MSU PRL Travel Handbook
Primary department travel contact: Kelly Branigan (braniga9@msu.edu)
Secondary department travel contact: Keri Morris (morrisk@msu.edu) 
MSU Travel policy: Travel Policy & Procedures - MBP Section 70 | University Policies | Michigan State University
· Search this document using the navigation bar on the left side of your screen to find the information you need quickly
I am planning a business trip. Where do I start?
TRAVEL REQUESTS
Once you have approval for your travel from your PI, you will need an authorized travel request.
All travelers must submit a travel request form using the form linked here: MSU PRL Travel Request Form – Fill out form
PRL travelers must add Kelly Branigan as a request/expense delegate on their Concur profile. If Kelly will be booking flights, hotels, or rental cars on your behalf, you will need to add Kelly as a travel arranger as well. All of this can be done by following the steps shown here: DelegatesTravelAssistantArranger.pdf
· A request and expense delegate is someone who can submit travel requests and expense reports on your behalf.
· A travel arranger is someone who can book flights, reserve rental cars, purchase train tickets, etc. On your behalf.
Anyone traveling on behalf of Michigan State University and the PRL must have an approved travel request PRIOR to their departure!

I have an approved travel request, now what?
AIR TRAVEL
If you would like to book your own flights, you may do so by booking directly with your preferred airline. However, it is recommended that you have Kelly book for you as prices in Concur are often cheaper than booking directly with the airline.
· MSU requires travelers to book refundable tickets. This means that travelers should not book Delta Basic or similar classes which are non-refundable.
· For flights shorter than 5 hours, travelers must fly in economy class. 
· If you have a medical condition or other limitation that requires you to have more leg room for any duration of travel, please let your travel delegate know as Concur does not allow us to book any class higher than main cabin economy and this booking must be done by calling Christopherson Business Travel.
· Flights longer than 5 hours are eligible to be booked for one class above the economy class. For more information on allowable classes of service, see here: Airline Allowable Class | Travel at State | Michigan State University 
What airport should I fly out of?
It is typically most cost effective to fly out of Detroit Metro Airport rather than Lansing or Grand Rapids. Travelers can take their personal vehicle to the airport and park it, or they can take the Michigan Flyer, which is often much cheaper than parking at the airport. If you have a logistical need to fly out of a different airport, let Kelly know in the notes section of the travel request form.
Can I link my airline loyalty account to my Concur profile?
Yes! If you have a Delta SkyMiles, United MileagePlus or any other loyalty account, you can add it to your Concur profile under “settings”, then “travel settings”, then “frequent traveler programs”. 
Can I add personal travel to my business trip?
Yes, many travelers choose to add personal days of travel to their business trips. This can be done by adding days at the beginning or end of the business portion of your trip. Prior to booking flights, a quote must be obtained for the business-only itinerary vs. The itinerary that includes any personal travel. Based on the two quotes, you will be reimbursed for the lower of the two fares. Failure to obtain a comparison quote prior to booking will result in a limit of 50% of airfare reimbursement. 
GROUND TRANSPORTATION
Per MSU Travel Policy: “Prior to departure, travelers should evaluate whether driving their own car, utilizing MSU Transportation Services, utilizing public transportation, train services, Michigan Flyer, or renting a car through MSU’s program with Enterprise/National or Hertz is most cost effective. Renting, which results in a flat fee with unlimited mileage, and includes LDW insurance when booked through preferred channels, can be a cost-effective method of transportation, especially with MSU discounted rates and insurance inclusions.”
MSU Motor Pool is a cost-efficient way to rent a vehicle for trips that are within driving distance. Please note that MSU Motor Pool vehicles are only to be used for business travel, and non-MSU passengers are NOT permitted to travel in a motor pool vehicle. This includes family members of MSU employees. Travelers must have an approved travel request form in order to reserve a motor pool vehicle. 
For more information on the MSU Motor Pool, see here: Transportation | Infrastructure Planning and Facilities 
Can I drive my own car on a business trip?
Yes, you are permitted to drive your own vehicle to and from business trips, and you can be reimbursed for mileage through Concur after you return. Personal car mileage is calculated from the Plant Biology Building as your starting point. Please note that there is a $600 cap for personal vehicle mileage reimbursement. Mileage is reimbursed at a rate of $0.725/mile.
LODGING
Accommodations cannot be booked using an MSU Pcard. Hotels can be reserved using a personal credit card and will be reimbursed at the end of your trip. Receipts for accommodation must be itemized.
CONFERENCE REGISTRATION
Conference registration fees may be paid using a Pcard. You can have Kelly do this, or you may pay using your own form of payment and get reimbursed after your trip has concluded.      
INTERNATIONAL TRAVEL
If you are traveling internationally, you need to register with the MSU Global Travel and Remote Work Registry Portal.
[image: ]Once your flights have been booked, you will need to register by logging into the portal using the link above.
I went on my trip and I have reimbursable expenses. How do I get reimbursed?
Expense reports
Once you have returned from your business trip, you will need to send your receipts to Kelly to be processed as an expense report in Concur. If you have direct deposit set up for your paychecks, your travel reimbursements will be deposited directly into your account. Otherwise, reimbursements will be sent through the mail via check. 
All receipts must be turned in digitally with the following file naming format: Uber_airport_to_hotel or LASTNAME_ASPB_registration
· Files should be clearly labeled as to what they are for, with dates if necessary.
· If you have physical receipts, you can scan them using the PRL copier, or you can send them as jpgs. 
· Please do not put all your digital receipts into one large file but rather send them as individual attachments.
If Kelly purchased your flight through Concur, you do not need to submit your airfare receipts as she will already have a copy.
Per Diem/MI+E
Travelers are allocated per diem based on the city you sleep in. If your conference is in a different city than your accommodations, your per diem rate will be calculated based on the accommodation location (Per diem rates | GSA). When submitting your receipts for reimbursement, you must note if any meals were provided during your trip so they can be excluded from the per diem allocation. Per diem allocations eliminate the need for every single meal to be reimbursed individually. Some travelers prefer to submit their meal receipts to be reimbursed only for the actual amount spent, which is allowable only for special circumstances such as if a PI requests it. On the first and last day of travel, per diem will be reimbursed at 75% of the normal value. 
I have a travel award. How do I use it for my trip?
If you have an MSU travel award, provide the account number and amount to Kelly at the time of reimbursement. 
Reimbursement submission checklist:
· Appropriately labeled digital receipts (ex. Uber_airport_to_hotel or Branigan_ASPBregistration)
· Agenda for the event – only needed if you were traveling to a conference or meeting 
· Per diem requirements (were any meals provided by the conference?)
· Information regarding any travel awards
· Itemized hotel receipt
· Addresses of locations driven to – only needed if you are claiming personal car mileage (ex. Mileage to and from the airport)

Link Library
MSU Travel policy: Travel Policy & Procedures - MBP Section 70 | University Policies | Michigan State University
PRL Travel Request Form: MSU PRL Travel Request Form – Fill out form
How to add Kelly as a delegate to your Concur profile: DelegatesTravelAssistantArranger.pdf
Allowable airline classes: Airline Allowable Class | Travel at State | Michigan State University
MSU Global Travel Registry: MSU Global Travel and Remote Work Registry Portal.
MSU Motor Pool info: Transportation | Infrastructure Planning and Facilities
Per Diem rates: Per diem rates | GSA.
If you have any questions, do not hesitate to reach out to Kelly at braniga9@msu.edu or in person in the PRL office Tues-Fri. Updated 5/18/26.
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o Global Travel & Remote Work Registry (GTRW) Portal:

MSU has launched an enhanced Global Travel and Remote Work

ry (GTRW), replacing the legacy Global Travel Registry. The GTRW is
designed to streamiine international travel registration, connect the MSU units that need to be informed of travel, and support compliance with

evolving federal international travel guidelines.

What you need to do: Facuity and staff must register in the GTRW portal at least two weeks in advance if they are:

« Traveling internationally for MSU business
« Traveling to, and working remotely from, an international location for more than 6 months

+ A Covered Individual (on an active federal research award) traveling internationally for MSU-related business




