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                                                                             Travel Policies and Procedures


NOTE:  All business travel and funding must have prior approval by the Department Chair or supervisor in advance to the start of the trip.  Travel is authorized in accordance with the following University of Arizona principles:
a. When personal contact is the most economical method of conducting official university business
b. Representation at a conference or meeting outside of the state should be limited to essential employees
c. Attendance by university employees to an out-of-state educational or training seminar is directly job related and funds for that purpose are available and such education or training is not available in Arizona
d. Selection of the most economical method of transportation, in terms of expense to the state and the employees time away from the office
e. If a privately owned vehicle is used for travel, the employee has sufficient insurance coverage

(Travel policies can be found at:  https://www.fso.arizona.edu/travel for further clarification)

1.	ACCOUNTABLE PLAN:  The University of Arizona reimburses employees under an “accountable” business expense reimbursement plan. Reimbursements or other expense allowances made under an accountable plan generally are nontaxable and do not have to be reported by the employer on the employee’s Form W-2.  Any disputed expenses must meet applicable requirements of the Internal Revenue Code and Treasury Regulations in order to qualify for reimbursement under an “accountable plan”.  These requirements include:
a.	Business connection requirement – Advances, allowances or reimbursements are only for specified 
deductible business expenses that are paid or incurred by the employee in connection with his/her services	 as an employee.
b.  	Substantiation requirement – The employee must substantiate each business expense with a detailed record, such as a trip report or log, and documentary evidence, such as itemized receipts or paid bills, specifying the following:
i. The amount of each separate travel or business expenditure
ii. Dates of departure and return, or dates of expenditure
iii. Number of days away from home spent on business, if travel
iv. Address of business
v. Business purpose
c.  	Return of unused travel advance funds – Employee’s must return to the employer, within 10 days after the trip ends, any amount in excess of the expenses substantiated.  Reimbursement requests submitted after the 90th day will generally be nonqualified, and taxable to the payee.  Nonqualified reimbursements are processed through payroll to collect the appropriate taxes and remitted to the IRS. (See 14.12 Accountable Plan section for further clarification:  https://policy.fso.arizona.edu/fsm/1400/1412) 

2.  	TRAVEL AUTHORIZATION FORM (TA) https://eforms.fso.arizona.edu/createPdf/5/ :  The Travel Authorization form has been updated to an e-doc, and will be routed electronically to the supervisor/PI and the funds approver for signatures.  Staff and Students: the TA must be completely filled out including identifying the funding source for travel expenses.  Faculty:  completed Pre-Travel Forms (see attachment) must be submitted to the EPIBIOS administrative office timely, to ensure the TA will be completed and approved prior to travel.  Pre-travel forms submitted without the required information will be returned to the traveler for completion – remember TA’s are to be completed 2-4 weeks prior to travel so all necessary approvals and submission to FSO falls within UA guidelines.  This ensures:
		a.	Travel plans have been authorized by the department chair or supervisor
		b.	Funds are available to cover travel expenses
		c.	The travel has a legitimate business purpose
		d.	The travel meets the IRS Accountable Plan
	TA’s are to be submitted with supporting documentation to the administrative office at least 2 weeks prior to departure for domestic travel, and at least 4 weeks prior to international travel.  University policy 14.10 Travel Authorization requires travel to be approved prior to the traveler's departure. When a traveler departs without a fully-approved TA, the trip is non-compliant and will be recorded as such by FSO. 




3.	TRANSPORTATION: Reimbursement will be for the most direct and economical means of transportation to and from the traveler's destination.  The most direct route may be calculated by online mileage calculators such as MapQuest or Google Maps, or by beginning and ending odometer readings.  Any exceptions will need to be clarified in an attached memo.
a.	Privately owned vehicles and mileage:  When it is a necessary function of an employee’s position and prior approval by the department chair or supervisor has been obtained, reimbursement for transportation expenses in and around Tucson may be claimed.  A traveler driving a privately owned vehicle on university business must have current vehicle insurance and a valid driver’s license.  Mileage is computed at 44.5 cents per mile based on the most direct route between two points, computed by official highway maps.  If claiming mileage in excess of map mileage, state odometer readings on the Travel Expense Report.  Please remember: A traveler may receive mileage reimbursement or gasoline reimbursement, but not both.
b.	Commercial Airlines:  Reimbursement for airline travel is limited to expenses of travel by the most direct and economical route at a minimum expense. Travelers traveling by an indirect route or with a more expensive ticket for their own pleasure and convenience, or to take advantage of airline incentive, will not be reimbursed for subsistence and travel expenses in excess of those which would have been required for travel for the more direct route or less expensive ticket. The University also requires a traveler to charge such travel time as vacation time. 
c.	Rental Vehicles:  Rented vehicles may be used where other means of travel cannot be economically used and with prior approval by the department chair or supervisor.  The use of such means must be explained on the Travel Authorization form (TA).  Rented vehicles may be used when it is advantageous to the State and not for the traveler’s convenience.

	The University of Arizona Motor Pool rents vehicles at a reasonable cost.  For additional information, as well as prices, please visit the Motor Pool’s home page:  https://www.fm.arizona.edu/#/department/7
	(When comparing rates, please remember that the cost of gasoline and insurance are included.  Taxes are not applicable)

	The Educational Institutional Cooperative Service (E & I) is a purchasing cooperative that provides discounts on many products and services including car rental:  https://www.eandi.org/    Discounts are available from Enterprise and National Car Rental and prices vary depending on location, date and time of arrival/return, as well as vehicle type.  Remember to decline the collision damage insurance waiver (CDW) unless you are under 25 years old or are on foreign travel status.  Losses below the deductible will be covered by the State of Arizona self-insurance.  In the event of an accident follow Risk Management policies.  Do not pay for the damages.

	Gasoline and Mileage Claims:  Travelers using rented vehicles may claim the actual cost of gasoline with receipts, but cannot claim mileage.

4.	LODGING: To receive reimbursement for lodging expenses the traveler must be on authorized travel status at least 35 miles from his/her designated duty post.  Lodging must be at a commercial establishment and the individual should always request the lowest available single room rate.  Original itemized receipts are required.

	EXCEPTION FROM ESTABLISHED LODGING ALLOWANCES:
	Conference designated lodging is exempt from established lodging allowances.  Individuals staying at a conference designated hotel may be reimbursed actual lodging cost, provided a conference brochure indicating the lodging rate accompanies the reimbursement claim and original itemized receipts.  Accommodations at alternate hotels in the immediate vicinity of the conference may be considered as conference designated lodging when no vacancies exist at the recommended hotel(s) and an explanation is attached.  For further clarification:  https://policy.fso.arizona.edu/fsm/1400/1414) 





5.	MEAL REIMBURSEMENTS:  Meal reimbursements are determined by the traveler’s destination (refer to State of Arizona Meals/Lodging Reimbursement Rates and the United States Department of State Foreign Meals/Lodging Per Diem Allowances:  
	https://gao.az.gov/sites/default/files/5095%20Reimbursement%20Rates%20%20181001.pdf on the FSO Policies and Procedures website under travel section:  https://policy.fso.arizona.edu/fsm/1400).  Reimbursement will be allowed for actual cost of meals but will not exceed the meal reimbursement allowance rates.  *Meal requirements for cities and counties not listed in the State of Arizona Meals/Lodging Per-Diem Allowances are limited to $45.00 per day regardless of the location.  (See section 14.13 Meal Reimbursement section for further clarification: https://policy.fso.arizona.edu/fsm/1400/1413) 

6.	PREPARING A TRAVEL EXPENSE REPORT:  Travel expense reports (TE) must be submitted 10 working days after the completion of the trip.  All expenses and meals/lodging reimbursement claims must be itemized on the TE report.
· Attach original itemized receipts when required
· If original receipt is lost or destroyed, submit a photocopy of the receipt with the statement “Treat as an Original”.  The photocopy must be signed by the employee and approved by the department chair or supervisor.  If a photocopy is not available and a copy cannot be obtained from the commercial establishment, submit a copy of the canceled check or credit card receipt showing the expense, and a letter of explanation signed by the department chair or supervisor in lieu of the original or a photocopy.  The letter must contain the name of the employee, the dates of the expense, the name, address and telephone number of the business; cost per night if lodging, the total cost, etc., and the reason(s) why an original or photocopy of the receipt are not available.
· If trip was a conference, attach a copy of the agenda

7.	SETTLING A TRAVEL ADVANCE
· If the travel advance was less than the actual expenses incurred, the difference will be reimbursed as after tax net pay
· If the travel advance exceeded actual expenses, the traveler must reimburse the UA for the difference.  The check (payable to University of Arizona) must be deposited and the number of the cash receipt referenced on the Travel Expense report.
· Travel advances are considered liens against wages and must be settled within 10 business days after the completion of travel.  Failure to clear advances in a timely manner may result in loss of future advance privileges and deductions from any payments due the individual (for example, reimbursements, scholarships or salary/wages)
· Reimbursements will be direct deposited into the employee’s bank account on a daily basis upon FINAL approval of the Disbursement Voucher processed in UAccess

8.	RECEIPT REQUIREMENTS: 
· Lodging Receipts:  Lodging must be with a commercial establishment.  The commercial establishment’s original itemized receipt is required.  It must be the original itemized statement from the hotel/motel showing the establishment’s name, street address, location (for example, city and state), telephone number, the actual dates of lodging, daily room charges and single room rates if more than one person is occupying the room.  A credit card receipt is not acceptable.
· When lodging is shared by travelers on approved university travel status, reimbursement will be the total cost divided by the number of persons sharing a room, but the total of the two or more lodging receipts may not exceed the single room rate.  Claim reimbursement as follows:
· When a room is to be shared, the travelers should request separate receipts when registering.  The total of the two (or more) lodging receipts cannot exceed the total lodging cost.

· Designated lodging – A copy of the conference brochure must be submitted showing the site of the designated hotel and the cost per night.
· If the establishment cannot issue separate original receipts one traveler may submit the original lodging receipt and the other traveler(s) may submit photocopies.  However, each receipt (original and photocopies) must be marked “shared lodging” and have the names and TA numbers of all travelers sharing the room.  Photocopies must be signed by the traveler and approved by the department head.  No photocopies will be accepted without these original signatures, OR
· When a group or team is traveling together, one traveler may incur the cost of lodging for the group and submit the original receipt for lodging reimbursement.  The lodging receipt must indicate the names of all travelers who shared the room, and their TA #’s.
· When lodging is shared with an individual not on state business (such as a spouse) reimbursement to the traveler will not exceed the single room rate.

  9.	AIRLINE RECEIPTS:  When purchasing tickets via the internet, the confirmation or receipt must indicate the name, itinerary and that the tickets have been paid.  In cases where airline seats are not assigned at the time of booking, early bird check-in or priority boarding may be allowed and no additional justification is required.

10.	PUBLIC TRANSPORTATION:  Itemize public transportation expenses within a city (for example, trains or buses) on the Travel Expense Report

11.	TO CLAIM REGISTRATION OR CONFERENCE FEES:  A program or literature showing the opening and closing dates of the function is always required as well as original, itemized receipts.  Registration fees for conferences outside of your duty post by 35 miles must be claimed on a Travel Expense Report.

12.	PARKING/GARAGE FEES:  Most economical, long-term, off premises parking serviced by shuttle is to be chosen when available.  The University will NOT reimburse upcharges for covered or inside parking.  Original receipts with details are required.  Reservation fees are NOT reimbursable.

13.	TELEPHONE CHARGES:  When authorized by the supervisor, it is possible to access the least costly telephone networks from off-campus locations.  Business-related communication charges for telephone are reimbursable if documented by original, itemized receipt and UA business purpose.

14.	OTHER RECEIPTS:  
· Gasoline:  Travelers using rented vehicles, or any vehicle that is not owned by the traveler, may not claim mileage.  Submit original gasoline receipts showing the date of purchase, name of the vendor, license plate number of the vehicle, and the total amount paid.
· Rental Vehicles:  Submit the original rental agreement showing the dates of use and the total cost.

15.	CANCELING AND/OR CHANGING DATES ON A TRAVEL AUTHORIZATION/TRIP
· Travel Authorization:  Send REVISED DATES to COPH-EBTravel@email.arizona.edu and/or EPIBIOS accountant: amaniscalco@email.arizona.edu, who will change the status and forward to FSO.

16.	ANY ADDITIONAL QUESTIONS PLEASE REFERENCE THE FSO WEBSITE:
https://www.fso.arizona.edu/travel, OR EMAIL EPIBIO ACCOUNTANT.
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