
Travel Manual

This reference guide incorporates South Dakota Codified Law, Administrative Rules of South Dakota, State Auditor policy, BOR policy and University policy concerning travel. This guide also includes information necessary to properly prepare the travel voucher for reimbursement.  It is intended as a resource to answer questions of the traveler and those responsible for preparation of the vouchers.  In addition to this publication, the Chart of Accounts, published and distributed by the Accounting Office, contains a listing and description of expense subcodes and other information needed to complete the travel voucher.

If you have any questions, please call the Accounts Payable Office at 688-6282.
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Reimbursement Rates Effective July 1, 2007

Transportation Allowances

	PRIVATE 
Transportation Mode
	Mileage Rate

	Auto - low rate (State Vehicle available)
	$0.20

	Auto - high rate (State Vehicle not available)
	$0.37

	Motorcycle
	$0.09

	Airplane - Single engine low performance
	$0.95

	Airplane - Single engine high performance
	$0.95

	Airplane - Twin engine up to 6,000 lbs.
	$1.35

	
	


Lodging Allowances
	PRIVATE 
Travel Status
	 Daily Allowance
	Excess Allowance

	In‑State
	$46.50 plus tax
	N/A

	Out‑of‑State
	$150.00 plus tax*
	$100.00 plus tax*

	Out‑of‑Country
	$150.00 plus tax*
	$100.00 plus tax*

	Apartment (In‑State)
	$400.00 per month (prorate partial month)  
	N/A

	Private Trailer House
	$4.00 plus electricity & parking fees**
	N/A


  
     Actual cost of lodging may not exceed the pre‑approved maximum daily/excess rates.


  * Normal daily and excess lodging allowance must be on approved OSTR.


**  Maximum reimbursement may not exceed $13.00

Meal Allowances

	PRIVATE 
Meal
	In‑State
	Out‑of‑State
	Out‑of‑Country

	Breakfast
	$5.00
	$ 8.00
	$ 7.00*

	Noon lunch
	$ 9.00
	$ 11.00
	$18.00*

	Dinner
	$ 12.00
	$17.00
	$25.00*

	Total Daily Rate
	$26.00
	$36.00
	$50.00*


* Receipts are required for Out‑of‑Country meals, otherwise Out‑of‑State rates will be in effect.


Meal Allowance Eligibility
	PRIVATE 
Meal
	Duty Post Departure
	Duty Post Arrival

	Breakfast
	Leave before  5:31 am
	Return after  7:59 am

	Noon Lunch
	Leave before 11:31 am
	Return after 12:59 pm

	Dinner
	Leave before  5:31 pm
	Return after  7:59 pm


General Provisions
Individual Claims Required

Every claimant shall submit a personal and individual claim for his or her travel expenses.  One claimant's travel expenses shall not be a part of another individual's claim.  Exception is allowable for faculty advisors and coaches of approved student groups.  Please contact the Accounts Payable Office regarding these situations.

Political And Public Meetings

Under the provisions of SDCL 3‑9‑7, expenses for attendance at political meetings, fairs and public meetings are not reimbursable.  EXCEPTION: Certain state employees who have agriculture related assignments to work at the fair may be reimbursed for expenses.  Travel vouchers must indicate the specific assignment as justification. 

Ground Transportation vs. Air Transportation

Any state employee or passenger driving personal or state vehicles out of state to attend conferences shall be allowed meals and lodging up to two days each way.  Car mileage will not exceed the cost of the most economical commercial airfare available per person traveling.  Quotations of available airfare should be attached to Out of State Travel Request.

Mileage Reimbursement within City Limits of Home Station

Upon written request of the department head subject to the approval of the appropriate dean/director and vice president, the State Board of Finance may grant approval to specific employees for mileage reimbursement within the city limits of the home work station.  All state employees stationed in the Pierre Capitol City Area are not allowed meals and mileage reimbursement for official travel within an area up to five miles of the Pierre city boundaries.

Weekend Layovers

When an employee is required to perform duties in a specific area for a period of time longer than one week, the weekend layover shall not exceed two days.  In no event shall the cost of the layover exceed the cost of a round trip to his duty station and back.

Out of State Travel Request

Out‑of‑state travel is any destination point outside the state's border.  Each employee shall complete an Out of State Travel Request (OSTR) and shall obtain department head, dean/director and University President approval.  The respective vice president will review requests for out-of-country travel.   After all signatures are obtained, forward directly to the Accounts Payable Office.
General Information

OSTRs should be approved at least fifteen calendar days prior to the date of travel.  OSTRs shall be approved and on file in the Accounts Payable Office before purchase orders, prepayments on registration fees, direct payments and reimbursement of travel expenses can occur.

University policy requires an OSTR to be filed when out of state or out of country business occurs, even if a reimbursement is not claimed or even if a third party is funding the trip.  The OSTR needs to be completed with full disclosure of the costs and who is paying for the trip.  This is for accountability purposes.

Individuals must be on official travel status to be eligible for reimbursement of travel expenses. Travel expenses are not allowable for employees who commute between their home and permanent workstation.

Amended Out of State Travel Requests

Claims for out-of-state travel must not exceed the cost approved in the travel request.  A new OSTR to amend the original request will be required under the following circumstances:

1. A different person makes the trip.

2. Major changes in itinerary.

3. Increase in cost of total trip.

4. Fund source change.  The total amount of the travel cost should be reflected in the request.  If the fund source changes, list the breakdown by account number, foundation, third-party payer, or personal funds. If funded by two or more sources, please provide the breakdown.

Amended OSTRs are not required for decreased cost estimates, minor changes in itinerary and changes in dates of travel.  Cancellation of OSTRs as well as notification of minor changes can be accomplished by calling the Accounts Payable Office.

Out of State Travel Request Example

Ground Transportation
Distances Between Points Traveled

The Rand‑McNally Road Atlas shall be used to determine standard mileage between points traveled for direct ground transportation by a privately owned vehicle.  Odometer readings are required to determine mileage for indirect ground transportation by a privately owned vehicle.  Excess mileage must be justified on the travel voucher.

Privately Owned Automobiles and Motorcycles

Use of privately owned automobiles and motorcycles on official state business will be reimbursed at the rates listed on the Reimbursement Rates page.  The mileage rates cover all expenses incidental to the operation of an automobile, including gasoline, oil, repairs, insurance, towing and locksmith charges.

Toll costs for bridges and roads, and parking costs are not considered incidental expenses to operate a vehicle and may be reimbursed as a separate item with proper receipts.

State Vehicles

Contact the Motor Pool to determine if a state vehicle is available.  If a state vehicle suitable for travel is available but the employee drives a personal vehicle, the employee shall be reimbursed at the low mileage rate.

An employee is eligible for reimbursement at the high mileage rate if a state vehicle suitable for travel is not available.  A certificate of non‑availability (POV) from the Motor Pool must be attached to the travel voucher.

Mileage To and From Terminals

Two round trips to a commercial air terminal will be allowed when duration of travel is over 24 hours and the commercial air terminal is over twenty miles from the employee's home or work station, whichever is closest to the airport.  Parking fees in a parking lot and at the airport are reimbursable when accompanied by a proper receipt.

Mileage to and from an In-State Work Site

Mileage to and from an in-state work site shall be allowable only to the extent that it does not exceed the allowable cost of meals and lodging that could be charged if the employee stayed at the work site.

Automobile Rental

Regularly scheduled rates by rent-a-car services will be an allowable charge for transportation on state business when neither state nor privately owned vehicles are available.  A proper receipt and a statement of justification must accompany such claims.  The State Auditor may disallow car rentals which appear to be for personal use.

Conveyance Vans

Travelers may use conveyance vans for travel to and from the airport in lieu of state or personal vehicles. The traveler may pay the fee and be reimbursed on their travel vouchers with proper receipts.  When the University makes direct payment to the van company, the dates of travel, the passenger’s names, and the purpose of the trip must be included on the voucher.

Air Transportation

Official travel on commercial airlines shall be booked on the most economical class available.  Only one ticket per state employee per trip will be allowable (no back to back tickets).  Tickets for employees and students may be purchased in advance by submitting a copy of the itinerary to the Accounts Payable Office.  The itinerary must include the following information:  

· The traveler or bookkeeper approves the itinerary with their signature if the price, dates and times are acceptable.

· The account number, subcode and brief explanation regarding the purpose of travel is written on the itinerary.  

The Accounts Payable Office will process payment upon receipt of the itinerary by using SDSU’s Air Travel Card. 

The OSTR must be on file for employees securing tickets to out‑of‑state and out‑of‑country destinations.  An OSTR is not required for non-state employees, however, the airfare must be approved by the appropriate department head.

Individuals purchasing tickets with a personal check or credit card will not be reimbursed until the trip has been completed.  Reimbursement of airline tickets must have the passenger ticket receipt and airline itinerary attached to the travel voucher.  

If an employee uses electronic tickets they will be sent a passenger receipt.  The invoice-itinerary and passenger receipt must be submitted with the reimbursement voucher.

If the airline ticket was purchased using the Air Travel Card, reference the voucher number and the amount on the Travel Payment Detail form.  Do not combine airfare cost and vehicle mileage cost on the Travel Voucher.

Charter Airplane Rates  

Departments may contract for airplane service from private flying stations when alternative methods of transportation are inadequate and when state aircraft are not available.  The rates allowed for charter services shall not exceed charges made to private individuals and companies for like services.  Vouchers for payment of these services must include names of all passengers and a statement of justification.

Private or Rental Aircraft  

The mileage reimbursement rates for state employees flying privately owned or rented aircraft while traveling on state business are listed on the "Reimbursement Rates" page.  Mileage is determined by standard air mileage guides.  Allowable reimbursement for out‑of‑state travel shall not exceed the cost of the most economical commercial airfare available per person traveling.  Quotations of available airfare should be attached to OSTR.  The travel voucher shall list names of all passengers, if any.  Prior approval by the department head or next level administrator is needed for state employees flying privately‑owned or rented aircraft.  Travel shall be authorized only for official state business and not to satisfy FAA requirements.

To comply with insurance requirements, any employee who contemplates piloting state-owned, privately owned or rented aircraft shall file three current copies of the following documents to the Accounting Office:  1) FAA Pilot Certificates; 2)FAA Medical Certificates; and 3) Bi-annual Flight Review.

It is the pilot’s responsibility to maintain qualifications required by the FAA.  The State of South Dakota Aircraft Insurance Policy will not extend coverage to employees flying beyond the limitation of the pilot’s license or if the pilot’s certification becomes invalid.


Meals and Lodging
Please refer to the Reimbursement Rates page for current allowable per diem amounts.  Any exceptions to per diem regulations require authorization by the State Auditors Office.  Requests must be submitted through the SDSU Accounts Payable Office.

Continental Breakfasts
Although this complimentary breakfast is included in the cost of lodging, reimbursement for this meal shall not be deducted from the cost of lodging nor the meal reimbursement, unless the traveler so desires.  The cost of breakfast served at a Bed & Breakfast establishment is included in the cost of lodging.  The cost of the meal shall be deducted from the cost of lodging and claimed as a meal reimbursement.

Evening Supper Limitations

The evening supper is allowable only to employees whose hours do not conform to normal working hours or who perform special night duties.  It does not apply to employees who return late from meetings, seminars or conferences.

Employees Attending Workshops at Home Station

As a general rule, employees attending a workshop located in the city of their home station are not allowed reimbursement for meals.  If the workshop registration fee includes the cost of meals, the reimbursement must exclude the cost of meals for employees attending the workshop.  Contact the Accounts Payable Office for special circumstances.

Out‑Of‑USA Limitations

International travel is not allowed without prior approval.  State Board of Finance requires receipts for Out‑of‑USA meals.  If receipts are not available, then reimbursement will be using the Out‑of‑State per diem schedule.  Meal and lodging reimbursements are required to be in US dollars.

Apartment Rental  

Rent for apartments will be an allowable expense in UNUSUAL circumstances when the employee is required to be in a specific location other than the employee's home station for an extended period of time.  Rent for an apartment will be allowed in lieu of lodging.  Receipts will be required.  Partial month rental will be pro-rated.

Private Trailer House (Camping)  

The use of a privately owned trailer house for sleeping accommodations is allowed.  Appropriate receipts must substantiate parking fees and electricity charges.  The total amount is not to exceed $13.00 per day.  Pre-approval is needed prior to the event in order to allow a reimbursement in excess of $13.00/day (for example State Fair camping).  

Miscellaneous

All travelers are expected to pay for their own meals and lodging and to submit personal and individual reimbursement claims.  The normal daily and excess allowance must be requested and approved on the OSTR prior to traveling otherwise reimbursement will be at in‑state rates.

Lodging in private homes is not reimbursable.  However, SDSU staff involved with the State Fair and staying in a private home in Huron can be reimbursed for lodging as long as owner provides a proper paid receipt.  Reimbursement will be denied if conflict of interest exists or the owner is a relative of the person filing the claim.

ADA Exception To Lodging Rates

The State Board of Finance has adopted an interim policy that permits an exception to lodging rates for qualifying state employees.  If an ADA accessible room is available but not at state rates.  The qualifying employee shall complete an ADA Travel Exception form, which provides the following information:

1. Qualifying employee's name and telephone number.

2. University department and address.

3. Supervisor's name, title and approval signature.

4. Travel locations, dates and reason for travel exception.

5. List of motels contacted for ADA accessible rooms, room rates and replies.  Minimum of three quotes is recommended.

The completed ADA Travel Exception form is forwarded to the Accounts Payable Office.  Final approval authority rests with the State Board of Finance.  Requests will be considered at the regularly scheduled meeting, which is the third Tuesday of each month.  If time requires immediate approval, the Accounts Payable Office will fax the form and obtain telephone approval.  The State Board of Finance will notify the agency of its decision.  The approved ADA Travel Exception form shall be attached to the travel voucher.

ADA exceptions to lodging rates require prior approval.  The State Board of Finance will consider all requests for ADA exceptions on a case‑by‑case basis.  The policy also applies to qualifying students, interview candidates, and other non‑state employees.  For assistance, contact the Accounts Payable Supervisor at 688‑6282.

Direct Motel Billings

Payments for lodging by state agencies directly to the motel or hotel are permitted only upon prior approval of the Accounts Payable Supervisor and the State Auditor which are reviewed on a case by case basis.  Factors to be taken in to account are the nature of the employment, the duration of the travel and similar items.  If you believe it to be appropriate that an individual or group of individuals apply for permission for payment to be made directly to the motel or hotel, please submit that request in writing to Accounts Payable Supervisor as far in advance of the travel date as possible.  Please be aware of the following requirements:

1.
Direct payments to the motel will be limited to state rates for lodging and will not include tax.

2.
Extraneous expenditures such as meals or telephone cannot be charged to the motel room.

3. Voucher payment to the motel should be cross-referenced on the travel vouchers for the individuals.  Both documents must include the names of the individuals and the dates of their stays.

4. Attach a copy of the approval letter for direct billing to the voucher when submitting for payment.

SDSU students on official university business are covered by this policy as well as SDSU employees.

Registration Fees
Registration fees over $50 may be prepaid.  In order to do so, the Prepayment Statement must be signed by the traveler and if the travel is out of state, the OSTR must be approved and filed in the Accounts Payable Office.  A complete agenda or a copy of the registration form showing the costs included must be attached to the voucher to make the prepayment.

When preparing the individual’s travel reimbursement voucher, the following items should be taken into consideration:

1. A copy of the registration form with breakdown of costs, if available, must be attached to the voucher.  

2. If the employee as part of the registration fee paid meals and/or lodging, those meals and/or lodging must be deducted from the registration fee and included as meal per diem based on rates allowed.

3. If meals were included as part of a prepaid registration fee, the meal per diem for that day would be reduced.

4. Only one excess meal fee will be allowed per registration if the amount can be determined from the receipt or registration form.  Proper receipts must be included to verify payment of the fee.  The portion of the meal fee that is in excess of the authorized meal rate should be claimed as an incidental expense.

5. A copy of the program or an official letter giving dates and location must be attached to the vouchers on claims for out-of-state travel.  

Prepayment Statement

I understand that if I do not attend the workshop for a reason other than through no fault of my own that I am responsible for reimbursing the state for any portion of this registration fee which is non-refundable.






_______________________________________






Signature of Traveler


Miscellaneous Expenses
Travel By Non-State Employees

Persons who are not state employees, but who travel on behalf of state business, in-state or out-of state, shall be reimbursed for the expenses of lodging, meals and travel, not to exceed the maximum allowed for state employees on similar travel.  All claims with substantiating documents must be submitted on the standard voucher and be approved as required of other travel vouchers.  A W-9 Request for Taxpayer Identification Number form should be filled out by the individual in order to make reimbursement.

Interviews

At the discretion of the department conducting the interview, candidates may be reimbursed for transportation, lodging and meals not to exceed the applicable in‑state rates.  Travel costs incurred by the candidate's spouse, dependents and significant others are not allowable expenditures of University funds.  Such expenses may be paid from Institutional Representation, SDSU Foundation or private funds.  Travel costs incurred by a current state employee for an interagency interview are not allowable expenditure of University funds.

Taxi Fare

Taxi fares are allowable expenses.  Receipts are not required if the amount is $5.00 or less.  Taxi fares to and from eating establishments will not be allowed.  Vouchers must indicate point of origin and destination for each trip.

Telephone Calls

Telephone calls relating to state business are allowable.  The name and telephone number of the person called and the purpose for the call must be documented on the Travel Payment Detail form.  Telephone calls of a personal nature, to home or to relatives, are not allowable.

Tips and Gratuities

Tips and gratuities are not reimbursable, unless paid from institutional representation accounts.
Gas Purchases

Claims for gas purchased for state vehicles must be accompanied by the credit card receipt or a paid receipt signed by the vendor.

Miscellaneous

Other expenses directly related to the travel being performed may be allowable.  This would include baggage transfer, toll charges, gas for rented or state vehicles, etc.  Equipment and/or material normally purchased through other methods will not be allowed.  Receipts are not required if the item costs less than $1.00 per occurrence.

Travel Voucher Preparation
The one-page Travel Voucher will be used for reimbursement of travel expenses.  If additional room is needed for description of travel, use the full page travel payment detail form. Typewritten forms are desirable, however, legible hand-written or printed vouchers are acceptable providing that all copies are legible.  Complete the Travel Voucher by entering information in the areas indicated below.  Retain the goldenrod copy for department files. 

Payee - Traveler's name and address where the check will be sent.  The first line shall only contain  the Payee's name.  Do not include titles or job positions in this block.

Department - Name and address of the department from which funds are being disbursed.

Expense Account - Department's six digit account number.

Subcode - Use appropriate travel subcode.  Do not combine mileage and airfare in coding.

Refer to SDSU Chart of Accounts.   

TC - Transaction code for travel should always be 42.  

Invoice Number - The word “Travel” and indicate the destination of the travel, if there is space.

Desc./Dept. - The department name or the destination of the travel. 

Invoice Date - Preparation date.

Due Date - Leave this space blank.

Amount - The total amount for this subcode.

ENC - One of the the following enclosure codes may be entered:


    (blank) - Leave blank to mail to address listed in Payee block.



R - The check is to be returned to the department.



P - The check is to be picked up.  

Total - Enter the total of the lines in the coding block.  This should equal the Amount Reimbursable shown at the bottom of this form.

Social Security - Traveler’s social security number.

License No. - The private auto license number or indicate a state vehicle by entering “State Car” or license number, if known.

Home Station - The traveler’s normal duty station.  For example, “Brookings” for those who work in Brookings.

Description of Travel - A complete description of the trip should be included in this area.  Each day of the trip should have a separate line. If travel reimbursement claim contains in-state and out-of-state travel, first itemize all in-state and out-of-state expenses separately.  If claiming less than the authorized amount, indicate 'OC' (by the figure) meaning 'Only Claiming' or if no claim is to be made, indicate 'NC' in the appropriate column.  The following items are examples of information to be entered:


Month and day of travel.


Place of departure and points visited.


Time Leave/Return.  Indicate the time (include AM or PM) traveler left his normal place of duty and the time of return to the normal place of duty (home station).


Transportation Cost.  Include odometer readings if private auto is used and the claimant wishes to claim more than direct map mileage or if travel is to remote areas where direct map mileage would be difficult to figure.  Excess mileage must be explained.  Indicate the actual cost of transportation based on the appropriate mileage rate for private auto and/or aircraft. Include the name of person who drove if claimant was traveling with another party.

  
If travel was by commercial air and traveler paid for the ticket, indicate cost of the ticket in the Transportation column. Do not combine amounts for airfare and mileage.  If the ticket was purchased on the SDSU Air Travel Card, you must indicate the voucher number and the amount of the ticket.  

The Passenger Receipt and Airline Itinerary must be attached to the voucher.  If an electronic ticket is issued, a passenger receipt will be sent to the traveler.  If paid off of state account, originals are needed.  If paid from an activity account, copies are acceptable.


Meals.  Indicate cost of allowable meals.  Note time requirements on departures and arrivals to insure proper credit for meals. 


Lodging.  Indicate actual cost of lodging, not to exceed authorized maximum allowable.


Incidental Expenses.  This includes limousine and taxi fares, city bus fares, subway fares, car rentals, conference fees, business phone calls, toll fees, excess banquet fees, airport parking, etc.  Claims for rental cars must have a statement of justification included.  Claims for registration fees must include a statement that "no meals are included", or indicate that specific meals have been deducted and claimed in the meals column. The Incidental expenses should follow the completion of the transportation, meals and lodging itemization for each trip.  Using separate lines for each expense, enter the date, description and amount of the incidental expenses.  The amount is entered in the Miscellaneous Expense column.

Subtotals - Enter the actual total of column costs.    

Grand Total - Enter the total amount found in the travel cost Subtotal column.

Apply to Advance - If a travel advance was received on a local account, you can apply his towards the amount reimbursable.  See examples.
Amount Reimbursable - If not claiming the full amount of travel costs, enter 'OC' followed by the amount being claimed.

Purpose of Travel - Enter a brief description or justification for the travel expense reimbursement.

Claimant Signature - This must be an original, full, signature and not just initials.  Stamped signatures are not acceptable.  All signatures must be dated.

Approval Signature - Heads of Departments and Deans, as appropriate, or their authorized representatives, must indicate approval by signing in the space provided.  All signatures must be original and dated.

ATTACH all original receipts to the travel voucher, including a program copy, letter or registration form showing dates, cost of the program, meals and related activities, and itinerary.

Travel Voucher Example

Appendix A

Brookings Mileage Chart

South Dakota Destinations

Aberdeen via Huron
165
Hartford
65
Pierre
191

Aberdeen via Watertown
154
Hayti
45
Pine Ridge
406

Alexandria
 96
Highmore
143
Plankinton via Mitchell
129

Arlington
20
Hermosa
381
Platte
173

Armour
150
Hot Springs
419
Pollock
277

                                                    

Hoven
213
Presho
200

Bell Fourche
393
Howard
61

Beresford
94
Huron
75
Ramona
37

Bowdle
225
                                                     
Rapid City
363

Britton
146
Ipswich via Huron
195
Rapid City via I-29/I-90
410

Bryant
54
Iroquois
57
Redfield
123

Buffalo
426
                                                    
 
Roslyn
115

Burke
226
Kadoka
289
Rutland
25

                                                     
Kennebec
201

Canton
81
                                                     
Salem
73

Carthage
65
Lake Andes
173
Selby via Aberdeen
235

Castlewood
42
Lake Benton
28
Selby via Huron
246

Centerville
100
Lake Norden
42
Sioux Falls
58

Chamberlain
172
Lake Poinsett
35
Sisseton
108

Clark
84
Lake Preston
33
Spearfish
386

Clear Lake
35
Lemmon
366
Stickney
133

Colman
24
Lennox
76
Sturgis
366

Custer via Rapid City
405
Leola via Huron
204


                                                     
                                                     
Toronto
25

Deadwood
379
Madison
40
Tripp
140

De Smet
42
Marion/Parker
87
Tyndall
149

Dell Rapids
37
Martin
345

Dupree
293
McIntosh
314
Vermillion
117

                                                     
Milbank
70
Volga
7

Eagle Butte
274
Miller
120

Egan
28
Mission
270
Wagner
165

Elk Point
121
Mitchell
105
Wall
308

Elkton
20
Mitchell via I-90
129
Watertown
52

Emery
101
Mobridge
258
Waubay
91

Estelline
24
Mobridge via Huron/Onida
267
Webster
102

                                                     
Mound City
253
Wessington Springs
114

Faulkton
162
Mound City via Huron
262
White
18

Flandreau
28
Murdo
248
White Lake
140

Forestburg
89
                                                    
 
White River
272

Franklin
50
Oldham
40
Willow Lake
63

Freeman
99
Olivet
120
Wilmot
103

Gettysburg
203
                                                     
Winner
245

Gregory
234
Parker/Marion
87
Woonsocket
98

Groton
126 
Parkston
128

                                                     
Philip
278
Yankton
134

Appendix B

Brookings Mileage Chart

Out of State Destinations

Birmingham, AL
1118
Pensacola, FL
1303
Batton Rouge, LA
1175

Mobile, AL
1245
St. Augustine, FL
1546
New Orleans, LA
1239

Montgomery, AL
1212
Tallahassee, FL
1416
Shreveport, LA
960

                                                      
West Palm Beach, FL
1788


Flagstaff, AZ
1337
                                                         
Bangor, ME
1736

Phoenix, AZ
1472
Athens, GA
1243


Tucson, AZ
1454
Atlanta, GA
1201
Annapolis, MD
1265

Yuma, AZ
1655
Savannah, GA
1450
Baltimore, MD
1240

Little Rock, AR
822
Boise, ID
1250
Boston, MA
1535

                                                     
Pocatello, ID
1041
Lawrence, MA
1540

Bakersfield, CA
1709
                                                     
Springfield, MA
1454

Los Angeles, CA
1707
Cairo, IL
800
Worcester, MA
1498

Oakland, CA
1750
Champaign, IL
648


Riverside, CA
1658
Chicago, IL
572
Ann Arbor, MI
801

Sacramento, CA
1665
Joliet, IL
585
Battle Creek, MI
732

San Bernardino, CA
1649
Peoria, IL
558
Detroit, MI
838

San Diego, CA
1756
                                                          
Grand Rapids, MI
740

San Francisco, CA
1758
Indianapolis, IN
753
Lansing, MI
778

San Jose, CA
1776
Lafayette, IN
690
Saginaw, MI
849

                                                     
South Bend, IN
657
Ypsilanti, MI
808

Calgary, Canada
1127
Terre Haute, IN
729

Edmonton, Canada
1157
                                                     
Albert Lea, MN
207

Ottawa, Canada
1237
Ames, IA
303
Austin, MN
227

Quebec, Canada
1512
Burlington, IA
490
Bemidji, MN
307

Regina, Canada
672
Cedar Rapids, IA
390
Brainerd, MN
247

Saskatoon, Canada
830
Davenport, IA
467
Duluth, MN
334

Thunder Bay, Canada
520
Des Moines, IA
332
Grand Rapids, MN
329

Toronto, Canada
1064
Dubuque, IA
403
Hibbing, MN
364

Vancouver, Canada
1603
Hawarden, IA
109
International Falls, MN
420

Winnipeg, Canada
422
Iowa City, IA
414
Mankato, MN
151

                                                     
Ottumwa, IA
416
Marshall, MN
59

Bridgeport, CT
1414
Sioux City, IA
139
Minneapolis, MN
204

Hartford, CT
1454
Spencer, IA
162
Ortonville, MN
82

New Haven, CT
1430
Waterloo, IA
324 
Red Wing, MN
240

                                                     
                                                     
Rochester, MN
235

Boulder, CO
690
Chanute, KS
513
St. Cloud, MN
195

Colorado Springs, CO
727
Concordia, KS
384
St. Paul, MN
211

Denver, CO
686
Hutchinson, KS
499
Willmar, MN
131

Ft. Collins, CO
650
Lawrence, KS
427
Winona, MN
284

Greeley, CO
655
Leavenworth, KS
417
Worthington, MN
105

Pueblo, CO
764
Manhattan, KS
399
                              

                                                     
Salina, KS
435
Columbia, MO
556

Wilmington, DE
1296
Topeka, KS
402
Kansas City, MO
433

                                                     
Wichita, KS
519
St. Louis, MO
664

Jacksonville, FL
1507


Miami, FL
1856
Bowling Green, KY
915


Orlando, FL
1636 
Louisville, KY
864

Billings, MT
660
Akron, OH
920
Logan, UT
1008

Bozeman, MT
800
Alliance, OH
444
Ogden, UT
1000

Butte, MT
883
Athens, OH
955
Provo, UT
1029

Great Falls, MT
867
Bowling Green, OH
805
Salt Lake City, UT
1006

Helena, MT
886
Canton, OH
933


Miles City, MT
545
Cincinnati, OH
859
Fredericksburg, VA
1265

Missoula, MT
998
Cleveland, OH
907
Norfolk, VA
1403

                                                     
Columbus, OH
880
Roanoke, VA
1209

Alliance, NE
444
Dayton, OH
843
Williamsburg, VA
1365

Beatrice, NE
304
Toledo, OH
804


Blair, NE
211
Youngstown, OH
967
Washington D.C.
1243

Chadron, NE
419
Zanesville, OH
931


Grand Island, NE
302
                                                     
Aberdeen, WA
1562

Nebraska City, NE
280
Altus, OK
797
Bellinghan, WA
1548

Norfolk, NE
193
Ardmore, OK
775
Bremerton, WA
1490

North Platte, NE
423
Enid, OK
628
Seattle, WA
1474

Omaha, NE
237
Lawton, OK
767
Spokane, WA
1196

Scottsbluff, NE
499
Oklahoma City, OK
678
Tacoma, WA
1487

Valentine, NE
299
Stillwater, OK
632
Yakima, WA
1390

                                                     
Tulsa, OK
624


Las Vegas, NV
1425
                                                     
Appleton, WI
467

Reno, NV
1529
Portland, OR
1544
Eau Claire, WI
299

                                                     
                                                     
Green Bay, WI
485

Atlantic City, NJ
1371
Allentown, PA
1283
Janesville, WI
470

Newark, NJ
1353
Harrisburg, PA
1211
LaCrosse, WI
306

                                                     
Philadelphia, PA
1310
Madison, WI
439

Albuquerque, NM
1047
Pittsburgh, PA
1024
Milwaukee, WI
499

Clovis, NM
930
Reading, PA
1263
Oshkosh, WI
447

Santa Fe, NM
992
State College, PA
1129
St. Croix Falls, WI
257

                                                     
York, PA
1223
Stevens Point, WI
406

Albany, NY
1372
                                                     
Wausau, WI
390

Buffalo, NY
1094
Charleston, SC
1449
Wisconsin Dells, WI
386

New York, NY
1374
Spartanburg, SC
1251


Niagra Falls, NY
1114
                                                     
Parkersburg, WV
991

Oswego, NY
1233
Bristol, TN
1157


Peekskill, NY
1374
Memphis, TN
884
Casper, WY
603

Rochester, NY
1161
Nashville, TN
959
Cheyenne, WY
724

Syracuse, NY
1237
                                                     
Laramie, WY
656

White Plains, NY
1385
Abilene, TX
963
Newcastle, WY
440

                                                     
Amarillo, TX
832
Rawlins, WY
721

Charlotte, NC
1300
Austin, TX
1067


Raleigh, NC
1356
Big Spring, TX
1047


Winston-Salem, NC
1254
Brownsville, TX
1398


                                                     
Dallas, TX
881


Bismarck, ND
353
El Paso, TX
1196


Dickinson, ND
446
Ft. Worth, TX
878


Fargo, ND
202
Houston, TX
1102


Grand Forks, ND
277
Lubbock, TX
952


Jamestown, ND
257
San Antonio, TX
1144


Minot, ND
426
Wichita Falls, TX
820


Valley City, ND
241


Williston, ND
555


Appendix C

Airfare Terminology

Advance Ticket: For lowest fares, a ticket should be purchased as far in advance as possible, 21 days or more before planned departure date is recommended.

Alternate Airport: An airport in the same vicinity as your destination.  This can save hundreds of dollars in airfare costs especially if more than one person is traveling or if renting a vehicle.  Example: Los Angeles International (LAX) has at least three airports nearby.  It could cost less to fly into Burbank, John Wayne, or Ontario, airports which are approximately 30-35 miles from LAX.

Back-to-Back Airfare: The practice of purchasing two sets of tickets for the same trip.  Be aware that the airlines consider this to be illegal and most travel agents won’t book your airfare under these circumstances. The traveler could be denied passage at the airport if the ticket agent believes you are traveling on “back-to-back” airfare.

Blackout Period: Specific dates that a discounted or promotional airfare is not offered.

Boarding Pass: A document attached to a ticket that permits the passenger to board the aircraft and claim a specific seat.

Bumping:  Airline flights may be overbooked and passengers may volunteer to give up their seats.  If not enough passengers volunteer, the airline will deny boarding to other passengers in accordance with their particular boarding priority.  Passengers denied boarding are entitled to compensation.  The complete rules for payment of compensation and each airline’s boarding priorities are available at all airport ticket counters and boarding locations.

Check In: Appearance at the airline ticket counter or gate to confirm flight and check in baggage.  Airlines advise checking in at least 60 minutes prior to departure for domestic travel.  Reservations are subject to cancellation when check-in is less than 10 minutes prior to domestic flight departures.

Commuter Air Carrier: An airline that services destinations not generally flown by major airline jet service.  Many commuter air carriers are affiliated with major airlines and may carry their identifiable colors/logos.

Companion Fare: One traveler pays regular price of airfare and a companion can purchase the same ticket at a discount.  These fares are offered occasionally.

Connecting Flights: Flights necessitating a change of aircraft at some intermediate point before arrival at the final destination.

Customer Inconvenience Coupon: Airlines issue these coupons to customers to compensate for problem situations caused by the airline.  Amounts will vary according to the inconvenience.

Direct Flight: An airline flight between two cities requiring no change of aircraft and which may or may not include intermediate stops.  (Needs only one flight coupon).

Directional Fare: One-way airfare, fully refundable and without restrictions.
Electronic Ticketing:  A computerized airline ticket  The traveler will present picture identification at check in. 

Flight Coupon: A coupon required by an airline for authorization to board.

Group Fares: Group limits may start as low as 10 and up to 30 depending on the airline.

Hidden-City Ticketing: Disembarking from a flight before you reach the final destination.  Example:  Airfare to Des Moines, IA costs $325.00.  A roundtrip airfare special to Chicago, IL with a stop in Des Moines, IA costs $250.00.   If the traveler leaves the airplane in Des Moines, the airline may cancel all further flights on the itinerary and the traveler will have to pay for a full price one-way ticket to return home.

Leg or Segment: A part or portion of an itinerary between two points or cities.

Lowest Fare Routing (LFR): The least expensive airfare available to the destination.

Minimum Connection Time: The minimum standard of time required by airlines to make a connecting flight in a particular airport.  This standard is determined by the Air Traffic Conference and varies according to the airport and the airline.

Miscellaneous Charge Order (MCO): Credits due from the Travel Agent under circumstances such as a reduction in airfare or credit due after exchange of unused ticket toward cost of a new one.

Nonstop Flight: A direct flight between two cities without intermediate stops.

Nontransferable:  A ticket in a particular name that cannot be used by another passenger.

No-show:  A traveler who does not appear for a flight that he or she has booked and fails to cancel that reservation properly.  Airlines may cancel all further flights on the traveler’s itinerary in this situation.

Off-Peak Period: Time periods designated by day, week, month or year that are outside periods of high demand and therefore are generally discounted by a certain percent below full price.

Overbooking: The airline confirms more seats on an aircraft than are actually available.

Passenger Name Record: The name on record in the computer file on a specific reservation.

Passenger Receipt Coupon: The passenger’s receipt (the last coupon in the ticket), which must accompany the expense report.

Penalty Fare: A fare that carries a penalty for any change or cancellation once the ticket has been issued.  Penalties can be a set dollar amount, a percentage of the ticket’s value, or the total loss of the value of the ticket.

Prepaid Ticket: The Prepaid Ticket Advise (PTA) for agents is an authorization for the issuance of a ticket at a point other than the point of payment.  It may involve domestic or international reservations.

Profile:  An automated file maintained by the travel agency for reference to specific passenger’s requests and preferences.

Refund/Exchange Notice: A notice prepared by the Travel Agent under circumstances such as an administrative or penalty fee or an unused ticket exchanged for another, leaving a credit or balance due.
Refundable/Nonrefundable: The funds will be repaid or not if a ticket is cancelled depending on its status, which shows on the left side, center of ticket.  A refundable ticket will cost more than a nonrefundable ticket.  Never discard an unused nonrefundable ticket, the amount can be applied toward your next trip.  Notify Accounts Payable and your Travel Agent of any unused tickets.

Reissue:  The rewriting of an existing ticket due to a change in fare, class of service or routing.

Reservation: A reservation will secure a seat on the aircraft, not the airfare.  Airfare can be guaranteed only when ticketed. Travel agents will hold a reservation for 24 hour without charge.

Senior Discount: Eligibility for this discount starts at 62 years of age. Usually one companion can receive the same discount regardless of their age.

Standby:  A traveler without a confirmed reservation who must wait at the airline gate for an available seat.

Super Saver: Any discounted airline ticket; nonrefundable with penalties; usually with departure days on a Tuesday or Wednesday, connection or stop in another city; and a Saturday stay.  The recommended purchase is at least 21 days prior to a planned departure date but may be offered at 14 and 7 days. 

Unused Tickets: Tickets which were not used due to a canceled trip.  Do not discard these tickets.  You can apply the cost of the ticket toward another trip within a year less an exchange or administrative fee.  The new trip has to be booked through the original travel agency and on the same airline.  Notify Accounts Payable and your Travel Agent of any unused tickets.

Unused Portions of tickets: Portions of a ticket that were not used.  Example:  The traveler returns from his/her trip by other means.  The unused portion can be applied toward another trip with matching departure and destination within 30 days.  These should not be confused with complete, unused tickets from a canceled trip.  Notify Accounts Payable and your Travel Agent of any unused portions of tickets.

Waitlist:  A list of travelers seeking transportation or accommodations when they are unavailable.  
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