
 

 

 

 

 

 

 

 

 

 



MAJOR CHANGES IN FY 9 TRAVEL 

 MILEAGE – 
o 100 MILES OR LESS  .465 TO .485 

 IN-STATE MAXIMUM 
o UP FROM $62 TO $70 STATEWIDE 
o UP FROM $70 TO $80 IN MILWAUKEE, 

WAUKESHA AND RACHINE COUNTIES 
 IN-STATE HOTEL CONTRACT 

o NOW OPTIONAL 
 PAYMENT TO INDIVIDUAL (PIR) 

o NEW VENDOR MUST SUBMIT W9 TAX ID 
FORM 

o USE NEW PIR FORM AVAILABLE ON 
TRAVEL HOMEPAGE 
 IF NEW VENDOR, CHECK BOX 

o W9 FORM AVAILABLE ON TRAVEL 
HOMEPAGE 

 

 

 



 

 

 

 

 

 MANDATORY CONTRACT 
 CAN USE BRICK AND MORTAR TRAVEL AGENCY 
 CAN’T BOOK DIRECTLY W/AIRLINE UNLESS 

DOCUMENTED COST SAVINGS – PRINT SCREEN 
W/I ONE HOUR 

 AIRFARE PURCHASED FROM ORBITZ IS NEVER 
REIMBURSABLE 

 



US BANK VISA 

 

CORPORATE TRAVEL CARD 

 MUST BE USED FOR AIR, LODGING, CAR 
RENTAL, TRAIN 

 CAN BE USED FOR ANY TRAVEL RELATED 
INCIDENTAL EXPENSES INCLUDING 
REGISTRATION PAYMENTS 

 ONLINE ACCESS TO ACCOUNT 

 

PRO-TRAVEL CARD – RESTRICTED USE 

 MUST BE USED FOR AIR, LODGING, CAR 
RENTAL, TRAIN 

 ONLINE ACCESS TO ACCOUNT 
 ALL OTHER EXPENSES MUST BE PAID FOR 

USING ANOTHER PAYMENT OPTION 



AUDIT DELAYS 
 

 INCOMPLETE DOCUMENTATION 
 AUTHORIZATIONS 
 STAPLES 

o KEEP TO MINIMUM 
 NO BACK-TO-BACK 
 HIGHLIGHT ONLY IN YELLOW – 

OTHER COLORS DON’T SCAN 
 SMALL RECEIPTS 

o TAPED TO SHEET OF PAPER 
o  OR COPIED W/ORIGINALS 

ATTACHED 
 ITEMIZE MISC EXPENSES – EITHER IN 

DESCRIPTION OR DO EACH IN SEPARATE CELL 

 


