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POLICY 

 
General Policy for Travel Reimbursement 
 
The basic policy governing travel expense reimbursement at Western New England University is that an 
individual traveling on University business should neither gain nor lose personal funds as a result of an 
assignment requiring travel. 
 
The purpose of establishing travel policies and procedures is to provide guidelines for reasonable travel 
expenses that will enable the University to monitor and control costs effectively.  Travel expenses incurred 
by University faculty and staff, on bona fide University 



http://travel.state.gov/content/passports/en/alertswarnings.html
http://www.cdc.gov/
http://www.oanda.com/convert/classic
http://www.xe.com/ucc
http://www.worldtimeserver.com/
http://www.weather.com/
http://www.babelfish.com/
https://www.internationalsos.com/MasterPortal/default.aspx?membnum=11BCAS583577
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Air, Rail and Bus Travel 
 
Air (with the exception of individual and group international travel), rail, and bus travel arrangements 
may be done directly through the Internet by going to the commercial carriers’ websites or by telephone (see 
list on page 10).  Keep in mind the processing fees from the travel agents when reviewing the best price.  
Fares booked less than seven (7) days prior to departure are most expensive.  Trips that include a Saturday 
night stay usually yield substantial airfare discounts.  Coach travel must be utilized.  It is advised to take 
advantage of the various special low fares offered i.e. check with Southwest to see if they travel to your 
destination.  Travel can be booked through the University’s travel agent, Sanditz Travel. 
 
When purchasing the ticket on the Internet, the ticket should be charged on the University’s Procurement 
Card or a personal credit card.  When using a credit card for purchasing a ticket, ensure it is a secure site this 
can be verified by the noting https (note there is an “s”) or a locked padlock should appear in one of the 
corners of your screen. 
 
NOTE:  Employees not following this policy risk not being reimbursed for their travel. If a traveler does not 
have a University Procurement Card, check with your department head to have the ticket charged on his/her 
card.  The traveler can charge the ticket on his/her personal card. Reimbursement will only be approved and 
processed after the trip has been completed, and all appropriate documentation is provided. 
 
 
Loss or Excess Baggage 
 
The airlines are ultimately responsible for compensating the traveler for lost baggage.  The University will 
not reimburse the traveler for the cost of personal items while traveling on University business.  Measures to 
take to minimize baggage losses are: 

• Carry valuables in a carry-on – jewelry, laptop computers, cameras, etc. 
• Carry important and/or confidential documentation on board. 
• Tag luggage with name, address and telephone number. 
• Retain baggage claim receipts for checked-in luggage. 
• Purchase luggage insurance.  (Costs vary and are the responsibility of the traveler not the University.) 

 
Baggage limits and fees vary from airline to airline.  Check baggage limits, fees, and other pertinent 
information by going to the website:  http://www.netflights.com/baggage-allowances.aspx.  Employees will 
be reimbursed for excess baggage charges only to the extent the traveler is required to have heavy or bulky 
business-related materials or equipment.  The circumstance or cause for excess baggage fees must be 
documented on the Expense Form (TME).  A traveler will be reimbursed for reasonable checked baggage 
fees to 

http://www.netflights.com/baggage-allowances.aspx
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Automobile Rentals 
 
Automobile rentals should be limited to situations where other means of transportation are not practical, 
economical, or available, and for emergency situations.  The most economical car should be used as a 
general rule.  The traveler does not need to purchase collision damage waiver insurance as this is covered 
under the University’s insurance and the employee will not be reimbursed if paid to a car rental company.  
Traffic and/or parking violations are not reimbursable.  In the event of an automobile accident, report the 
accident to the Finance and Administration office at 413-782-1219 along with sending a copy of all accident 
reports.  In case of an emergency

http://www.alamo.com/
http://www.avis.com/
http://www.budget.com/
http://www.enterprise.com/
http://www.hertz.com/
http://www.nationalcar.com/
http://www.thrifty.com/
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ensure that the least expensive arrangements are being provided.  In the case of identical prices (i.e., 
sponsoring organization vs. Sanditz Travel), the traveler may choose to stay at the hotel where the event is 
taking place to minimize other travel expenses and to take part in activities that can run later in the evening. 
 
 
Traveling with a Companion 
 
Should an employee desire to have someone accompany him/her on a business trip, all expenses relating to 
the companion including transportation, meals, and additional lodging expenses are a personal expense to the 
traveler and are not reimbursable.  These expenses should be booked and itemized separately from the 
employee. 
 
 
Authorized Travel by Non-University Employees 
 
Travel for an individual who is not an employee of the University 

http://www.gsa.gov/portal/content/104877
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Receipts 
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PROCEDURES 

 
How to Book Travel 
 

• Using the University’s Official Travel Agency 
 

Sanditz Travel, a full-service travel agency, was selected to organize and operate travel for Western 
New England University.  As the University’s officially designated travel agency, Sanditz Travel will 
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Airlines, Rail and Bus  
 

• American Airlines  800-433-7300  www.aa.com 
• Delta Airlines   800-325-1999  www.delta.com 
• Northwest Airlines  800-447-4747  www.aa.com 
• Southwest Airlines  800-435-9792  www.southwest.com 
• United Airlines  800-241-6522  www.united.com 
• Amtrak   800-872-7245  www.amtrak.com 
• Coach USA/Bonanza Bus 888-751-8800  www.coachusa.com 
• Greyhound Bus Lines  800-231-2222  www.greyhound.com 
• Peter Pan Bus Lines  413-781-3320  

 

http://www.aa.com/
http://www.delta.com/
http://www.aa.com/
http://www.southwest.com/
http://www.united.com/
http://www.amtrak.com/
http://www.peterpanbus.com/
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