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Context

Why did the procedure change?

· The State of Montana made changes to the travel policy and the auditors requested tighter monitoring which caused a complete review of the old travel procedures and the creation of the new procedures so that The University would be in compliance.

Why are we limiting the travel cash advances?

· The travel advance has always been limited however, in the old procedures the limit was $50 for employees and $25 for students and the meal per diem was included in that advance.  Since the new procedures allow for all meal per diem requests to be issued regardless of dollar amount and have separated the meal per diem from the travel advance, the limit for the travel advance was raised to $100 for employees and $50 for students.  
General Comments/Questions

What if I have a meal per diem amount of $96? It falls under the $100 travel advance limit.  Will I get a check for the meal per diem?


· The new procedures allow for all meal per diem requests to be issued regardless of dollar amount and have separated the meal per diem from the travel advance which does have a limit of $100 for employees and $50 for students. (Meal per diems are now not considered as part of the travel advance)

Does this apply to student or contracted services travel?

· The travel advance does not apply to contract services as travel advances are not issued to contract service personnel only employees and students. The travel advance limit of $50 does apply to the students. The meal per diem is not considered as part of the travel advance and will be issued if requested regardless of dollar amount.

Will Business Services be training faculty and department deans & directors on the new travel policy?

· Business Services will be sending additional information packets to department deans.  Senior Management will and have attended faculty meetings.

If we have already turned in an old form for authorization to travel for a trip that will occur after November 1 do we need to resubmit the new form and then use the new Travel Expense form?
· No, if you have already started the travel planning and are using the old forms continue to use the old form “Travel Expense Voucher” to clear the travel advance or receive a reimbursement.  The reimbursement will be mailed to the traveler’s home address.

Do we have to follow this policy if the trip is being paid totally by the UM Foundation?

· You do not have to submit the travel authorization or travel expense report to the UM travel desk if UM funds are not being requested for the travel expense.

The forms’ margins won’t work with my printer settings – they are too small.

· Please contact the Campus Operations Coordinator ext. 6006 if you need assistance adjusting your printer settings for these forms.

Will you be able to direct deposit travel advances and meal per diems in the future?

· We will begin a project in January 2005 to do ACH deposits (Direct Deposit) for payments made through Accounts Payable to employees and vendors.

Can you move the information boxes closer to the input box?

· Since this is in an excel format you can move the information box anywhere on the screen that you would like. Left click on the information box and move it to a location that better suites you.

If I have some suggestions to make the forms easier to understand who should I give these suggestions to?

· Contact Kay Lamphiear at 243-4935 with suggestions and we will try to accommodate requests.
If I have different situation that do not seem to fit in the presented forms and or procedures how can I get them handled or understand how to fit them into the procedures and forms?

· Please call Kay Lamphiear at 243-4935 or Bonnie Hanna at 243-2113 and they will help you work thru the different situations.  Remember that Business Services is here to help and we are only a phone call away.
Per Diem/Travel Advances

Do we get 2 checks – one for per diem and one for the travel advance?

· You should be issued one check for both the meal per diem and travel advance.

Who are the per diem and travel advance checks made payable to?

· The meal per-diem and travel advance checks will be made payable to the traveler.

How can the department admin staff verify what the traveler’s check amount was and if they received a check?

· The administrative staff member who is completing the request for authorization to travel form should keep a copy of the form, which will state the requested travel advance and meal per diem amounts at the bottom.  You can go to the vendor inquiry screen in Banner (Vendor History – FAIVNDH) to ensure that a check was issued and the date. The traveler themselves would have to verify that they did receive the check.

Can we get a travel advance for mileage if we are using a personal vehicle?

· Yes, a travel advance is available for personal vehicle anticipated mileage.
Why aren’t we using the federal per diem rates?  Aren’t the state rates supposed to follow the federal rates?

· The Montana State Legislature dictates the meal per diem rates.  Since we are a state agency we are required to follow their posted rates.   Please refer to section 1.0350.10 in the following link for specific state policy information:  http://www.discoveringmontana.com/doa/doatravel/travelpolicy_2004.pdf 
Request for Authorization to Travel Form

What happens if the form can’t be turned in 6-7 days in advance of the trip?  Should I still turn it in?  What happens if they don’t turn it in (i.e. a faculty member tells them they took a trip after the fact)?  Can I still get a per diem or travel cash advance?

· If there is an instance when the authorization to travel form can’t be turned in 6 days prior to leaving on your trip and the traveler can not go on the trip without securing a meal per diem and or travel advance, contact the travel desk to see if special processing can take place. If the travel authorization is not completed until after the trip has been taken submit the travel authorization along with the travel expense report for reimbursement of travel expenses.

Is this form required for day trips or local trips?

· Yes, the travel authorization form does authorize even day trips and or local trips thus allowing reimbursement to the employee for their expenses.
Do I need to complete this form if the only expense is a Motor Pool charge?

· No
Who is authorized to sign the form?

· The traveler’s supervisor and the department director, dean or chair.
If there is no per diem or travel advance do we still need to submit the Request for Authorization to Travel?

· You need to submit the request for authorization to travel if University funds will be needed for the trip.  If you do not need a meal per diem, travel advance and are not using a University ProCard you do not have to submit this form to Business Service.
Can the form be submitted electronically?

· Not at this time.  However, we are hoping to have electronic signatures available in the future which will allow for electronic submission.
Can we handwrite the form?

· Yes.
Can the form be saved after it is filled in?

· Yes, the form is an excel spreadsheet.  Click on File – Save As.
Can we use the traveler’s SSN or their UM id number on the form?

· Yes.
If a trip is going to have lodging, airfare and conference registration, how many and which forms are required?

· You should complete the request for travel authorization form and if the lodging is greater then the federal per diem rate for that state, city you would need to complete the request for reimbursement at actual cost form.
It seems contradictory that this form is used for request to travel but requires an airfare quote which typically happens when the ticket is already purchased.

· The request for authorization to travel form is a worksheet to be used to plan and authorize a UM employees travel.  It is reasonable that the traveler would have discussed the travel with their supervisor before making any travel plans and completing the form.  Once all the details of the trip are known, including the airfare, which can either be a quoted price if not purchased or the actual price if the ticket was already purchased, the traveler should have their supervisor and department director, dean or chair sign the form and send it over to Business Services allowing Business Services to issue a check for the travel advance and or meal per diem. If the travel-advance, meal per diem or ProCard other then airfare is not needed for the trip, you can submit the Request for Authorization to Travel Form with the Travel Expense Report for reimbursement of travel expenses.
What if the hotel I’m staying at doesn’t give confirmation numbers?

· This is an information only field, if the hotel does not provide that information write “none”.
Why do we have to fill out the same information on the Request for Authorization to Travel as we will be filling in on the Travel Expense From? 

· The request for authorization to travel form is a worksheet to be sent to Business Services authorizing the trip and the expected expenses. Once all the details of the trip are known and completed on the form, the traveler should have their supervisor and department director, dean or chair sign the form and send it over to Business Services allowing Business Services to issue a check for the travel advance and or meal per diem. Once you return from the trip the actual expenses are recorded on the travel expense report with receipts and sent to Business Services for processing and or reimbursement.  Before the travel expense report can be processed Business Services must have documented authorization for the trip and what the expected costs would be for audit review. 
If the airfare is more than the department is able to pay for and the traveler will be paying for the difference, does the airfare still have to be paid with the ProCard?

· No, the State of Montana just informed us that we can make an exception for this scenario.  The traveler should purchase the ticket and request allowed reimbursement.
What happens if the traveler needs to change the airline ticket while they are out on the trip and the ticket was charged to the departmental ProCard?  Will the airline be able to make the change?  
· If the traveler is on a trip and needs to make a change at the airport, some of the airlines will allow the change fee to be charged to the credit card on file for the original ticket and some won’t.  If the airlines won’t allow the change to be charged to the original credit card the traveler will need to pay and the University will reimburse the fee. 

If the total trip involves several hotels, how do I complete the form with the various hotel quotes or estimates?

· When hotel name is requested enter “Various” and enter the total amount for the various hotels.  Remember the authorization to travel is a worksheet for estimated trip charges.

When do I have to select “non-mailer” if I’m prepaying trip expenses? 

· If your conference will not accept a credit card for registration you would enter the conference registration as a direct pay invoice into Banner. In the document text you would enter NM and line 99 and complete a non mailer form attaching the registration and send it to Business Services.   The check would be returned from the state to Business Services and they would attach your registration and mail the check on to the conference. The TPR form has been discontinued per state request.
Travel Expense Form

What if the trip is for a long period of time (i.e. more days that the form allows)?

· A long form for extended trips is now available both for data entry and manual entry.
Where do I designate Foreign Travel?

· The form has been revised to have a check box for Foreign Travel.  The foreign destination should be listed under destination on the request for authorization to travel form and purpose of trip on the travel expense report.
Group Travel

How do I complete this form if it is for a large group of people traveling?  Do I have to itemize the form by person?

· We are still working on the procedures for group travel and will be involving departments that have a great deal of group travel.  We hope to have the procedure completed and on the Web by November 1 or soon after that.

On a group trip, can each person get a per diem or travel cash advance check or does the check have to go to just one person?

· We are still working on the procedures for group travel and will be involving departments that have a great deal of group travel.  We hope to have this procedure completed and on the Web by November 1 or soon after that.
Miscellaneous Expense

What if we can’t get a receipt or forget to get a receipt?  Does this mean I can’t get reimbursed?

· If you have requested a receipt and one can not be obtained, attach a note to the Travel Expense Report explaining that a receipt was not available. You will be reimbursed.
There’s not enough room to itemize the miscellaneous expenses per day.  Suggestion on the Miscellaneous Expense form was to be able to expand that section of the form to add more lines per day.

· We are looking to try and find a way to expand the Miscellaneous expense columns.  For immediate needs, please attach an additional sheet of paper if you need to itemize more lines then are provided.  Do remember on the authorization to travel form you could list several items on each line with a total amount.  IE:  Baggage, taxi, copies  $25.
