Grice Marine Laboratory

Gas and Travel Policies for State Vehicles and Boats 

1. The truck and gas card can be used for business by any faculty or staff as it pertains to jobs around the lab. These jobs include but are not limited to trips to Lowes, transporting equipment, or towing boats. While traveling on the business all employees are required to use the most economical mode of travel.
2. Faculty and staff are responsible for all gas expenses if the total mileage involved in one or multiple trips exceeds 15 miles. An intra department transfer (IDT) must be used to reimburse the lab for gas expenses. 

3. If faculty or staff use the truck for in-state travel (conferences, research, or field trips) a blanket travel authorization (BTA) can be used for the entire fiscal year. Once all travel has been completed upon the arrival of the fiscal year an IDT must be used to reimburse the lab in full for costs incurred under the BTA. 

4. If faculty or staff uses the truck for out-of-state travel an approved TA from the Controller’s Office must be filled out and submitted 4 days prior to commencement of travel. It is the responsibility of the traveler and the authorizing official to ensure that the most economical means of travel is utilized and justified. 
5. If a student requests the use of a state vehicle for travel to conduct research or to attend a conference they must obtain prior consent from Donna Cattell (3-0365) in the Controller’s Office. 
6. Use of GML boats by faculty, staff, or students of the College of Charleston are restricted for tasks related to teaching and research in marine science. Gas reimbursement for boat use is covered under an IDT because it is listed as a normal function of the job. 
