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NEW EMPLOYEE ON BOARDING

7

I t  is  the employee’s  responsibi l i ty  to  connect with the Travel  Off ice at  
travel@gram.edu in a  t imely  manner to  ensure el igibi l i ty  for  off icial  
university  travel.  Employees who do not  complete the required travel  
training wi l l  not  be permitted to travel  on behalf  of  the university.

University  Travel  wi l l  host  various training sessions througho ut the year.  
However,  i t  is  essential  that  employees proactively  reach out  to  the Travel  
Off ice,  especial ly  those in  t ime -sensit ive departments such as Athletics,  to  
arrange immediate training as needed.

mailto:travel@gram.edu


OST will monitor all 
Travel/CBA card 
expenditures on a daily basis. 

OST and GSU Procurement 
must receive contracts prior 
to any expenditures being 
placed on the Travel/ CBA 
cards. This will allow OST, GSU 
Procurement, to review all 
preapproved expenditures. 

All contracts that require 
expenditures to be placed on 
the Travel/CBA cards must be 
emailed to OST and GSU 
Procurement must be 
uploaded in WORKS. (Coaches 
MUST provide their personal 
credit card on file for all 
incidental purchases. (NO 
EXECEPTIONS)

Travel/CBA Card Requirements 
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T ra v el  Auth o riz a t io n s m ust  b e 
sub m itted  30  d ays  prio r  to  th e 
pl a n n ed  tra v el  d a te.⚡ No te:  
S ub m ission  t im el in es m a y v a ry  
d uring R ecruit ing S ea so n.

Must  include a  just if ication for  
travel  and its  value to the 
department.

Travel 
Authorization 
Requirements
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Incomplete or  missing 
just if ications wi l l  result  in  TA 
denial .

Failure to comply with travel authorization requirements will result in traveler's TA being denied. 



Travel Authorization
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📋 Ready, Set... Wait! 
Do You Have Everything You Need?



Vehicle Rental Policy

The Defensive Driving On-Line Class is an 
annual class that needs to be taken at the 
beginning of each Fiscal Year in July for all 
travelers of GSU that may need to : Rent 
vehicles, travel in their own personal vehicles 
and drive state owned vehicle. 

Traveler’s responsibility to obtain approval for 
upgrades prior to reservation. 

Only the cost of an economy, compact, 
intermediate or standard vehicle is 
reimbursable, unless non-availability is 
documented from the rental car personnel. 

Larger size vehicles (next size from standard) may 
be allowed when transporting more than three or 
more persons; however, prior approval must be 
obtained. A written justification requesting a larger 
vehicle must be submitted with the travel 
authorization.
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Vehicle Rental Policy

Refueling and any violations (including 
citations) are not permitted. It is the 
responsibility of the cardholder, approver, and 
traveler to reimburse Grambling State 
University within three business days of the 
trip's return

The President must approve the upgrade, 
formal justification must be written to the 
president and submitted to the Program 
Administrator

Premium vehicles are NOT allowed. NO 
EXECEPTIONS
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Failure to obtain proper approval may result in 
the traveler having to reimburse the difference 
from the state’s standard or intermediate base 
rental rate.



Incidentals 
& Hotel 

Contracts

Coaches must present a personal credit card for 
incidentals. No exceptions. Includes hotel contracts.

If incidentals are placed on Grambling State University’s 
Travel/ CBA Credit Card, the coach and cardholder is 
responsible for reimbursing Grambling University 
immediately upon return from the trip.

Prior approval must be granted from the OST for meeting 
rooms & AV equipment. Must be in the original hotel 
contract. 

Credit Card Authorization must include the following 
statement: “All coaches must present their personal 
credit card for incidentals when checking into a hotel.” 
Grambling State University is not responsible for 
incidentals. 5



Hotel Overages and Rental Upgrades
• GSU’s audit review showed  Hotel Overages for routine and non-routine travel. 

• For routine travel, only the president can approve up to 50% of the GSA rate. Any overage over the 50% requires  approval 

from the Commissioner of Administration.

• For Non-routine travel, only the Commissioner can approve actuals unless it’s for a conference.

• For Non-routine travel (conference travel), Department heads or his/her designee have the authority to approve the actual 

cost of conference lodging at the designated conference hotel. Rates exceeding the Conference Lodging Rate must be 

approved by the Commissioner of Administration.

• Hotel rooms with multiple occupants must provide the names of all individuals staying in the room.

• Rental upgrades must receive prior approval from the president with a justification letter for why an upgrade is necessary. 

• Cancellation fees are not allowed without a formal justification to the President and approved by the president.
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Payroll Deduction 
Policy

Unauthorized charges and/or  overage of  a l lowances 
as defined in  PPM49 must  be paid back to  Grambling 
State University.  The funds wi l l  be withheld from the 
coaches/cardholder ’ s  reimbursement or  payrol l  
deducted.  

Deduc tio ns may c o me f ro m reimbursements o r  
payrol l .  

A l l  noncom p lia nce  is s u e s  on G SU  C B A  ca r d s  m u s t  b e  
r e s olv e d  wit hin  7  d a y s  or  le s s .  

I f  abuse occurs ,  whether  accide nt al  or  intention al ,  
within a  Fiscal  Year  ( 12 - month period) ,  the Traveler   
wi l l  be suspended from uti l iz ing the GSU CBA Card.  
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Parking
Parking charges must  be paid out  of  pocket  and be 
reimbursed,  unless it  is  GSU contracted buses and included 
in  the hotel  contract.  
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Other Important Information
The State CBA card is  to  be used for  off icial  business only.
Violators  of  pol icies  & procedures wi l l  be subject  to  discipl inary  
action.  

Caution Violations:  
• Personal  or  unauthorized purchases
• Alcohol.



Questions
For further  guidance,  contact:  

Erin  Walker Director  of  Purchasing /  
Travel  Program Administrator
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