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STUDENT TRAVEL

PURPOSE

To define the Westfield State University guidelines to be taken in connection with
Department-sponsored and Student-sponsored travel.

POLICY

All travel by University students and advisors is to be funded according to the
Commonwealth of Massachusetts (state) laws and regulations and University policies
and procedures. The student traveler in addition to the student advisor(s) is responsible
for ensuring adherence to applicable travel policies and procedures as outlined in the
University Travel Policy (0390) and the Student Advisor Manual. All travel is contingent
on available funds.

1. All travel funds will be allocated by the Vice President for Administration &
Finance to the appropriate department cost center under the approval of the area
Vice President on an annual basis. Departmental travel expenses and student
travel expenses are limited to and shall not exceed the amount budgeted and
allocated.

2. In determining the use of travel funds, departmental and administrative area
supervisors and Vice Presidents shall consider the extent to which participating
in the travel or activity requested will primarily benefit the University and the
student.

3. Reimbursements for travel related expenses must follow all University policies
and procedures, state laws and regulations, and the applicable collective
bargaining agreements regardless of the source of funds. Travel procedures and
forms can be found on myWestfield > Documents > Administration and Finance >
Travel Information.

4. Prior to any travel, funds must be pre-approved and encumbered on a Request
to Travel Form using the travel procedures.

5. The University shall not reimburse any expenses for persons accompanying an
advisor or student on a trip (i.e. spouse, child, guest, pet, etc.).
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6. Student travel is restricted to students registered with the University and must be

approved in advance by the President or a Vice President. Such travel must
contribute directly to the student’s education or benefit the University.

In accordance with the Massachusetts Conflict of Interest Law (G.L. ¢c.268A),
employees/advisors are prohibited from earning personal frequent flier miles,
hotel rewards, and other rewards or points during state or university funded
travel.

TRAVEL ARRANGEMENTS

All University travel shall be arranged through the Institutional Travel Manager to
include, but not limited to airfare, hotels, car rentals and conference registrations.

NON-REIMBURSABLE EXPENSES

Expenses of a personal nature, unreasonable or excessive expenditures, and those not
specifically related to the conduct of University business are not reimbursable. Types of
expenses that will not be reimbursed include, but are not limited to:

1.

2.

8.

Alcohol;

Excessive or extravagant costs (e.g. exclusive restaurants and hotels);
Personal entertainment;

Travel insurance;

Traffic, toll, or parking violations;

Insurance for a personally owned car;

Articles stolen from a personal or rental car; and

Briefcase and luggage purchases.

REVIEW

This policy will be reviewed every three years by the Vice President for Administration
and Finance and/or the Dean of Students.



