General Guide for Travelers
General information:

· See your dept. admin person to prepare a Travel Authorization for your up-coming trip.
If you choose to do it yourself, you must have Banner access to complete the information.  
· If a Travel Authorization is filed for your trip…you must turn in a Travel Reimbursement Request Form upon return to close out the trip…even if the net amount due is Zero.
· Just because you are direct deposit (DD) for Payroll, you are not automatically DD for A/P...  You must fill out the DD form to sign up for A/P or your payments will be issued as “live checks”.

Travel Authorization:

A Travel Authorization must be filled out for your trip, unless… you are not requesting prepays, travel advances and will not request any reimbursement (use most current form from web, no handwritten forms accepted).  
Prepays: must provide backup for hotel: address, rates. Along with the original-send a complete copy of the entire TA package for each prepay requested.
Travel Advances: available 5 business days prior to departure date. When submitting the original authorization-send a copy of the authorization for processing of the Travel Advance.
· Live check:  must be p/u from Cashier window, Reese Bldg, 2nd floor, bring your ID.  ONLY the Traveler can pick it up. If you are unavailable to pick up a live check you should consider direct deposit.  
· Direct Deposit: you will receive a direct deposit notice via email; open the attachment to see the travel advance.

What to keep in mind while traveling:
· Receipts: Must bring back original, itemized, paid receipts for everything.  If you do not have a receipt: the expense can not be reimbursed tax free.
· We can only reimburse the person who actually paid the bill.

· Airfare: Keep your Boarding pass, get a receipt from airport kiosk, used ticket and/or baggage claim tickets to prove you took the flight (not required if you used an AAA voucher code.).
· Hotel: The express checkout is not a paid invoice, if you provide the express checkout invoice, you will need to provide proof of payment (copy of credit card statement etc) if you check out at desk you will receive an itemized paid receipt, showing a zero balance (no credit card statement required).  If you hotel was prepaid, you still must bring back an itemized paid bill indicating you actually stayed.  If you went thru a service like Travelocity, Orbitz, Hotels.com, etc..: they may not want to give you a receipt, but you must ask anyway.  If they say no: you MUST ask them for confirmation (on their hotel stationary) of your check-in/check-out dates to verify you stayed there.
· Registration: must bring back an agenda from the conference.  
· Foreign Currency receipts: Bring back all receipts.  Staple each one to plain paper and label: what it is for, date it was incurred, amount paid and supporting documentation of foreign currency used.  (Example: Taxi, 9/10/06, 250 Mexican pesos).  
· Travel Reimbursement Request Form: 
Travel Reimbursement forms are due within 30 days of your trip return date.  Travel not submitted timely is subject to payroll taxation as it cannot be processed under the accountable plan (use most current forms from web, no handwritten forms accepted).  
· Turn in all receipts and trip info to your dept admin.  Your admin will help you fill out a Travel Reimbursement request for you.  If you choose to do it yourself, you must have Banner access to complete the form, and please follow the instructions of the form.
· Only the Traveler can sign the form, no substitutes (see perjury clause by your name)

· Travel Advance refund must be paid when you turn in your Travel Reimbursement form; make personal checks out to UNCC.  
· Vendor refunds due as a result of prepayments by UNCC: must be paid by check (payable to UNC Charlotte) from the vendor and sent/given to your dept for deposit.
Mileage and Parking Request Form:
· Used when not in travel status or for same day travel when subsistence does not apply.(attach Mapquest or other supporting documentation).  Must be turned in by 15th of month following travel.
