Business Travel
% All travel must be pre-approved with an electronic travel request.

o Travel requests should be submitted as soon as you know you aeditrg, but
no later than 14 dgs before the date of travel to allow for processing and
approvals.You cad] submit travel reque\sthrough theCollge of Arts & Sciences
Business Support Services (BSS) office. Your department may havenadidit
steps that could be required beforgou submit a travel request to BSBlease
check with your department staff to see if any apply.

¥ BSS can assist with making and paying for tramelngements.

¥ If you make your own arrangementieasemake sure you comply with USF and the
Stateof Florida ruts and regulations. The Univeyswill not reimburse unallowable
purchases. If you have quésts regarding treel policy,please contact BSS for
assistancer consult the University’s travel manwahd Florida Statutd 12.061.

o0 TheStde of Florida has a rental car contract with Avis/Budget Car Rentals:
Details;Reservations.

0 A secondary contract is available with Enterprise/Natl@muld Avis/Budget
not be availableDetails;Reservations.

0 Thepurchae of North American airfarever $750 or interntional airfare over
$1,500 require comparable flight cost da{screen shots fromraairline
aggregator showing comparable flightti7 Tw ( ()Tj 0.018S47 t19.505 0 Td ()Tj -0. 03 Tw



https://casbss.atlassian.net/servicedesk/customer/portals
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0112/Sections/0112.061.html
/business-finance/controller/payment-services/avis-budget-rental-car-contract.aspx
https://www.carrental.com/abgPartners/sof/
https://aoprals.state.gov/web920/per_diem.asp

Purchasing
%, USF Policy/State Law does not allow for purchases that are not preauthorized by a USF
issued purchase order, a fully approved travel authorization, or made by a USF Pcard.

% A purchase order must be in place before any goods or services are invoiced to the
university. A purchasing request canreguested through BS&fter-the-fact purchase
orders could result in a fine imposed by USF to the account making the purchase.

% The University has an exclusive contract with Office Depot for office supplies. All office
supplies must be purchased through Office Depot.

% DO NOT PURCHASE ANY COMMODITIESEEEBRYING YOUR OWN FUNDS. TRAVEL IS
THEONLYEXCEPTIOMhere are very limited instances where a faculty member may be
reimbursed for items purchased using their own funds.

¥ Please consult with department staff or the BSS office before making any purchases.
Additional information can be found on thgniversity Controller’s office website

% Faculty should not participate in decisiansolving purchases with an outside agency
they are also employed by or have a contractual relationship.

Procurement Cards
¥ General information regarding procurement cards (Pcards) can be found on the
University Controlles office website

% Reseach activefaculty in CAS wit abusiness o 0



https://casbss.atlassian.net/servicedesk/customer/portals
/business-finance/controller/
/business-finance/controller/
/business-finance/purchasing/staff-procedures/purchasing/usf-bull-marketplace/



