TRAVEL REQUEST TIPS
Travel Requests are used to authorize travel and all related expenses. For sponsored projects, all travel must be allowable by the project sponsor and will be expended according to the travel policy of UARSC.

· Complete Travel Request Form at least ten (10) business days prior to travel.
· Purpose of Trip: Provide reason for traveling and/or title of training or conference attending.
· Estimated Travel Expenses (Section A):  Include approximate dollar amount of all expenses related to the trip.
· Prepaid Expenses (Section B):  Expenses that the traveler wants UARSC to pay directly to a vendor (ex: registration, airfare, or lodging)
· Traveler Prepaid Expenses (Section C):  Expenses the traveler paid out of pocket prior to travel (ex: airfare or lodging). UARSC will reimburse traveler for out of pocket expenses paid prior to travel. Must turn in original receipts.

· Advance (Section D): Traveler can get up to 90% of estimated travel expenses (excluding prepaid expenses) within two (2) weeks of travel. Advance will only be issued for amounts $100 or more.
· Project number:  If splitting project, provide dollar amount for each project number 

· Travel Request Approval:  “One-up” approval is needed if Project Director is the traveler. Dean, VP, or President Signature is required for all “Out-of Country” travel. Travel taken without prior approval may not be eligible for reimbursement.
· When travel expenses are paid by an individual other than the traveler:
Do not include these expenses (excluding expenses prepaid by UARSC) on the Travel Request Form. For example, if registration is paid by another person, the amount in “Section A” for registration should be zero.  On the amount line, type “paid by ____”.  Be sure to include all backup for this transaction such as the check request reimbursing the payee and a receipt of the transaction.

TRAVEL EXPENSE CLAIM

· Once trip is completed, submit all original receipts and approved “Travel Expense Claim” within 15 days after the trip. Please allow 10 business days to receive payment from the date Accounts Payable receives your claim.

· Travel Expense Claim: All claims must be itemized for each individual expense for each day of travel. Attach original receipts for each individual expense.
· Receipts need to show payments were made. Hotel statement showing balance due is not acceptable.
· Hotel receipts must show itemized charges.
· Per Diem is excluded for meals provided by the conference.
· When travel expenses are paid by an individual other than the traveler:
Unless expenses are prepaid by UARSC, do not include expenses paid by someone else on the Travel Expense Claim.  These should not be included in the total expenses section at the top or the prepaid expenses section at the bottom.
