


Combined Business/Personal Travel - Airfare Price Comparison Requirements


General Guidelines 
While a traveler may be reimbursed by Harvard for direct business travel (uninterrupted travel using the most direct route), the University recognizes that business travel may sometimes be combined with personal travel. When this occurs, the traveler is responsible for providing documentation demonstrating that the personal travel does not result in additional cost to the University. This guidance outlines the documentation required for airfare reimbursement when business and personal travel are combined. 

Documentation Requirements 	
When business and personal travel are combined, a documented airfare price comparison (“comparison fare” or “comp fare”) made within three days of booking the trip must be included with the reimbursement. Common examples of combined business and personal travel include:
· Extending the duration of a trip to a business destination to add on personal time (e.g., adding days prior to the start of business and/or after business concludes). 
· Flying an indirect route on a combined business/personal itinerary compared to the direct business-only route (e.g., arrival/departure cities change when personal travel is factored in). 

All airfare price comparisons must be:
· Generated with the same characteristics as the actual travel (i.e., class of service and refundable vs. non-refundable ticket).
· Based on the travel dates of the business-only itinerary.
· Clearly show the price as well as the date on which the comparison fare was generated. 
· Attached to the reimbursement as supporting documentation. 

Harvard will reimburse the lesser of the actual flights flown (the combined business and personal) or the business-only comparison fare.

Traveling on sponsored funds: Please refer to the Sponsored Travel Guidance posted on the Office for Sponsored Programs website.

Traveling on non-sponsored funds: The business-only comparison should be obtained within three business days of booking the combined business and personal travel. The best practice is to obtain the comparison fare at the time of purchase. 

Documenting an Airfare Price Comparison 
Travelers are advised to work with Harvard preferred travel agencies to book flight reservations. These agencies can assist travelers by providing comparison airfares as part of the booking process.

When choosing to book travel outside of Havard’s preferred agencies, travelers themselves must obtain the airfare price comparisons. The steps below ensure that travelers capture airfare comparisons with appropriate date stamp to evidence meeting the three business days timeframe requirement:

1. Search for flights that represent the business-only itinerary (i.e., use the dates and destinations of the business-only trip that does not include any element of personal travel). 
2. Save a PDF of at least one business-only itinerary. The date of capture must be visible on the PDF. To save a webpage as a PDF with visible capture date:
· Open the print menu by pressing Ctrl+P
· Under the printer drop down menu, select “Save as PDF”
· Under “More Settings” or “More Options,” ensure that the “Headers and Footers” checkbox is selected (the capture date will appear in either the header or footer)
3. This price comparison PDF with capture date must be attached to the Concur expense report. 

Allowable Alternate Methodology
Every effort should be made to obtain an airfare price comparison within three business days of booking the actual trip. However, if the price comparison is completed after that timeframe, an alternate reimbursement methodology is allowable, as follows:

[bookmark: _Int_dFNTKJMo]The reimbursement amount should be pro-rated, based on the number of business days vs. the total travel days. For example, an employee attends a 5-day conference in France but wishes to stay an additional 7 days for vacation.  An airfare price comparison was not secured within the required timeframe. The total airfare for the combined business/personal travel is $1,500 and the total day count for the trip is 12 days. The reimbursement is calculated as:

$1,500 airfare/12 days = $125/day
$125/day * 5 business days = $625 reimbursement





