GUIDELINES FOR TRAVEL PLANNING AND REIMBURSEMENT

Contact:  Teresa Kudrna, tkudrna@email.Arizona.edu, 621-9310, LSS Room 227

BEFORE THE TRIP/TRAVEL AUTHORIZATION Form
1. Travel Planning Worksheet. Complete when you have your travel dates confirmed.  
I use this information to prepare the Travel Authorization, which is an official UA document.  I will notify you when the Travel Authorization Form is ready.  It should be signed by your research mentor at the very bottom of the form.  When completed, the form must be turned in to me and ultimately goes to the ARL Business Office.

2.  Paying for Conference Registration and Airfare.  My PCard CAN be used to pay for conference registrations and airfare in advance.  PCards CANNOT be used for any other travel expenses.  Other expenses are paid by you on your personal credit card or other method.  KEEP ALL RECEIPTS AND INVOICES except meal receipts.  When you return from your trip, bring me all your original receipts.  If you are traveling to a conference or other scientific meeting, the Travel Office also requires documentation of the dates and title of the conference.  Printing this from a website is fine. 

3.  Shared Lodging.  Sharing rooms is great for saving funds but be sure to get a receipt upon checkout that has your name on it.  If your roommate’s name is the only name on the receipt, you will not be able to be reimbursed.  Never pay for someone else’s expenses and expect reimbursement from a UA account.  

4.  Meal Per Diem.  Meal per diem rates vary from city to city and can be viewed online at:  http://www.fso.arizona.edu/fso/deptman/14/1471lodg.html.  No meal receipts are required for reimbursement.
Any meals included in conference registration must be deducted before reimbursement calculations.  

5. Use of Personal Vehicle.  Driving a personal vehicle for field work or to local conferences is allowed.  Personal auto insurance must be in place.  Mileage is reimbursed at 44.5 cents per mile.  Odometer log sheets must be turned in (field work only) and attached with reimbursement paperwork after travel.    

6. UA Motor Pool or Other Rental Vehicle.  Vehicles can be reserved at the UA Motor Pool, just south of campus.  Prior to making a reservation online, the driver must be added to the system, which Teresa can help with.The reservation can be made online at: http://www.fm.arizona.edu/forms/MotorPool/VRS/available_vehicles.cfm.  
A form is created that must have several signatures. Once the signatures are obtained, the form is faxed to the Motor Pool to complete the reservation.   Please plan ahead several days to reserve a vehicle.  

7.  Field Work.  Work in the field, outside the Tucson city limits, must still be authorized.  Field work authorizations can encompass a period of 3 months.  If others accompany you, their names must be included on your Travel Authorization for insurance purposes.  If driving a personal vehicle for field work, odometer log sheets must be completed and turned in for reimbursement of mileage.   

8.  Local Conferences:  No Travel Authorization is required for conferences in the city of Tucson.  Employees traveling without an overnight stay will no longer be reimbursed for meals.
9.  Business Trip with Personal Time.  Combining a business trip with personal time requires a bit more documentation and explanation, so making a note of this on the Travel Planning form is important.  
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10.  Turn in Receipts.  See me as soon as you can after you return from your trip.  If you want reimbursement, please provide me with all original receipts, except meal receipts.  Your signature is required on the Travel Expense Report form. Reimbursements are usually issued in about three weeks. 
11.  Personal Items/Alcohol.  No alcohol can be reimbursed.  Personal items on a lodging invoice will be deducted.  

13.  Time Limitation: The University is permitted to reimburse employees for business related expenses as a qualified tax-free payment under the “Accountable Plan” rules defined by the Internal Revenue Service (IRS) (Treas. Reg. §1.62-2). Those rules limit the qualified reimbursement to 60 days after the expense is paid or incurred. After the 60 days, the reimbursement becomes unqualified and taxable
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