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Travel Procedure 

not appropriate. The FFM is to consider if more efficient and/or economical means are available 
to the Traveler. This is required even when the Traveler is the FFM.  

 
2.3 Booking and Payment for Travel Arrangements 

 

2.3.1 The Traveler must use the University’s contracted Travel Management Company (“the TMC”) or 
the online booking tool (“OBT”) of the TMC to make reservations for air transportation. Other trip 
elements may also be booked through the TMC and OBT.  
 

2.3.2 Payment for air and train fares booked through the TMC must be requested via the FOAPAL 
Authorization form, prompting the transaction to be paid by the University’s travel payment card. 
The bank incentives earned on this card 
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2.4.3 Rental Vehicles 

 
a) The University’s rental standard is the hybrid or electric compact to mid-size vehicle.  

Selection of the vehicle and duration of the rental must correspond to the requirements of 
the University-sponsored activity. It is the responsibility of the Traveler to ensure that 
appropriate driver licenses and adequate insurances are in effect for the duration of the 
rental period. 

 
2.4.4 Use of Mass Transit, Taxis, Ride-Booking Services and Personal Vehicles 

 
a) The Traveler may use Mass Transit such as buses and other public transportation. 

Reasonable use of taxis, ride-booking services, and car-sharing services, to and from 
airports, train stations, accommodations and meeting places are also allowed. 

 
b) The use of personal vehicles for University-sponsored activities is permitted provided there 

is no suitable and/or economical public transportation available, or if the personal vehicle is 
the most sustainable option. It is the responsibility of the Traveler to ensure there is adequate 
insurance in effect. Refer to Travel Guidelines.  

 
2.5 Accommodations 

  
The Traveler shall obtain accommodations in appropriate quality lodging. 
 

2.6 Travel Plan Changes or Cancellations 
 

2.6.1 Travel changes and/or cancellations are costly and will only be reimbursed for valid and 
unforeseen circumstances.  

 
2.6.2 To avoid unnecessary change fees and cancellation penalties, the travel booking must only be 
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