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I. Purpose
This guidance is issued in response to recent University of Louisiana System audit observations regarding the use of travel rewards, rebates, and promotional benefits associated with University-funded travel. The purpose of this document is to ensure compliance with applicable state laws, System policies, and University procedures governing the appropriate use of public funds, including but not limited to UL System Policy and Procedures Memorandum (PPM) Chapter V, IA-V.1 (Travel Regulations), the LaCarte Purchasing Card Program rules, as well as applicable Louisiana Administrative Code provisions governing state travel (LAC 4:V.1501 et seq.).
A formal University policy on this subject is forthcoming. In the interim, all departments and employees are expected to adhere to the guidance outlined below.
II. General Prohibition on Personal Use
No rebates, rewards, incentives, credits, or promotional items earned in connection with University-funded group travel or LaCarte Card transactions may be accepted or used for personal benefit.
This includes, but is not limited to:
A. Airline miles or points; 
B. Hotel rewards points; 
C. Cashback or rebates; and/or 
D. Gift cards or promotional incentives. 
Such benefits are considered to be derived from the expenditure of public funds and must be used solely for legitimate University business purposes. It is the responsibility of the cardholder’s department head to ensure that any monetary or cash incentive rewards received as a result of a University purchase become property of the University.
III. Permissible Use of Rewards
Rewards or benefits earned in connection with University business travel may be accepted only under the following conditions:
A. They must be allocated to a University-controlled account (e.g., departmental business account); and 
B. They must be used exclusively for official University business purposes. 
Under no circumstances may an individual employee retain or use such benefits for personal travel or gain.
IV. Athletics-Specific Guidance
For Athletics programs, each team shall establish and maintain a designated business rewards account (e.g., airline, hotel, or travel vendor account) in the name of the team or University. All travel-related rewards points must be accrued within this account. Rewards may be used solely to offset future team-related travel expenses. 
Individual coaches, staff, or employees are not permitted to accumulate or use rewards points in personal accounts when such points are derived from University-funded travel.
V. Use of Personal Travel Rewards and Personal Benefits
University employees are encouraged, when practical and consistent with University business needs, to utilize accrued travel rewards (e.g., airline miles, hotel loyalty points, or similar benefits) in lieu of expending University funds for official travel. Leveraging such rewards can help reduce institutional travel costs and promote responsible stewardship of public resources.
Use of travel rewards must not result in additional cost to the University, create a conflict of interest, or violate University policies, sponsor requirements, or applicable laws. Employees may not select higher-cost travel options or alter business travel plans solely for the purpose of earning rewards or benefits.
Reimbursement from University funds is limited to actual, out-of-pocket expenses incurred by the employee. Accordingly, travel obtained at no personal cost through the use of rewards points or similar benefits is not eligible for reimbursement.
All travel arrangements and reimbursements remain subject to applicable University travel policies, including prior approval requirements and documentation standards.
VI. Non-Reimbursable Expenses
Employees or groups will not be reimbursed for travel expenses where no actual expense has been incurred, consistent with LAC 4:V.1501 et seq.
Specifically:
A. If transportation or lodging is obtained at no cost (e.g., through redeemed points, vouchers, or third-party arrangements), there is no reimbursable expense. 
B. The use of personal rewards points or miles does not create a reimbursable obligation for the University. 
Reimbursement requests must reflect actual, out-of-pocket expenses incurred in support of official University business.
VII. Prohibition on “Meeting Planner” Rewards
Employees are prohibited from earning or accepting “meeting planner” points, rewards, or similar incentives when booking hotel rooms, meeting space, or venues; or coordinating events, conferences, or group travel on behalf of the University. 
Any such benefits must be declined or directed to a University-controlled account, where feasible, for institutional use.
VIII. Compliance and Enforcement
Failure to comply with this guidance may result in:
A. Disallowance of expenses; 
B. Required reimbursement to the University; and/or 
C. Additional administrative or disciplinary action, as appropriate 
Departments are responsible for ensuring internal controls are in place to monitor compliance in accordance with UL System fiscal policies and LaCarte program requirements.

Questions:
This guidance is effective immediately and will remain in place until a formal policy is issued. For questions or further clarification, please contact:
· Office of Purchasing: purchasing@louisiana.edu 
· Office of General Counsel: contracts@louisiana.edu

