Most Common Travel Questions
G-28 Travel Regulations

Are we permitted to book Airbnbs? Is it possible to exceed that amount since there will be three of us sharing?

Domestic Travel: Typically no. Accounting requires an itemized receipt for domestic lodging, and the nightly rate cannot
exceed $333 before taxes and fees, regardless of how many people are staying there with you. More often than not,
Airbnbs (or similar) do not have itemized receipts and will exceed the nightly maximum rate for domestic travel, which
Accounting will not approve. If the Airbnb is under $333 per night and you’re able to provide an itemized receipt, then
the answer is yes. Domestic Lodging Policy - Page 24 of 55.

International Travel: Yes, you are permitted to book with Airbnbs. Since you are using an international per diem rate you
don't need to provide a receipt. | do not recommend exceeding the per diem rate since it is not a special or

unusual circumstance; therefore, you will be responsible for exceeding the per diem rate. Exceeding per diem: If actual
expenses that are greater than the per diem are claimed due to special or unusual circumstances, the traveler must
document such circumstances by submitting a written explanation with the travel expense claim. Per Diem Lodging
Policy - Page 26 of 55

Would it be an issue if we booked accommodations with other UCSB students? For example, getting a shared Airbnb
with some of them. If | cover the full cost upfront, can those individuals reimburse me directly?

Reimbursement can only be applied to the individual who paid for lodging or is being reimbursed. Any

arrangement outside of this would be your responsibility. UCSB will only reimburse the per diem rate (for foreign travel)
or the actual amount up to $333 (domestic travel) no matter how many individuals are lodging with you. Page 2 of 55

We’re hoping to spend a few additional personal days after or before the conference. Our return flights would be
later/before the conference end date. Is that okay as long as we can show that our flights are the same cost or
cheaper?

Yes, you may add personal days to your trip as long as you prove (quote required) that the cost is the same or less.
Otherwise you would need to reimburse UCRegents any amount that exceeds the original cost of the trip without adding
personal days. UC recommends you arrive a day prior and leave a day after the conference dates. Any dates beyond that
would need a quote to verify that additional dates do not incur additional costs. The cost comparison should be based on
what UC would have paid, which can be obtained by a Connexxus-related travel agency/google flights prior to or at the
time of booking the trip. Any resulting excess travel time will not be considered work time and will be charged to the
appropriate type of leave. The employee shall be responsible for accurately reporting such leave time. Page 470of 55.

How will it be determined that a trip will be primarily for personal reasons? In accordance with IRS regulations, the
presumption is that if the time spent on personal activities exceeds 50% of the total time, the trip will be treated as
primarily personal unless there are other factors that would cause the trip to be treated as primarily business.

You must provide a quote (PRIOR to Travel) which proves that additional personal time doesn’t incur additional costs:

Conference dates: 2/20 - 2/22

Depart 2/18 - Return 2/23: Cost of trip without personal time $654
Depart 2/18 - Return 3/1: Cost of trip with personal time arrive - S660
Difference is $6 - Check needs to be made out to UCRegents for $6.00
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Without Personal Time - (most commonly traveled route - roundtrip)
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4 8:25AM - 4:35PM*’ 24 hr 10 min 2 stops 783 kg CO2e $654 o
Delta, KLM - Operzted by KLM Cityhopper SBA-GLA ATL, AMS Avg emissions © round trip

‘ 12:40PM - 2:15PM*! 17 hr 35 min 2 stops 812 kg CO2e $682 o
American, British Airways SBA-GLA DFW, LHR Avg emissions © round trip
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United, Lufthansa - Operated by SkyWest DBA Unit.. SBA-GLA SFO, FRA Avg emissions © round trip

&»  Prices are currently low — $346 cheaper than usual for your search v

With Personal Time - (Deparing from another City and added personal time)
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Average legroom (31 in)

8:25AM - Santa Barbara Airport (SBA)
AI Travel time: 4 hr 20 min

3:45PM - Hartsfield-Jackson Atlanta International Airport (ATL)

Free Wi-Fi
In-seat power & USB outlets
Live TV

Emissions estimate: 328 kg CO2e
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Delta - Economy - Airbus A220-300 Passenger - DL 735 Contrail warming potential: Low @

1 hr 45 min layover - Atlanta (ATL)

Average legroom (31 in)

5:30PM - Hartsfield-Jackson Atlanta International Airport (ATL)

Wi-Fi f fi
@ Travel time: 7 hr 55 min - Overnight A i-Fi for a fee

6:25AM*" - Heathrow Airport (LHR)

In-seat USB outlet
On-demand video

Emissions estimate: 525 kg CO2e
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Virgin Atlantic - Economy - Airbus A350 - VS 104 Contrail warming potential: Medium @

731kg CO2e

A Flight2 - Sun, Mar 1 o Change flight N

6:05AM - Glasgow Airport (GLA) & Average legroom (30 in)
~ ¢ In-seat USB outlet
Travel time: 1 hr 35 min
© Emissions estimate: 71 kg CO2e
8:40AM - Amsterdam Airport Schiphol (AMS) 4 Contrail warming potential: Low @

KLM - Economy - Boeing 737 - KL 934

1 hr 15 min layover - Amsterdam (AMS)

Average legroom (31 in)

9:55AM - Amsterdam Airport Schiphol (AMS)
WicFi for a fee

Travel time: 9 hr 40 min
In-seat USB outlet
1:35PM - Hartsfield-Jackson Atlanta International Airport (ATL)

On-demand video

Emissions estimate: 339 kg CO2e
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KLM - Economy - Boeing 787-10 - KL 623 Contrail warming potential: Low ®

4 hr 35 min layover - Atlanta (ATL)

6:10PM - Hartsfield-Jackson Atlanta International Airport (ATL) Average legroom (31 in)

. Free Wi-Fi
Travel time: 5 hr 17 min

8:27PM - Santa Barbara Airport (SBA)

A

In-seat power & USB outlets
Live TV
Emissions estimate: 321 kg CO2e
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Delta - Economy - Airbus A220-300 Passenger - DL 720 Contrail warming potential: Medium ®

Often delayed by 30+ min




Should all airfare be booked through Concur? Yes, so that no additional out of pocket expenses are incurred we can
book flights for you on our end. You would just need to provide the itinerary. If your flight is not available in Concur, you
may book it on your own, but please be sure to book economy fares only.

Can | depart/arrive at different airports (not round trip from the same airport)? Please note: Indirect or Interrupted
Itineraries Obtaining advance approval is suggested when a traveler takes an indirect route or interrupts travel by a direct
route, for other than University business. Any resulting additional expenses shall be borne by the traveler. The
reimbursement of expenses shall be limited to the actual costs incurred or the charges that would have been incurred via
a usually traveled route, whichever is less. The cost comparison should be based on what UC would have paid, which can
be obtained by a Connexxus-related travel agency prior to or at the time of booking the trip. Any resulting excess travel
time will not be considered work time and will be charged to the appropriate type of leave. The employee shall be
responsible for accurately reporting such leave time.



