Hello Everyone,

As you know, the university revised the FY 09-10 travel regulations effective Jan. 1 and made further
revisions effective Jan. 19, which apply to all sources of funding. These documents are attached for your
records.

As a result of these changes, we’ve received waivers from the 99 miles per trip limitation for in-state
travel, and we’d like to make you aware of these options. Each of the waivers is attached here and will
be available on our website, www.laseagrant.org .

1. Sea Grant personnel and personnel we fund across campus who travel to complete their
research:
We have received a blanket waiver from the 99 miles per trip limit for in-state travel when applicable.
The blanket approval applies in cases where specially equipped vehicles (such as towing a trailer or boat)
or the transportation of equipment/supplies are required that a rental car could not easily
accommodate.

2. Extension Agents domiciled OFF CAMPUS:
We have received a specific waiver that applies to you. As you have limited access to state vehicles and
contracted car rental facilities, you are exempt from the 99 mile limitation. However, please understand
this is only for those considered domiciled off campus. Extension personnel domiciled on campus, as
with any other personnel, will only qualify for an exemption if they require a specially equipped vehicle
or if they are transporting specialty equipment/supplies. The waiver for Extension Agents off campus
includes in-state field travel as well as travel to meetings given their domicile.

3. Oyster Hatchery staff:
We have also received specific waivers that apply to Oyster Hatchery staff who travel to and from the
Hatchery as well as for other hatchery-related research. However, please be advised this does not
include a waiver of travel to meetings in which the state vehicle (if departing from campus) or a rental
car should be used when exceeding the 99 mile round trip limitation.

Instructions if you qualify for a waiver:
If you qualify for a waiver for a trip that exceeds the 99 mile limitation for in-state travel, there are a few
important steps that will guarantee that you do not get cut from Travel.

1. Under the Purpose of Travel section of the AS292 — the travel authorization (or on the AS300,
Travel Reimbursement Request, if you have blanket authorization to travel), please provide a
justification for using the waiver (such as, detailed equipment required for the trip). This will
allow administration to verify that you qualify for a waiver and attach a copy of the applicable
waiver to the voucher.

2. Once you have completed the travel, please indicate the waiver used (Equipment/Supplies
transportation, Oyster Hatchery, or Extension) on the checklist that is now stapled to the DRAFT
AS300 in BK’s form box outside of room 237. (This is for Sea Grant personnel only.)

3. There s also place on the checklist to indicate where you used your LaCarte card while you were
on travel. If you did use your LaCarte card, it would be helpful if you included copies of all $0.00
balance required documentation with your voucher and mark the applicable check boxes. This
needs to be done whether or not you qualify for a waiver.


http://www.laseagrant.org/�

The Blanket Field Authorization to Travel form for Sea Grant (which many of you will resign for next
fiscal year) will be updated to include the information that if a traveler exceeds the 99 miles per trip in-
state limitation set down by the revised Travel Regulations without meeting exemption criteria, he/she
will be cut at 99 miles.

In those cases where a waiver does not apply as you have no special requirements justifying the use or
your personal vehicle for trips over 99 miles in-state, please try to use the state vehicles or rent a car as
indicated by the original PM-13 changes (Word document attachment) for trips exceeding 99 miles.

Otherwise, if you exceed the 99 miles per trip limit regulation, you will only be reimbursed up to 99
miles.

Please contact via email at klea@Isu.edu or at 8-6445 if you have any questions.

Thank you.


mailto:klea@lsu.edu�
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We ate requesting 2 blanket waiver from the In-state 99 milds per trip limitat{on as stéted m the Travel
Regulations.

Sea Grant personnel are responsible at times for transporting sarnples and specialized equipment, and thus

we would like to again be considered for the waiver, 38 applicable. It may apply to researchers whorm we i
fumd in other departments (with 167-xx-axxx% account numbers) who may tow boats as well as transport

samples and specialized equipment, which a rental car would not accommadate. The waiver would apply

to our state and faders] rants/contracts, ag well as unrestricted state furding when specially equipped

vehicles or the fransportation of equipment or supplies is required in order for the traveler to conduct

research and/or perform their job duties,

We have set down intermal policies for verifying when the waiver would be applicable, including

requesting the traveler provide justification, and will attach required documentation to the travel voucher, .
We also encourage using our state vehicle if available or renting 2 car if the weiver would not apply; )
otherwise, the traveler would expect to be cut ot 59 miles,

Thank you for your consideration of our request. We look forward 10 hearing from you.

Kelly M. [Rébertson, M.A, MPA
Busingss Mdanager
236 Bea Grant Bldg.
Louisiana State University :
Eaton Rouge, LA 70803-7307
Phone: (325) 578-6517
Fax: (225) 578-6331
lrobe@lsu.edu
it /

L quisfona Seq Grant Collage Program + South Stodium Rogd + Baton Robge, LA * joleg » 225-578-6(@ 2255785331 * wwWylaseagrant.ang

TOTAL P.31




~ -
LOUISIANA STATE UNIVERSITY

Ladisians Sea Grant Colisge Program

July 1, 2011

Domna K. Torres, CPA

Assotiate Vice Chancellor for
Accounting and Financial Services
204 T Boyd Hall

Baton Rouge, LA 70803-2501

Dear Domnna:

We would like to request an exemption from the in-state 99 miles per trip limitation for our Extension

includes name and region or department (on and off campus). They have received a waiver from the
limitation when traveling under AgCenter accounts in previous fiscal years, We again request blanket

exemption from the revised state travel re
campus for the 2011-2012 fiscal year.

Fiscal year 2011-2012 . . o
Louisiana State Universily
Cffice of Accounting Services

APPROVED

Ll il

Donna K. Torres, CPA
Assoclata Visa Chancallor for Accounting and Finsnsisi Servnne

/’9@/0’%

staff (Atea Agents), who share appointments with Sea Grant and the AgCenter, A list is attached, which

gulations for all vehicular travel by Area Agents domiciled off

As Extension personne] have regional travel responsibilities and many of them are domiciled off campus
with limited access to state vehieles and/or car rental facilities, we are requesting a waiver for Sea Grant
{Baton Rouge campus) accounts. They provide assistance to the coastal community and often must

respond to needs on short notice and with

If this meets with vour approval, please s

Kelly M. Robeértson, M.A., MPA
Business Manager

236 Sea Grant Bldg.

Louisiana State University

Baton Rouge, LA 70803-7507
Phone: (225) 578-6517

Fax: (225) 578-6331
krobe@isu.edu

http/Awww.laseagrant.ore/
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the ability and need for a truck.

gn and return to me. If you have any questions, please contact

hank vou for considering our requests.
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Fiscal year 2011-2012

Louisiana Sea Grant (ollege Program | )
o - islana State University
| Olft?gés}:afﬂmcoummg Senices
iy | APPROVED
T 1451 1 /
R4 Rl B

Donna K. Torres, CPA sch
\ To Traval Moud
Associate Vice Chancellor for atagh To m@

Accounting and Financial Services ’ Donna ﬁiﬂ%, CPA — P
204 T Boyd Hall ﬂssuc{amwchmmw:\munﬁngﬂﬂdﬁf‘*ﬂ"ﬂ' =

Baton Rouge, LA 70803-2901

Dear Donra;

Pursuant to the revised Travel Regulations, we would like to again request exemption from the 99 mile
in-state limitation {per trip) for Dr. John Supan, who directs our Oyster Hatchery in Grand isle, LA {which
is gver the limit one-way), and his staff, whom we will identify on travel vouchers with the approved
waiver attached. They must transport samples to and from the hatchery site in personal vehicles
frequently, and at times, must do so on short notice. Dr. Supan has documented in previous fiscal years
that it is more cost effective for him to drive his personal vehicle than rent one traveling in this capacity.

| have discussed this request with Dr. Charles Wilson, LA Sea Grant’s Executive Director, and he approves
of it. We appreciate your consideration of this request. Please iet me know if you require additional
information.

Thank you,

Kelly M. Robeftsen, MLA,, MPA
Business Makager

236 Sea Grant Bldg.

Louisiana Siate University
Baton Rouge, LA 70803-7507
Phone: (228) 578-6517

Fax: (2258) 578-6331
krobe@lsu edu
hitp:/iwww.laseagrant crg/

Louisiana Sea Grant College Program = South Stodium Road + Balon Rouge, LA v jodog » 225-5p8-6710 ® Fr 225-578-6332 » www.laseagrant.org





