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@ The Travel Department strives to provide excellent service to all of our cus-

tomers. If you have any comments or suggestions on how we can better

serve you, feel free to contact us.

é

<

Teresa Sale //Travel Account Specialist
Teresa.Sale@indstate.edu//Phone: 812 -237-3541

Andrea Freeman //Assistant Travel Account Specialist
Andrea.Freeman@indstate.edu//Phone: 812 -237-3542
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Travel Orientation i Winners!

Thanks to everyone who attended our Travel Orientation on September
23. We had a great meeting including informative presentations from
Enterprise Car Rental and Drury Inn Terre Haute. We value the partner-
ship we share with these vendors and hope you will take advantage of
their services for your departmentos t
two prizes from these vendors.

The winner of the free nightods stay
Ruth Rukes, College of Business.
The winner of the 3 day rental from Enterprise Car Rental was

Charlene Berry, College of Business.

Congratulations Ruth and Charlene!

Watch for another Travel Orientation coming in the Spring of 2010!!
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IT TRAVEL OF TERRE HAUTE CLO|H

As of September 8, 2009 IT Travel/Travel Leaders of
Terre Haute is closed. We want to assure you that
we will do our best to assist you with all your travel
needs until we have established a replacement ven-
dor. During this transition, please utilize Orbitz for
Business to direct bill your airfare cost. If you are
not already registered with Orbitz for Business,
please contact our office for instructions. Thank you
for your patience and understanding during this
process.

= =4 = —a —a

W Pe @ @ @ @ @ 9P
pe ®p Cp Gp b B BB © &

n this issue:

One Day Per Diem
Change

Training d November
Travel Paperwork Tips
Travel Spotlight-Crowne
Plaza Indianapolis Airport
Travel Trivia

Travel FAQ

dr a\



Page 2

DIRECT

DEPOSIT

Have you signed up for Direct Deposit yet?

If not, go to our website and access the link to get signed
up today. Itis more cost effective for the university, a
faster way to receive your reimbursements and it is

beneficial to our environment.

Due to IRS regulations, Per Diem that is offered for one day
travel ($20 same day rate) is considered taxable income to t
employee. Effective September 1, 2009, this will no longer K
available. Per Diem rates for overnight travel will not be
affected by this change. For questions regarding Per Diem,
please refer to the Travel Website:
http://www.indstate.edu/controller/finance/trav-bud/
reimbursements.htm

We appreciate your cooperation and understanding with this
new policy. Pl ease dondét h
your questions.

Here are a few tips for preparing your travel paperwork:

1. Travel Authorization d All travel for ISU business requires a
TA. Please submit your TA to our office no later than 3

weeks prior to travel.

Receipts 0 If you want to be reimbursed for your trip, attach
your original receipts on a separate piece of paper with
transparent tape. No staples please.

Lodging receipt 0 If you are requesting Per Diem, you must
attach a copy of your lodging receipt to your reimbursement
request. If you stay with friends or family, include the ad-
dress on your request or on a separate attached memo.

All appropriate signatures & You cannot sign your own pa-
perwork so please make sure the Department Chair, Dean
and/or Vice President signs your paperwork according to

the departmental hierarchy.

If you have any questions regarding Travel paperwork, please
contact our office.
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‘ TRAVEL TRAINING &6 COMING SOON!! \
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P003 0o -If you are new to ISU

limited.

[%‘ .\ scheduling departmental traini
s

watch your Global Emails and

The next Trave | Training session will be November 10, 9

please join us. Email or call our office today to reserve your spot because space is

NEW!! Departmental Travel Training sessions

with our office to provide one on one training in your department so, we will be
coming to you!! This is a great way to get your departmental faculty, staff and stu-
dents together to review ISU travel policy/procedure, as well as an understanding
of how to utilize services provided by our partnering vendors Orbitz for Business,
Enterprise Car Rental and Hotels.com. Advertisements will be coming soon so

-11 am Parsons Hall
or just need a review of Travel policy/procedure,

0 -Starting in January, we will be
ng sessions. This type of session can be arranged

campus mail!
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CROWNE PLAZA

INDIANAPOLIS AIRPORT

The Crowne Plaza Indianapolis Airport was pleased to open its doors the first of the year
after an $11 million renovation and brand change. Formerly the Holiday Inn Select Air-
port, the renovation brought brand new guest rooms and bathrooms, a new lounge &
restaurant, a coffee bar and bakery, a state of the art fithess center and complimentary
wired and wireless internet access throughout the hotel. All guests are able to access
complimentary business center stations that include computer workstations, printers, fax
machine, scanner & shredder.

The Crowne Plaza boasts the Sleep Advantage Program where all guests receive a bag
containing an eye mask, earplugs, lavender linen spray, a clip for the drapes to block
light from the room and a soothing cd.

We also provide complimentary shuttle 24 hours a day to the airport and within a five
mile radius of the hotel.

We are conveniently located at#465 and Sam Jones Expressway, minutes from Indian-
apolis International Airport and eight miles from downtown.

The Crowne Plaza Indianapolis Airport is excited to be a preferred hotel for Indiana
State University. All Indiana State University employees or students may use the ISU
rate of $89 per night.

Visit us at our website at www.crowneplaza.com/ingirport




