begin using Concur. The
rest of the Profile information can be completed at your discretion.

At the top right-hand side of the My Concur page, click Profile and then Profile Settings.
1. Verify/Update Personal Information & Travel Preferences

2. Set up Personal Vehicle Information

Request Travel Funds and Approval from Supervisor

Before submitting a travel request through Concur, follow your department’s process for requesting
travel funds and approval to travel. You still need to discuss and receive approval from your
Supervisor when funding has been secured by a source outside of your department (grant funded,
another KSU division, Dean's research funding, etc.). Please note that research travel must be charged
to a research speed chart (program code is 12100).
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Submit Travel Request

Approved travel requests are required, per KSU Policy, for all out-of-state and overnight travel
reimbursements and cash advances.

Please view the Travel Request How-To Guide for assistance completing a Travel Request in Concur.

Please ensure the destination and travel dates are included in the Request Name within the
request header. In the comment section, provide a detailed explanation of the business
purpose (i.e., presenting a research paper at a conference, etc.). If the itinerary includes any
personal time, be sure to note that in the comments as well by notating the dates of the
personal travel.

Additional documents are required when personal time is added. The RCHSS Adding Personal
Time Form should be attached to the travel request along with airfare cost comparisons from
Concur and an agenda/itinerary.

o Note: Combining business and personal travel is allowable if the personal travel does
not cause the University additional cost. Travel arrangements must be made to
accommodate the business duties of the traveler and not personal preference. Rental
vehicles may only be used for official State business. The state liability policy is only
in effect while the employee is using the rented vehicle for official State business.
Friends, family members or pets are prohibited from riding in a State-rented vehicle.

When driving long distances, use the Vehicle Cost Comparison Estimator to determine if a
rental car is more cost effective than driving a personal vehicle. If a rental car is more cost
effective and a personal vehicle is used, then mileage will be reimbursed at the Tier Il rate of
$0.21/mile.

If travel is funded by other sources other than your home department or is split funded, please
allocate the estimated expenses by selecting the expenses and then clicking on the Allocate
button. Please enter and select the speed chart that was provided to you.

The approval flow will automatically populate with your supervisor. Please add your assigned
business manager to the approval flow. If you are changing the speed chart, please make sure
to add the budget owner of that speed chart (grants, Dean, etc.). If you are uncertain who
should be added to the approval flow, check with the person who awarded the funds. To add
to the approval flow, go to: Request Details > Request Timeline > Edit > + Add Step > Search
> Save.

Keep in mind, for any international services of $201 USD or more, an International Service
Agreement should be completed, and the vendor should provide a W-8BEN. Ideally, the
agreement would be completed prior to departure. At a minimum, it must be completed prior
to services being rendered. The completed contract, W-8BEN and receipt would all be attached
to the expense report in Concur.
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Travel insurance is not a reimbursable expense and cannot be included in your travel request
or expense report.

Please attach an agenda or provide a link to the conference schedule.

Please wait until the travel request has received full approval before making any reservations or
bookings.

Make Travel Arrangements

A fully approved travel request is needed before booking travel. The most cost-effective method of
travel should be selected. For example: Air travel versus car rental or personal mileage
reimbursement based on distance.

Airfare must be booked through Concur. Domestic airfare should not be booked more than 30
days in advance, but at least 14 days in advance of travel. International airfare may be booked
6-8 weeks prior to travel.

Rental cars must be booked through Concur. Hertz and Enterprise may be used in-state. Hertz
is mandatory for all airport locations, out-of-state, and international.

Overnight stay (lodging expenses) for travel within 50 miles of the University requires Agency
Head approval. Approval can be requested by submitting a ticket through the Travel tile in
ServiceNow. Attach the approval to your travel request and travel statement.

Meal per diems are allowed only during overnight stays.

Hotels must be booked through Concur. However, hotel reservations may be booked outside
of Concur when obtaining a conference rate.

o State employees traveling for business in Georgia are exempt from local (county, city,
municipal) occupancy taxes regardless of the pay method used. If the payment is issued
directly from the University (i.e. check or P-Card), they are also exempt from state sales
tax. Travelers should provide the hotel/motel tax exemption form to the hotel when
checking in to receive the exemption.

State Travel Policy Section 3.1: Reasonable lodging expenses are reimbursed at actual cost. All
lodging claims must be documented with receipts and must be at a business that offers
lodging to the general public, such as a hotel or motel, NOT a private residence. Lodging
rentals obtained through vacation rental marketplaces such as Airbnb, HomeAway, and Vrbo
are not considered commercial lodging facilities and should not be used while in travel
status. Note: These types of rentals may be considered for international travel in rural areas if
pre-approved by Travel by submitting a ticket through the Travel tile in ServiceNow.

Any exception requests to any travel policies and rules must be requested in advance of the
travel by submitting a ticket through the Travel tile in ServiceNow.

Updated On: 11/17/25 Page | 4


https://kennesaw.service-now.com/sp?id=landing
https://www.kennesaw.edu/fiscal-services/procurement-payment-services/travel/docs/hotel-motel-tax-exemption-form.pdf
https://kennesaw.service-now.com/sp?id=landing
https://kennesaw.service-now.com/sp?id=landing

e Job Aids for Booking Travel

Airfare Reservations

Hotel Reservations

Rental Car Cost Comparison Estimator

Rental Car Reservations

Cancel or Change Air, Car, or Hotel Reservations
Assigning a Travel Assistant or Arranger to Book Travel

O O O O O O

Change or Cancel Your Travel

e If you need to cancel your travel, you should discuss the reason for cancelling with your
Supervisor. Cancelled airfare should be reported in Concur as soon as possible.

e When submitting the cancelled/changed airfare, include an explanation for the cancellation or
change. Explanations such as ‘family emergency’ will require additional information to be
provided. All cancelled/changed airfare requires approval from the President’s Office which will
be obtained by the Travel Team during the expense report review.

e Travel Inc. can help to change or cancel your flight by calling them at 770-404-6012 (or 877-205-
1448) as soon as possible. The traveler may be responsible for additional costs for flight changes.

Submit Travel Expense Report

Expense Reports should be submitted within 10 days of your trip completion, but no later than 45
days. Expenses submitted 60 days or more from the trip completion will be considered taxable
income. Note: It can take up to 3 days after the trip has been completed for company-paid expenses
to post to your Concur account.

e Create an expense report from an approved travel request, or link the travel request to an already
created expense report by going to: Report Details > Manage Requests > Add > Select request >
Add to Report > Close.

e Any expenses booked in Concur will need to be imported. These can be found under Available
Expenses in Concur. This includes any Travel Agency (Travel Inc.) fees for bookings (will see a fee
for airfare).

e Meal per diems are allowed only during overnight stays.

o Be sure to enter the appropriate option for in-state or out of state per diem in the itinerary.
Check boxes for “Meals Provided” that are covered by the conference cost, event, or
available through the hotel.

o The State of Georgia does not use the GSA rates for in-state travel. The rate is published as
the State of Georgia Meal Allowance. The per diem rate for Georgia is $50.

o Domestic GSA Per Diem Rates
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o International Per Diem Rates

o You will only receive 75% on the first and last day of travel. State employees do not receive
the $5.00 incidentals included in the per diem rate.

o Job Aids:; Creating a Meal Itinerary in Concur and Correcting a Meal Itinerary in Concur

e An agenda or itinerary must be attached to the report.

e Only include registration or membership fees on the expense report if they were paid out-of-
pocket.

o A signed membership form (including backup documentation) will need to be added to the
Concur report.
Individual Membership Form

e Mileage: If you are traveling on a normal workday (Monday — Friday) you will need to deduct your
commute miles. Concur will complete this for you in the mileage calculator. Check the box in the
bottom left to deduct one-way commute miles, or the box located next to your home address to
deduct round-trip mileage.

e If personal travel was approved, attach the signed RCHSS Adding Personal Time Form to the travel
expense report along with the airfare cost comparisons from Concur and an agenda/itinerary. If it
is determined that personal time incurred an additional cost at the time of booking, it will be
deducted from your reimbursement.

e Keep in mind, for any international services of $201 USD or more, an International Service
Agreement should be completed, and the vendor should provide a W-8BEN. Ideally, the
agreement would be completed prior to departure. At a minimum, it must be completed prior to
services being rendered. The completed contract, W-8BEN, and receipt would all be attached to
the expense report in Concur.

e These guidelines assume that you are using state funds to travel. If you are using grant funds to
travel, please ensure that the travel requests and safety plans are explicitly written into your grant
request.

e The approval flow will automatically populate with your supervisor. Please add your assigned
business manager to the approval flow. If you are changing the speed chart, please make sure to
add the budget owner of that speed chart (grants, Dean, etc.). If you are uncertain who should be
added to the approval flow, check with who awarded the funds. To add or edit the approval flow,
go to Report Details > Report Timeline > Edit > click on three dots to add step > Search > Save.
Please note all approvers must be above Back Office Approval.

**Note to approvers: Should any travel expenses be forwarded to internal audit review, everyone

on the approval flow may be asked to provide justification for the approval. If you should not be
on the approval flow, please return the report to the traveler to update the approval flow.
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e Job Aids: Expense Report and Check-List-Travel Expense Report for Travelers

Expense Review

SERVICE

RECOMMENDED PROVIDER

REIMBURSEMENT COMMENTS

NOTE: Any credits (i.e., frequent flyer miles, credit card rewards, Apple credits) used for Airfare, Hotel, Rental
Car, or any other travel expense are not reimbursable, and the credit amount will be deducted from the total

cost of that expense.

Airfare

*MUST BE
BOOKED

THROUGH
CONCUR**

Personal Car
Mileage

Car Rental

*MUST BE
BOOKED

THROUGH
CONCUR**

Shuttle Services

Hotels

MUST BE BOOKED
THROUGH
CONCUR*

(*Exception: Conference
Hotel)

Please purchase the lowest flight cost that
accommodates your schedule.

Airfare should be regular economy round-trip
from your home airport.

$0.70 Tier | rate per mile (or current federal
rate)

$0.21 Tier Il rate per mile (rate used when
rental car is more cost-effective, but not used)

Enterprise and Hertz are the mandatory
providers.

Hertz must be used for all airport locations,
out-of-state, and international locations.

Taxi, Uber or Lyft are acceptable.

Hotel reservations outside of Concur are
allowed when obtaining a conference rate.

Updated On: 11/17/25

If an upgrade is desired at your expense, please
request this directly from the airline following
the purchase of the economy airfare.

Baggage Fees — Only one piece of luggage
allowable each way.

Mileage calculator must be used in Concur
making sure to enter exact addresses into
waypoints.

If driving to/from residence, the work commute
is deducted for weekdays.

*Note: Pre-paid gasoline or refueling costs
charged by the rental car vendor are not
reimbursable. Car rental insurance in not an
allowable expense.

The cost of fuel is reimbursable with receipt
submission.

Please provide receipts for any ground
transportation costs. Travel policy limits tips
to 20% of the total fare. Priority pickup and
premium fees are not reimbursable.

The starting address and ending address on
the receipt will be required.

Please obtain the final bill at checkout that
confirms a $0 balance.

Note: In-room food or beverage costs will be
applied to the allowable daily meal per diem.

Provide the Hotel Motel Tax Exemption Form
to hotels in GA.
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Meal Expenses GSA Domestic Per Diem Per diem will only be reimbursed for travelers

International Per Diem with overnight stays. Any provided or
GA Per Diem: Breakfast = $13 / Lunch = $14 /  complimentary meals will be deducted from
Dinner = $23 the allowable daily meal per diem.

You will only receive 75% on the first and last
day of travel. State employees do not receive
the $5.00 incidentals included in the per diem
rate.

Approve Travel

Supervisors will need to log into Concur and click on the Approvals tab. From there, you can approve
Travel Requests, Cash Advances, and Travel Expenses Statements. Follow the Approvals job aid for
step-by-step instructions. Supervisors only have 5 days to approve before the approval is escalated to
their Supervisor for review. Escalated requests will be returned to the traveler for resubmission. Please
delegate your approvals if you have planned vacations or other leaves of absences (Delegate
Approval job aid).

Only approve travel requests that include a detailed explanation of the business purpose. Supervisors
need to review every expense and attachment in the Request and Expenses Statement to ensure that
expenses are allowable, are allocated to the correct speed chart, and that no upgrades have been
included or requested.

Verify appropriate "“Meals Provided” boxes are selected using the Conference Agenda or itinerary.
Meals provided by the conference, event or the hotel are not reimbursed to the traveler.

Please review the Approval Flow to verify all approvers are included and correct. To add or edit the
approval flow, go to Report Details > Report Timeline > Edit > click on three dots to add step >
Search > Save. Please note all approvers must be above Back Office Approval.

If corrections are needed in the travel request or expense statement, you can send it back to the
traveler for revision. Please make a comment indicating why the request or expense statement is
being returned. Review the Checklist-Approver Expense Reports when approving expense
statements.

Job Aids
e Approvals

e Delegate Approval
o Best Practices for Approvers
e Check List - Approver Expense Reports
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**Note to approvers: Should any travel expenses be forwarded to internal audit review, everyone on
the approval flow may be asked to provide justification for the approval. If you should not be on the
approval flow, please return the report to the traveler to update the approval flow.

Additional Funding Provided After Travel

If funds become available after a trip has already been expensed, an additional expense report may be
submitted. The new report should include a comment referencing the original submission and a
description of funds received. You will only be reimbursed for expenses that are allowable under state
policies. Airfare and rental car expenses purchased outside of Concur may not be reimbursed.

** Note: Expenses submitted after 60 days from trip completion will be considered taxable income.

Cash Advances

The purpose of travel advances is to minimize the financial burden on employees while traveling on
behalf of the State.

e Travel advances are limited and available only to an employee whose current annual salary is
$50,000.00 or less when traveling within the United States.

o Travel advances are available to an employee, regardless of salary level, for international travel.

o Travel expenses and advances must be reconciled and submitted as soon as possible, but no
later than forty-five calendar days after the completion of the trip.

e Advances that remain open and unreconciled more than 120 days after the date of travel
should be included in the employee’s IRS Form W-2 as taxable income and the amount will be
deducted from the employee’s payroll. If the University is forced to recoup the funds through a
payroll deduction, the employee will no longer be eligible for advances from the University.

Individual travelers may request a Cash Advance through the Concur system. Please view the Cash
Advance How-To Guide for assistance with requesting a Cash Advance through Concur:

For Cash Advance requests related to Study Abroad trips, please visit the Faculty-Led Finance Timeline
page to access the required documentation.

Travel Policies, Job Aids, and Videos

Travel Policies

USG Travel Policy: https://www.usg.edu/business procedures manual/section4/
State of Georgia Travel Policy: https://sao.georgia.gov/state-travel-policy
Institutional Travel Policies: https://www.kennesaw.edu/institutional-policies/
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https://www.usg.edu/business_procedures_manual/section4/
https://sao.georgia.gov/state-travel-policy
https://www.kennesaw.edu/institutional-policies/

Office of Planning and Budget Cash Advance Policy: https://opb.georgia.gov/payment-and-

accounting-travel-advances

FAQs

Check out the Frequently Asked Questions page: https://www.kennesaw.edu/fiscal-
services/procurement-payment-services/travel/frequently-asked-questions.php.

Resources

Best Practices for Approvers

Best Practices for Travelers
Check List for Approvers

Check List for Travelers

Concur Process Flow

KSU Motor Vehicle Requirements
Travel Decision Matrix

Travel Pocket Guide

International Travel Resources

Embassies and Consulates Worldwide
Homeland Security

International Travel Insurance

KSU Office of International Safety and Security
Travel Advisories

Visa Service

USG Emergency Travel Assistance

Additional Job Aids and Training Videos

Travel website.
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https://opb.georgia.gov/payment-and-accounting-travel-advances
https://opb.georgia.gov/payment-and-accounting-travel-advances
https://www.kennesaw.edu/fiscal-services/procurement-payment-services/travel/frequently-asked-questions.php
https://www.kennesaw.edu/fiscal-services/procurement-payment-services/travel/frequently-asked-questions.php
https://www.kennesaw.edu/fiscal-services/docs/travel_best_practices_approvers.pdf
https://www.kennesaw.edu/fiscal-services/docs/travel_best_practices_travelers.pdf
https://www.kennesaw.edu/fiscal-services/docs/travel_expense_report_checklist_approvers.pdf
https://www.kennesaw.edu/fiscal-services/docs/travel_expense_report_checklist_travelers.pdf
https://www.kennesaw.edu/fiscal-services/docs/concur-process-flow.pdf
https://risk.kennesaw.edu/
https://www.kennesaw.edu/fiscal-services/docs/travel_expenditures_eecision_matrix.pdf
https://www.kennesaw.edu/fiscal-services/docs/pocket_guide_travel.pdf
https://www.usembassy.gov/
https://www.dhs.gov/
https://www.kennesaw.edu/global-education/safety-and-security/resources/
https://www.kennesaw.edu/global-education/safety-and-security/
https://travel.state.gov/content/travel.html
https://cibtvisas.com/?login=travelinc
https://www.kennesaw.edu/fiscal-services/docs/ksu_travel_assistance_flyer.pdf
https://www.kennesaw.edu/fiscal-services/procurement-payment-services/travel/training/index.php
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