
 
 

 

Travel Reimbursement Procedure 

Travel Expense Report must be submitted within 30 days of travel 

 
 
The PeopleSoft Travel and Expense User Guide can be accessed on the WSC website under Employee Forms: 
https://www.willistonstate.edu/uploads/43/Travel%20and%20Expense%20User%20Guide.pdf 

 

    Itemized receipts are required for: 
 1. Lodging   

 2. Registration Fees   

3. Miscellaneous: baggage fee (1 pc.), parking, taxi fares >$10 

4. Commercial transportation 

 

The travel itinerary MUST be submitted with the Travel Expense Report. 

 

DO NOT INCLUDE EXPENSES PAID FOR ON WSC PURCHASE CARD OR DIRECTLY BILLED TO WSC 
The purpose of travel must be indicated. Statements such as "to attend meeting" are not acceptable. 

Provide a registration brochure or other information regarding the conference/meeting which states the location, dates, 

starting and ending times of the conference/meeting and gives information on meals provided. 

 

Meals, Lodging, and Mileage 

Meals (Receipts not required for meals) In-State 

1st Quarter: 6 am to 12 noon  $7.00 

Reimbursement shall not be claimed for the 1st Quarter if travel began after 7 am 

2nd Quarter: 12 noon to 6 pm  $10.50 

3rd Quarter: 6 pm to 12 midnight  $17.50 

Reimbursement for meals for one day of travel where there is no over-night stay is considered taxable gross income. 

 
Lodging In-State 

Receipts are required                   Actual cost up to $86.40 

 
 
    When reimbursement for lodging is not requested for an overnight trip, indicate if lodging was provided by another 

source, otherwise, meals are considered taxable income. 

Only receipts from bona fide lodging establishments will be accepted for reimbursement. Receipts from relatives will not 

be acceptable. The receipt must be the official receipt from the lodging establishment and not a credit card slip. 

Mileage: Personal Vehicle Rates Per Mile 

 Normal Rate: 34 cents  

 Higher Rate: 57.5 cents Must attach documentation that mileage is being reimbursed to WSC by an 
   outside company/agency at a rate equal to or greater than $.545 per mile. 

300 Miles   from ND Border: 18 cents        The first 300 miles to and from the border will be reimbursed at the normal rate. 

Rental Vehicles 

An employee may be reimbursed for a car rental and fuel while traveling out-of-state for College business. 

It is not necessary to purchase insurance for the rental car. 

 
 
 
 
 
 

Pursuant to NDCC 44-08-04 and NDUS 806.1 
  

Effective 11/1/2020 

 
  

https://www.willistonstate.edu/uploads/43/Travel%20and%20Expense%20User%20Guide.pdf


 

WSC PERSONAL VEHICLE USE PROCEDURE 
 
 
State law provides that a state employee, when required to travel by motor vehicle in the 
performance of official duty, shall use a state-owned vehicle whenever possible. When an 
employee drives a state fleet vehicle, the state’s liability coverage is primary should an accident 
occur. If an employee drives a personal vehicle on state business, the employee’s personal 
insurance is primary. If an employee must drive a personal vehicle because no state fleet vehicles 
are available, then the state would have primary responsibility. Because of the law and insurance 
provisions, Williston State College strongly recommends the use of state fleet vehicles for 
employees who are required to travel by automobile in the performance of official business. 
 
If an employee is authorized to use a personal vehicle when a motor pool vehicle is available, 
reimbursement will be made at the rate per mile that is $.05 less than the rate WSC is charged for 
use of a state-owned sedan/wagon vehicle for each mile actually and necessarily traveled in the 
performance of official duty. The authorization to use a personal vehicle is documented by 
supervisor’s signature on the travel reimbursement form. If an employee must drive a personal 
vehicle because no state fleet vehicle is available, reimbursement will be made at the allowed 
state rate. To receive the higher mileage rate an employee must receive in writing a statement 
saying that a state vehicle is not available during the time period requested and must attach their 
statement to their travel request voucher. This statement should come from a Williston State 
employee who has the responsibility for making state fleet vehicle reservations. 
 
If WSC receives reimbursement from an outside agency/company (such as a TrainND customer 
or SBDC) at a rate equal to or higher than the allowed state rate, the employee will receive 
reimbursement at the allowed state rate. 
 
Reimbursement for use of personal vehicles outside of the state will be reimbursed the same as 
within the state to a geographic point 300 miles from the North Dakota border and at $.18 per mile 
for each mile beyond 300 miles from the border. 
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