


Travel Presentation



LaCarte Card
e

Preferred method of payment if traveling on university business
AS700, LaCarte Enrollment form requires Department Head approval

Provided as a means for travelers to avoid having to use personal funds

Reminders:

Employees should use their LaCarte card for booking their own travel
expenses.

Employees should not book travel expenses for other employees

Meals and/or personal incidentals should not be charged on the LaCarte
card


Presenter
Presentation Notes

Employees are encouraged to request a LaCarte card if they plan to travel on University business



Safeguard Payment Information 
Travelers should always remove credit card numbers, expiration dates and security codes from all receipts or documentation submitted.
 



Travel Agency — Contact Information
-

Christopherson Business Travel (CBT) is the State of Louisiana contracted travel agency. The contact information for CBT is provided below.
For more information on CBT, please refer to the New Travel Agency section on the Accounts Payable & Travel website.

CBT UNIVERSITY TRAVEL TEAM
Monday — Friday 7a.m. = 7p.m. CT
P: 800-961-0720
E-mail: Statelauniv@CBTravel.com

Domestic and International Travel Advisors*
Darryl Truelove: 720.200.4118 Darryl.Truelove @cbtravel.com
Ericka Krzykwa: 801.327.7724 Ericka.Krzykwa(@cbtravel.com
Kelley Kokes: 801.327.7678 Kelley.Kokes@cbtravel.com
Kelly Arens: 801.327.7707 Kelly.Arens@cbtravel.com
Jay Rowley:801.327.7634 Jay.Rowley@cbtravel.com
Michelle Yanez Newcomb: 801.327.7635 Michelle.Yaneznewcomb(@cbtravel.com

Group Travel Agents™
Tonja Smith: 205.874.8540 Tonja.Smith@cbtravel.com
Charlotte Liner: 205.874.8530 Charlott.Liner@cbtravel.com

*Note: Travelers/Departments are encouraged to send e-mails to the main e-mail address, but it is acceptable to contact one of the Advisors
directly; however, please do not send an e-mail to all Advisors at once as it will delay respond time for other requests.
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Travel Agency - CBT Contact Information
-

Summary of pertinent information:

1. Christopherson Business Travel normal business hours are 7:00am to 7:00pm
CST Monday-Friday.

2. The agent-assisted transaction fee is $24 for domestic and $31 for
international.

3. Any calls to (800) 261-0720 made between 7pm and 7am CST will roll over
to the After-Hours Service Provider. After-Hour services should be for limited
to true emergencies. Airfare bookings should be made during normal business

hours. Lsu

CBT Concur Online Booking System is available on myLSU!

—
L §

The link to CBT Concur Online Booking System is located on myLSU under Travel
Resources. Upon myLSU login and clicking the link, users will land on the Header
screen in Airportal. Users must click, Book a Trip on the left-hand side of the screen B TRAVELRESOURCES ¥

to be taken into the Concur site. The online booking fee is $7. CBT Online Booking

System

Vehicle Rental
Information




HR Integration Update
-

Concur System updates impacted our integration/HR Feed for creating user
profiles.

New hires & employees changing departments
We are in the queue awaiting the fix!

CBT has been working diligently to create profiles manually until the matter is
resolved

Continue to contact Jennifer Driggers at jdrigg@lsu.edu or Kathleen Patrick at
kelder1 @lsu.edu
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Centrally Billed Accounts (CBAs)

-/~~~
CBA Approval Issues

O Some departments have not received the CBA Approve /Deny e-mails

Travel Arrangers are encouraged to use LaCarte as payment for guests or
student airfare bookings

Advisor’s training issue & CBT has been working diligently with the advisors

Contact Jennifer Driggers at j[drigg@Isu.edu or Kathleen Patrick at
kelder1 @lsu.edu
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CBT is working through CBA approval issues.

New employees training issues.
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In Progress
-

Customer Service Survey

O Requestors (i.e., Traveler /Travel Arranger) will receive the survey via e-mail
after bookings

m Responses are encouraged

O Survey link will be published on the Accounts Payable & Travel website

Transition CBAs to 100% LaCarte via Travel Arranger Profile
O Pay for guest and student airfare

O Simplify the booking process and expedite payment



International Travel — Is the location High Risk?
-

Review the U.S. Department of State website for the travel advisories as referenced in FASOP AS-18, High Risk Travel to
Restricted Regions

High Risk travel approval is required for countries with a travel advisory of either:
O Level 3: Reconsider Travel
O Level 4: Do Not Travel

Prior approval from the Office of Academic Affairs via a recommendation from the International Travel Oversight Committee
(ITOC) at least 30 days in advance of the proposed departure date or as soon as the trip is known.

High Risk travel forms listed below must be submitted to Patrice Gremillion at pgremill@Isu.edu:

O AS295, Request to Travel to Restricted Regions for Individual Travelers, or

O AS296, Request to Travel to Restricted Regions for Student Study Trips

Academic Affairs will return the forms to the requesting department with a final decision

Spend Authorization should be initiated with the approved high risk travel forms attached
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Late or Last minute, requests cannot be guaranteed a decision prior to the proposed departure date and may result in a denied application and/or delayed start date of travel.

The University reserves the right to withhold reimbursement and/or take disciplinary actions for unauthorized travel.
 
Forms can be found on the Accounts Payable & Travel website

For questions, please contact Patrice Gremillion at pgremill@lsu.edu or at 578-3366

mailto:pgremill@lsu.edu

Spend Authorization for Workers

Spend Authorization should be completed and fully approved prior to
making any travel arrangements and/or traveling

Spend Authorization is required regardless of who pays (i.e., University or a
third-party) for the travel expenses

Employees traveling without an approved Spend Authorization may be
deemed personal

University reserves the right to withhold reimbursement and /or take
disciplinary actions for unauthorized travel
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A Spend Authorization is required even if the employee will not be seeking a reimbursement.


Spend Authorization Requirements

000000
Start/End Travel Dates — Include any personal travel dates

Description — Include departure and return destinations

O List all locations if multiple travel locations

AS292-A: Spend Authorization Attachment — Attach if any of the
below criteria applies:

O Personal dates of travel /destinations
O High risk travel to a restricted region

O Travel greater than 30 days at one business location



Spend Avuthorization Not Required

- 000000
Virtual Meeting with no Physical Travel

O Expense Item — Training Fees and Registrations

Physical Travel/In-person Meeting (within domicile city)

O Expense ltem — Registration Fees/Local
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Example: Meeting at Division of Administration – no spend authorization is required



Travel Authorization for Non-Workers

-/~~~
Workday
O External Committee Member (ECM)

University Guests

Non-employed Student
O Spend Authorization for Non-Worker (ECM)

Paper Form
O AS516: Request For Authorization To Travel For Non-Worker



Ethics Reporting

Travel expenses, including travel scholarships, covered by a third party or o
sponsor are subject to the reporting requirements in R.S. 42:1111 Code of
Governmental Ethics.

Pursuant to La. R.S. 42:1123(41), any public servant who accepts
complimentary admission, lodging, or transportation to and from an
educational or professional development, seminar or conference shall file
an affidavit with the Board of Ethics within 60 days after such acceptance.

It is the employee’s responsibility to properly complete and submit to the
Board of Ethics via the disclosure form.
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This information is referenced in PM-13, University Travel Regulations

This requirement applies to all employees, including employed graduate students


Disclosure Form 413
e

LOUISIANA BOARD OF ETHICS

Latest version of form must be completed S

Upload: https://eap.ethics.la.gov/FileUpload

(revi S e d D e C 2 O 2 2) cnmpummmmrAnn];gzllfgus,l}l(‘);g:g;ggﬁkTRANsmk'rATmN

Pursuant to La. R.S. 42:1115.2, any public servant who accepts li Yy lodging, or P , or
reimbursement for such expenses shall file a certification with the Board of Ethics WITHIN 60 DAYS AFTER SUCH ACCEPTANCE.

Agency Head Certification (to be completed prior to event attendance):

Form will be deemed unacceptable if not

e Certify that the Public Servant's acceptance of the complimentary admission, lodging and transportation, or
reimbursement of such expense (check applicable box)

fU I I Co I I I I efe d [Clis of direct benefit to the agency or
[Jwill enhance the knowledge or skill of the Public Servant as it relates to the performance of his public service.

«  Certify that I approved the Public Servant's p of the pli ary admission, lodging and
transportation, or reimbursement of such expense prior to such acceptance.

AGENCY HEAD'S SIGNATURE:

Handwritten signature is required

PUBLIC SERVANT'S FULL NAME:  Valery Sonnier

ADDRESS: 123 River Road

Electronic signatures not acceptable

POSITION TITLE:  Associate Director - Accounts Payable & Reporting

EMPLOYING AGENCY: Louisiana State University

Agency Head (or designee) signature is e 1 e

DESCRIPTION OF PURPOSE OF PUBLIC SERVANT'S ACCEPTANCE OF COMPLIMENTARY ADMISSION, LODGING AND/
OR REASONABLE TRANSPORTATION:

[ ]
r e q U I r e d Selected to receive a scholarship for CBMI 2022 on behalf of Southern Association of College and

University Business Officers (SACUBQ) The CBMI Conference offers an intensive course of study in

business and financial management for administrators of colleges and universities.
PERSON/ORGANIZATION PROVIDING
ADMISSION, LODGING, AND/OR TRANSPORTATION: SACUBO

S i gne CI fO rm Sh ou I d b e attac h e CI to fh e SRR P

Public Servant Attestation;

° [
S e n d AUTh o r I Z q T I o n E X e n S e R e o rt By my signature below, the above provided information is true and correct to the best of my knowledge,
information, and belief.

PUBLIC SERVANT'S SIGNATURE: \[u.lu'q LSQ,.\.;.‘V
paTE:  7/82022 '

Revised December 2022 Form 413 www.ethics.[a.gov
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Agency Head is not the Department Head.

Agency Head is President Tate, and his designee is Kimberly Lewis.

Forms filed after the travel dates will require supporting documentation to show that the travel was approved.
Spend Authorization 
No Spend Authorization approved prior to the travel – Kimberly Lewis must provide a letter to acknowledge the travel was approved


Ethics 413 Form

The Board of Ethics requires the employee to file
their Ethics 413 form electronically.

Steps for submitting the form electronically:
Louisiana Ethics Administration Program (la.gov)

1. Select Form from drop down list:
Complimentary Admission, Transportation,
and /or Lodging

2. Filer Name, E-mail Address, and Phone
Number must be provided

3. Check box — I'm not a Robot
4. Choose File
5. Click Upload

For questions, please contact Ashley Wimberly
at the Board of Ethics at 219-5600. If Ashley is
not available, please ask for Traci or Kathleen.

[LOUISTANA ETHICS
ADMINISTRATION
PROGRAM

Home General

Campaign Finance Lobbying Training Contact Us

Disclosures File Upload

This upload page is intended to be used for submitting disclosure forms to the Ethics Administration's Disclosure Division.

Form: Complimentary Admission, Transportation, and/or Lodging ~]
Filer Hame: Mike the Tiger |
Filer E-mail: [Mike the Tiger |
Re-type E-mail: |rr|t1'ger1@lsu.edu |
Phone Number: |225-5?ﬂ-1 234 |
E-mail addresses and phone numbers given will anly be wsed if we have questions regarding your upload.
V/ I'm not a robot e
reCAPTCHA

Privacy - Terms:

We can only accept files in the pdf format that are under 20MB.

Choose File | Mo file chosen
Upload

For filers using electronic signatures, please see the following agency policy.

Copyright () 2008 Lovisiana Board of Ethics. All rights reserved.

Once the form is uploaded, the employee will receive an e-mail message as follows:

File successfully uploaded on 1/25/2023 at 12:59 PM



https://eap.ethics.la.gov/FileUpload/

Travel Expense Reports

-
Saved For Later

May 2022
July 2022
August 2022
September 2022
October 2022
November 2022
New - December 2022

January
641

44%
February 2023
Total

January 2023

1
5

13
20
41
66
103
20
276



Airfare
I

. . Christoph .
Include the airfare receipt from CBT that @ L e rPortal
New Orleans, LA 1o Orando, FL NATYR2

includes the total amount charged. sl

A Review the latest Know before you go: Get resources and info for your upcoming trip here

If the airfare was booked and then there is
a change, a justification for the change must "

CCO0408

Passenger Online Suppart: (838) 5350173
Online E meil: onlinesuppor@ctiravel com

L]
b e rovi d e d ANGELIQUE MICHELLE MANN TsAPrey’ (Submitec) aipect atirasl o
. Yot Frees 800,081,720

After Hours: 800-961-0720

MSY 1o MCO Departing: SUn Sep 11, 2022 21 12:16 PM
If airfare is reused from a previous e e
canceled trip, the expense report number Doimmtenm  smsimone
should be referenced to show the original — e —

Orando, FL t0 New Oreans, LA Southwest Alrines Flight 506
Duration: 1 hours and 45 minutes

.
Status: CONFIRMED 1
Departure: Arival Confirmatior: 3RIR24
N i : 737-
Orlando Intemational Alrport Louls Armstrong Intl Aireraft: Boeing 737-800
Fri Sep 16, 2022  9:50 AM Fri Sep 16 2022  10:35 AM

SeatInformation

'
> - S = Passenger Hame Seat Class Frequent Flyer #
= AirPortal REEEERE et i

MEW ORLEANS, LA» ORLANDO, FL

Ticketing Information
Invoice 02508710

Ticket # Passenger Vendor Type  Payment Issue Date Base Tax Tatal
B900G29720258  MANN Service  VIOOOOOOOOCOMBETS 08222022 S7.00USD $7.00 USD
JANGELIQUE. Fee
1 MICHELLE
5267798580380 MANN Soutrwes  Air VIXHGUDOO0GGHEETS 06222022 $236.06 USD 34690 $262.95ISD
Email Download PDF JANGELIQUEMICH Aifline s
Total Air Fare: $282 96

Total Service Fees: $7.00
Sub Total: $2589.96

A Know Before You Go: Get resources and Info fer your upcoming trip here

Total Charged: $289.96
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International airfare
Travelers are encouraged to contact a CBT Travel Advisor to book international airfares. CBT’s online booking tool should be used for simple international bookings (roundtrip with no layovers).


Fee (Registration)

Conference Travel ———

Attendee Information
Reference Number 64685212

The conference agenda must be included in it

First Name Matthew

° . Last Name LaVergne
the supporting documentation attached to the . ool s
iliation/Company
Expense Report as the agenda provides the pdress e | o
. . US State Louisiana
conference meal information. BounfogUnEASRES
Zip (Postal Code) 70791
Mobile Phone
A formal agenda, program, or letter of Work Phane
invitation along with an itemized paid receipt. = -
Attendee Category Nonmember
. . . . ub Category Full Convention $410.
If the receipt is not itemized, the traveler must e o gttt
disclose what the registration fee covers. e - Ao
. . . ;;;;day' August 30, Transaction Amount $410.00
DISCIose If qny meqls Were prOVIded' ;g;;ﬁay,Augus[?!O, Online Credit Card Payment{xxxxxxxxxxxx1377) $-410.00
Balance $0.00

Questions? Email CustomerService@ncte.org or call 877-369-6283.




Lodging

HILTON CHICAGD OAK BROOK HILLE RESDRT &
CONFERENCE
s 3500 MIDWEST ROAD

If conference hotel, include Biflion | Cor.

TELEPHONE 630-850-5555 » FAXN 630-850-5588

HOTELS & RESORTS Reservatons
wwwhitton .com or 1 BR0HILTONS

documentation that confirms it is AR

4134 SANDBAR DR Departure Date: TAZ2E22 125700 PM
AduliChild 1D
ADDIE LS 70710 Cashisr 10 EPEREZSD
a conference hotel and the
AL
HH# 1821475040 BLUE
VAT #
() Fdlio No/Che SHGTE A
n I g ht I y r q Te ° Confirmation Number, 3322555810

HILTON CHICAGD DAK BRODK HILLS RESORT & CONFERENCE

111202022 125600 PM

DATE DESCRIPTION [} REF NO CHARGES | CREDIT BALANCE
1112022 B RESTAURANT #1533 LINTR 375331 1055

1112022 GUEET ROOM RMACYT 380077 £135.00

11NE2022 RM STATE TAX RMACY1T 230077 £2.34

11182022 R LOCAL TAX RMACY1 2800177 1 4:3:03

11AT2022 GIFT SHOP #7057 LINTR 2200305 400

11T2022 B RESTAURANT #1707 LINTR 3B00RTD $34.47

1NT2022 GLUEEST ROOM RMACY1 2301344 513500

11NT2022 RM STATE TAX RMACY1T 2301344 £2.34

11AT2022 Rh LOCAL TAX RMACY1 3801344 1 1:3:03

112022 B RESTAURANT #1304 LINTR 380N TX $2152

1112022 AN 1008 SPEREZSD 2801 T4 [$379.53

HEALANCE™ $0.00

Hiften Honors(R) stays are posted within 72 hours of checkout To check your eamings or book your nextstay at more than § 500+ hotels and
resorts in 118 countries, please visit Honars.com

Thank you for choosing Hilten. You'll get more when you book directly with us - more destinations, more points, and more value. Book your net
stay at hilten.com.

CREDIT CARD DETAIL
APPR CODE 240752 MERCHANT ID 2124628736
CARD NUMBER ANCTTO0E EXP DATE 0327

TRANSACTION IO 32744 TRANS TYPE fale




Vehicle Rental

Enterprise, National and Hertz

Both in-state and out-of-state travel

Use is mandatory for university
employees, students, and/or
authorized travelers on official
university business.

Justification must be included for a
vehicle rental over a mid
size /standard vehicle.

Estimated rental agreements are not
accepted

—enterprise

Rental Agreement # 7D31WL

Renter Information

Trip Information

Renter Name
MIKE THE TIGER

Renter Address
BATON ROUGE, LA 70808
usa

Vehicle Information

ARMA

License #: G/ID76
State/Province: FL
Unit #: 8CNJFY
Vehicle #: LX517950

Vehicle Class Driven

Full Size SUV AWD 5 door/Automatic/
Air

Vehicle Class Charged

Compact 2/4 deor/Automatic/Air

Odometer Mileage/Kilometers
Starting: 73288 Ending: 73788
Total: 489

Fuel

Starting: FULL  Ending: FULL

Thank you for renting
with Enterprise Rent-A
Car

We appreciate your business!

This email was automatically generated
from an unattended mailbox, so please
do not reply to this e-mail

If you have any questians about your
rental, piease view our Frequently
Asked Questions or send us a secured

message by visiting our Support Center

Pickup Return
Wednesday, August 24, Friday, August 26, 2022 (U 9:12 AM

i BTRNGHLSN

1575 NICHOLSON DR

BATON ROUGE, LA 70802-8141

4:58 PM
BTR NCHLSN

1575 NICHOLSON DR

BATON ROUGE, LA 70802-8141

usA
usa
Renter Charges
Rental Rate Time & Distance 2 Day at $33.00 / Day $66.00
Coverages DMVCOW INGLUDED (50,001 Day) Included
Mileage Unlimited Mileage Included
Taxes and Fees Vehicle License Recovery Fee 5010/ 0ay) 3020
Total $66.20
(Subject to audt)
Amount charged on August 26, 2022 to VISA (9603) (966.20)

APN: VISA CREDIT

AID: ADODODODO31010

Verified: PIN

Entry: Chip

TSI: EBOO
Amount Due $0.00




Mileage

As of January 1, 2023, the mileage rate
increased to 65.5 cents per mile (up from
62.5).

If using beginning and ending odometer
readings, attach a mileage log or include
in the expense report line memo field.

If using a website mileage calculator,
attach the complete documentation that
indicates to/from addresses and total
miles traveled.

If there are multiple travel locations (in-
state travel), a detailed breakdown of
travel by day must be provided.

Go g\e Maps Armstrong New Orleans International Airport

10550 Burbank Dr, Baten Rouge, LA 70810 to Louis Drive 60.8 miles, 1 hr

10550 Burbank Dr
Baton Rouge, LA 70810

Geton |-10 E from LA-42 E

10 min (5.6 mi)
4+ 1. Head southeast
203 ft
€ 2, Turnleft toward LA-42E
495 fi
r* 3. Turnrightanto LA-42E
1emi

4 Turnright onto LA-42 E/Highland Rd
34mi
A 5 Usathe right lane to merge onto I-10 E via the
ramp to New Orleans
0.3 mi

Follow I-10 E to Loyola Dr In Kenner, Take exit 221 from 10
E
A7 rrin (54.6 mi)
A 6 MergecntalF10E
§4.1mi




Shuttle /Taxi (includes Uber /Lyft)
_—

Final paid itemized receipts which s

includes the ﬁp (Up to 20%) and Here's your receipt for your ride, Christopher

oayment information are required for
reimbursement.

Wait times charges are considered a 5
personal expense and are not T y

reimbursable.




Meal (Per Diem)

M e CI I S S h o U I d b e re q U e S'I'e d CI S Your search for Orlando, Florida (Orange including Orlando)

Estimated per diem total: $1024.50 (Max lodging total + M&IE total)
CI 1.01.0 I G m o U nll. o n o n e ex p e n Se Lodging breakdown: October 13, 2022 - October 18, 2022

Date Daily Rate # of Nights Total

i-l'e m I i n e October $129 5 $645

Max lodging total: $645

Meals & incidental expenses breakdown: October 13, 2022 - October 18, 2022

Prefer 'I'o use ‘I'he GSA Per Diem Days, Month  Daily Rate # of Days Total

First day (10/13/22)* $51.75 1 $51.75
Full day (Oct) $69 4 $276

LO (@) kU p Too I Last day (10/18/22)* $51.75 1 $51.75

*The first and last calendar dates of M&IE are calculated at 75%.

M&IE total: $379.50

O Include a printout of the results



https://www.gsa.gov/travel-resources

Spring Travel Trainings
-

____Dae | Time

March 8, 2023 9:00 AM —11:00 AM
April 6, 2023 1:00 PM = 3:00 PM
May 3, 2023 9:00 AM - 11:00 AM

*Register for a training class on LSU Training and Event Registration via myLSU



https://training.lsu.edu/

Travel Contacts

Andrea Chu — andreachu@lsu.edu
Caitlin Cox — ccox40@lsu.edu

Jonathan Fresina — jfresil @lsu.edu

Kathleen Patrick — kelder1 @]Isu.edu

Jennifer Driggers — jdrigg@]Isu.edu
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.
=

QUESTIONS?
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