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Transportation Expense - Procedure
Responsible Office:		MEDFIN Finance and Administration 
Procedure Sponsor:		Jess Caponigro (Associate Controller, Yale School of Medicine)		
Effective Date:			08/21/2025


Scope
This procedure applies to transportation expenses for those seeking reimbursement from Yale School of Medicine (YSM).  
Procedure Purpose
This procedure outlines allowable and unallowable expenses related to transportation while traveling on University business.	
Definitions
[bookmark: _Toc425171621]N/A
[bookmark: _Toc427373286][bookmark: _Toc425171622][bookmark: _Toc425171625]Procedure Sections 
Private Car Services
[bookmark: _Toc425171623]The use of a car service is an allowable expense; however, the Department Business Office (DBO) must obtain prior approval from the Lead Administrator and/or Senior Director or their designee for the use of a car service to ensure funding is available and that the correct class of service is used. A Lead Administrator or Senior Director may have a policy regarding the pre-approval of preferred vendors.  For more information on department specific requirements, please contact your DBO. The total estimated amount of the car service must be provided prior to use; there is no requirement to include this as an attachment to the expense report.  DBOs may ask for comparisons against other transportation types to confirm reasonableness of cost.
The lowest cost of services should be chosen to accommodate the individual traveling on university business (e.g., a single person should select a sedan).
If traveling with individuals who are not traveling on behalf of the University and a larger size vehicle is used to accommodate those additional individuals, the difference between the sedan cost and the larger size vehicle must be reimbursed by the traveler to the University.
[bookmark: _1430.2_Shipping_Research/Clinical][bookmark: _3305.2_Banking_Arrangements][bookmark: _1503.3_Review_and][bookmark: _1301.3_Interim_Financial][bookmark: _1305.3_Authorization_and][bookmark: _1115.3_Requirements_for][bookmark: _1430.3_Relocation_Services][bookmark: _1430.4_Export_Control][bookmark: _1430.3_Export_Control][bookmark: _3305.3_Expenses_Funded][bookmark: _3510.2_Relocation_Expense][bookmark: _3305.4_Other_Expense][bookmark: _3510.3_Specific_Rules]Example: Faculty X is traveling with his family of four additional travelers, the cost of the sedan is $150, but traveling with four additional individuals requires the rental of a larger vehicle, which results in a cost of $300; therefore, the faculty member will have a personal expense of $150.
University preferred car service vendors should be used when traveling to local destinations (e.g., from home to airport).  
When utilizing a private car service at the destination travel location, the traveler should opt for the most cost-effective service.
The use of the car service should just be for business purposes and should not include multiple stops made for personal reasons.
Example: Department A is having a speaker travel to the University to discuss a topic. The car service picks them up at the airport, and the speaker then decides they want to stop at a local shopping plaza for personal reasons before heading to their final destination.  The University will only reimburse from the initial destination to the final business-related destination. If there is a fee for the additional stop, that is a personal expense.

Rideshare Services
Rideshares are an allowable cost per University Policy3301; however, the use of a pre-payment of arrangements is not allowed (i.e., Uber cash, Lyft cash, etc.).  The rideshare should be based on actual usage not a pre-payment of potential use.
As a reminder, the University does not reimburse, or otherwise pay, for the use of Zip cars, taxi services, or rideshare services for travel between University locations.

Air Travel
Refer to Section 2. Air Travel per the YSM Travel and Entertainment Requirements – Guideline for additional information.

Special Situations & Exceptions
Exceptions to this procedure must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to ysmcontroller@yale.edu. 
Roles & Responsibilities
YSM Controller’s Office
· Clarification of this procedure.

Contact Information 
· [bookmark: _Hlk497987165]YSM Controller’s Office: ysmcontroller@yale.edu

Related Information
Transportation Expense - Guideline 
YSM Travel and Entertainment Requirements - Guideline 


References
Yale's Preferred Private Car Service Providers
Policy 3301 Travel on University Business 
Procedure 3301 PR.01 Travel Arrangements for University Business 
Procedure 3301 PR.03 Air Travel on University Business
Version History
· 8/7/2025: Wording edited throughout document based on leadership feedback, additional reference added for Preferred Private Car service and new YSM T&E Guideline
· 11/04/2024: New Procedure
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