
CEHD Employee Travel Requirements 

Before You Travel 

• Prior approval is required for all travel. 

• Submit an Emburse Pre-Approval before making any travel arrangements. 

o Pre-Approvals must be approved by the Department Heads, followed by the appropriate 
Finance and Business Services team member 

• Foreign travel must be fully approved at least 30 days before departure. 

• When completing the pre-approval, be sure to select “No” for Encumber Funds. 
 

Payment & One Card 

• Travelers are strongly encouraged to apply for a University/Agency One Card to minimize out-
of-pocket expenses.  

o If expenses are paid out of pocket, a justification comment must be included in the 
Emburse Expense Report. 

• One Cards are issued in the traveler’s name only and may not be used for another employee’s 
travel. 

o Travel expenses for a spouse and/or a family member are not reimbursable and should 
never be charged to TAMU One Cards. 

• Expenses are charged to the appropriate FAMIS account after travel. 

Applying for a One Card 

• Contact CEHD Finance and Business Service team member  

 

Booking Travel 

• CEHD faculty and staff should use Emburse for travel reservations and expense reporting 
(accessed via SSO). 

• All travelers must set up an Emburse/Lightning booking profile. 

• Booking through Emburse is strongly encouraged, especially when:  

o Using a One Card 

o Traveling on Federal funds  

o Using State funds (to ensure state-contracted rates) 

Useful links: 

Training | Emburse Expense 

https://emburse.tamu.edu/resources/training.html


Travel - myCEHD 

Training: TrainTraq course 2114884 

 

Expense Reporting 

• All expense reports must be submitted through Emburse. 

• Expense reports must be submitted within 30 days after travel. 

• Reports submitted after 90 days will result in taxable income to the traveler. 

• Itemized receipts should be attached to the expense report 

o Mobile registration is recommended to use Emburse apps while traveling. 

o Receipts can be emailed receipt@ca1.chromeriver.com 

• Using the "Missing Receipt Form" regularly will result in enhanced monitoring of expense 
reports and may lead to card suspension or cancellation. 

 

Receipts & Meals 

• Meals are not reimbursable unless the trip includes an overnight stay. 

• CEHD reimburses actual meal expenses (not per diem):  

o No receipt required at or below GSA rate 

o Receipts required above GSA rate 

• Federal policy limits meals to 75% of GSA on first and last travel days. 

• Multiple Travelers: Each traveler should use their own TAMU one card to avoid personal 
expenses (like meals for others) appearing on the incorrect card. 

• Business Meals: Must be paid for by the traveler and require a receipt, business purpose, and 
attendee list. 

• Alcohol: Expenses for alcoholic beverages are not reimbursable and must be deducted from the 
total expense. 

 

State of Texas Tax Exemptions 

• Hotel Occupancy Tax: State employees are exempt— travelers must present the Texas Hotel 
Occupancy Tax Exemption Certificate at check-in. 

• Rental Vehicle Tax: State employees are exempt from the 10% rental tax. Travelers must 
present the Motor Vehicle Rental Tax Exemption Certificate at pickup. 

https://mycehd.tamu.edu/business-office/travel/
mailto:receipt@ca1.chromeriver.com


• These exemptions are not applied automatically in Emburse—print and bring the forms with 
you. 

 

Responsibility & Compliance 

• Travelers are responsible for policy compliance and timely submission.  

•  Non-compliance may result in taxation, reporting through university channels, or 
suspension/cancellation of the One Card.  

 

Key Reasons for TAMU One Card Suspension or Cancellation 

• 30–90 Day Rule: Failure to reconcile transactions or submit expense reports within 90 days 
results in immediate suspension. 

• Misuse: Personal expenses, including family member expenses, result in cancellation. 

• Non-compliance: Violations of state or university purchasing procedures. 

• Third-Strike Rule: A third suspension may result in a one-year suspension or permanent 
cancellation. 

 

Escalation of Non-Compliance Expectations 

• After 10 days: Email reminder from the appropriate Finance and Business Services team 
member. 

• After 20 days: Email reminder from the Assistant Dean for Business Services, copying the 
Finance and Business Services team member and the Department Head. 

• After 30 days: Email notice of immediate action from the Department Head, copying the 
Assistant Dean for Business Services and the Dean of the College. 

 

 

 


