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• Employees must select the most economical class of vehicle.  Any other class will require additional
documentation for approval.

• If an accident occurs, go to the travel website and follow the outlined procedures.
• Be aware - if renting a vehicle at Wichita’s Eisenhower National Airport, you will be charged extra fees.
• If renting a vehicle with personal funds or BPC, provide the account number to the rental agency:

o Enterprise: found at myWSU faculty/staff tab within the Chrome River section.
• Non-reimbursable expenses for a rental vehicle include, but are not limited to:

º Personal Accident Insurance
º Personal Effects Insurance
º Roadside assistance

International Travel 
Lodging is reimbursed at the actual rate based on the itemized receipt.  The SOK will reimburse meals based on 
the U.S. Department of State website 






