
 

 

KU Edwards Campus 
Day Trip Travel – Reimbursement Policy & Process 

Mileage (Toll & Parking) Only 
 
Edwards Campus/School of Professional Studies (SPS) Faculty and Staff 
The University reimburses KU employees for mileage and required toll and parking expenses when driving a 
personal vehicle for official University business.  
− Official University business may include traveling between campuses to teach, attend meetings, 

participate in training, or engage in other activities on behalf of the KU Edwards Campus or the School of 
Professional Studies. 

− Single-day trips consisting of only mileage, tolls, or parking do not require a Travel Authorization form. 
 
Lawrence Faculty Teaching at KU Edwards Campus – Mileage Reimbursement 
If your main office is on the Lawrence campus and you travel from Lawrence to KU Edwards Campus to 
teach, you can be reimbursed for your mileage. You will be reimbursed at the state of Kansas rate for a 
round-trip of 68 miles.  
 

Mileage:  
− Personal vehicle mileage is reimbursed at the State of Kansas standard rate. 
− Reimbursement is based on the shortest available route, unless an alternate route is justified. 
− Travelers may be reimbursed for mileage between their home and business destination or their work 

location and business destination, whichever is less. 
− Transportation expenses incurred commuting between an employee’s work location and home are not 

reimbursable.  
− The mileage rate covers all vehicle-related costs, including fuel, maintenance, insurance, and wear. 
 

Tolls & Parking:  
− Tolls and parking expenses are allowed at the most economical cost. 
− Drivers are personally responsible for parking violations and towing fees.  
 

Parking on the Lawrence Campus: 
Faculty and staff whose primary work location is the KU Edwards Campus may be reimbursed for the cost of 
a daily permit for parking when traveling to the Lawrence campus for official business. 

− Daily permits (costing between $4-$10) may be purchased with personal funds through the KU Parking 
web portal: https://parking.ku.edu/permits-pay-use  (Step by Step Instructions) 

− Parking permits should not be purchased with a KU issued P-card. 
− Employees must retain and submit their email receipt for reimbursement. 

Reimbursement Deadlines 
− Travel reimbursement requests should be submitted promptly after travel is completed. Please note that 

the KU Edwards Campus will not reimburse travel expenses submitted 60 days or more after the travel 
end date. 

− To support timely processing and maintain compliance, employees who travel frequently are 
encouraged to submit reimbursement requests monthly. 

 

Reimbursement Process 
− Navigate to the Edwards Campus Accounting Request form. 
− Enter your name, Email and select Day Trip Reimbursement 
− Select your department name. 
− Complete the In-State Mileage Reimbursement form and attach it in the request form along with any 

applicable receipts. 
o KS Turnpike tolls do not require a receipt. Use the KTAG toll calculator for estimate of cost.   

− Submit the request. 
− After receiving an approval email from KU Edwards Accounting, save email and completed mileage 

reimbursement form in a PDF format. 
− Go to the Finance Service Portal to submit your approved reimbursement (see detailed instructions links 

within approval email).                                                                                                                                                                       Dated: 8.13.26 

KU Travel Policy:  https://services.ku.edu/TDClient/818/Portal/KB/Article/21013/University-Business-Travel-Policy 

KU Travel Services:  https://travel.ku.edu/  
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