Travel Authorization/Expense Instructions

Estimated Expenses - Prior to traveling (at least 3 weeks prior to traveling):
· Complete a TAER for all identified ‘Estimated Expenses’ (Meals, Lodging, Airfare, Taxi, Car Rental …)

· Have TAER approved

· Enter the approved total estimated expenditures into encumbrance.

Actual Expenses - Within 15 days of returning from the trip:
· TAER must be updated with the ‘Actual Expenses’ less any travel advances

· New approval is required when the actual expenses (less any prepayments and or advances) exceeds the estimated expenses

· An adjusting encumbrance entry must be issued for the difference between the actual expenses and estimated expenses.

· Submit to Disbursements for reimbursement

Travel Process Details
Complete Travel Authorization and Expense Report by completing necessary fields. Enter estimated expenses only where applicable. Then complete and Submit for approval and encumbrance in Banner prior to making any arrangements.

Department Head, Chair or Director
1. Review information supplied by traveler.

2. Sign, signature field
3. Enter encumbrance information in. Sign encumbrance and enter into field.

4. Enter encumbrance in the Banner system.

5. Return original to traveler and file copy until trip is completed.

Traveler 
Contract Travel Agency at_________to make travel arrangements, Provide the TAER number and the index number.
Traveler 
Upon completion of travel:

1. Complete the TAER by entering the actual expenses in boxes then complete related lines on form.

2. If sum of line, is greater than zero, enter reimbursement amount on the appropriate field.

3. If sum of line is less lines greater than zero, enter the amount owed to UWI on appropriate line and attach a check payable to University of the West Indies.

4. Attach required supporting documentation and receipts for lodging zero balance, (hotel folio), auto mileage, rental car, rental car fuel, conference fee, transportation (air, bus, rail) and other (include receipts and explanation).

5. If the total expenses for the trip do not exceed the total amount of the estimated expenses, the TAER does not require further approval. Forward to disbursements and send a copy to the department.

6. If total expenses exceed the encumbered estimated expenses by $50 or more you must adjust the amount of the encumbrance for the additional expenses via a journal voucher request then forward to Department Head, Chair or Director for approval.

Department Head, Chair or Director
Review supporting documentation and approve total expenses in excess of estimated expenses if needed.  Sign and forward to Disbursements.

Description:
Reimbursement is made for actual, necessary and reasonable travel-related expenditures provided such amounts have prior approval on this form. When travel expenses are to be reimbursed, full explanation and documentary support (original receipted bills) are required for:

1. Common carrier transportation (air, rail and/or bus), lodging, convention registration fees, typing, copying and other services and any unusual expenses not ordinarily provided to an employee of UWI.

2. All TAER’s must be approved and encumbered reflecting the entire estimated travel expense prior to travel. This includes any prepaid items that may have been paid via prior, (PO or General Encumbrance).

3. When requesting mileage reimbursement for private automobile; traveler must submit the UWI official mileage log or online form.  When traveling to more than one location, tracking of mileage should begin from UWI indicating actual address, of these locations.

4. Monthly mileage log is required for reimbursement and must be submitted to Disbursements by the 15th of the following month.

5. Lodging must be itemized by day with actual expenses for room rates & taxes only. Additional charges should be itemized on the appropriate line.

Receipted bills are not required for reasonable tips, business-related telephone calls and telegrams, taxis, turnpike tolls, etc. An explanation must be provided for amounts exceeding usual and customary expenditures. List each separately by item for easy identification.

Limitation on Reimbursement:
1. Lodging –actual expenditure documented with receipt within UWI guidelines.

2. Meals - actual daily meal costs not to exceed $ _____for breakfast, $ _____for lunch and ______for dinner and $_______daily total.  Receipts not required by Disbursements.  However, they may be required by your school, college or division policy.  To determine if this is a requirement please check with your respective business office.

Deadline for Filing: 
After the traveler’s return from a trip, the Travel Authorization and Expense report MUST be submitted to Disbursements within 15 days with attached receipts where required (7h-m) even where no reimbursement is expected.

General for Filing:
1. Print legibly or type

2. Refer to the Travel and Transportation, policy for details on the University’s Policies and Procedures regarding reimbursements of travel expenses.

For Monthly Mileage Expenses Reimbursement: 

Payee:
1. Prepare the Monthly Mileage Log Report use.
2. Retain departmental copy.

3. Attach remaining copies to the Travel Authorization and Expense Report (TAER), Form.
4. Submit to Disbursements by the 15th of the following month.

5. Complete TAER.

6. Select Student, Employee or Guest.

7. Enter payee’s name, address and Banner I.D. number.

8. Enter the month being reported and total dollar amount.

9. Enter total expenditure in box.

10. Sign and enter date on signature line in box .

11. Attach original and copy of Monthly Mileage Log Report to TAER.

12.  Forward to Departmental Head, Chair or Director for approval. 

Department Head, Chair or Director

Review request for reimbursement and supporting documentation, then sign in box and forward to Disbursements.

Definitions:
Necessary Expenses- Expenditures by employees, students or guests of the University, directly related to traveling and attending a business function as a representative of University of the West indies (UWI)
Nonreimbursable Expenses- Include liquor, flowers and other miscellaneous personal expenses such as laundry, personal telephone calls, etc.  (Is this true?)
Reimbursable Expenses- Include reasonable actual expenditures for transportation (private auto, common carrier and local), lodging, meals and other non personal expenses which are directly related to the UWI related business.

