GUIDELINES FOR TRAVEL PLANNING AND REIMBURSEMENT

Contact:  Teresa Kudrna, tkudrna@email.arizona.edu, 621-9310, LSS Room 227  
BEFORE THE TRIP
1.  Travel Authorization.  ALL business travel is required to be authorized via the Travel Authorization form, and reimbursement is not possible without one in place prior to travel. Teresa will prepare the form for you. 
Procedure:  When your travel dates and most details of your trip are firm, email these to Teresa.  Items required to complete the form are: Dates of Travel, Destination(s), Conference Dates (if any), Method of Travel, if any personal time will be taken, or any other irregular details. For field work, include the names of those who may travel with you.
Foreign Travel: If the trip is international, the International Travel Registry must be completed at: http://ua-risk.terradotta.com. Once this is complete, a trip number will be issued which must be included on the TA. The TA must be approved in advance via email by your research mentor. Signatures are no longer needed. If others are paying for your expenses, a TA is still encouraged due to insurance considerations.  
2. Paying for Conference Registration and Airfare.  Teresa’s PCard CAN be used to pay for conference registrations and airfare in advance.  Conference meals or any other travel expenses CANNOT be paid for with the PCard.  Other expenses are paid by you on your personal credit card or other method.  KEEP ALL RECEIPTS AND INVOICES except meal receipts.  
3. 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.  If you are in the field, camping fees are reimbursable. Lodging arranged through sites such as Airbnb or VRBO are allowable with a proper receipt.  Amount of reimbursement is limited by lodging per diem which vary by location.  Check the correct per diem at this site: https://www.fso.arizona.edu/travel 
4.  Meal Per Diem.  Meal per diem rates vary from city to city and can be viewed online at:  
https://www.fso.arizona.edu/travel . No meal receipts are required for reimbursement. Any meals included in conference registration must be deducted before reimbursement calculations. Travel day meals are calculated at 75% of the destination location on the first leg of the trip. For the return leg of the trip, the travel day is calculated at 75% of the rate for the location where the traveler spent the previous night. If groceries are purchased for multiple days in the field, reimbursement is possible.  Save the receipts and Teresa can assist. 
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.  If driving to a local event outside of Tucson (or to Phoenix Sky Harbor airport), mileage reimbursement is allowable with a printout from Googlemaps or other site with official mileage showing. The least expensive method of travel for business is reimbursed, and this is usually by air.  Therefore, if you decide to drive for personal reasons (such as to a conference in San Diego), a printout from the airline website must be procured PRIOR to travel showing what the airfare is on the particular dates in question. This will be the reimbursable amount instead of mileage.
6. UA Motor Pool or Other Rental Vehicle.  Vehicles can be reserved at the UA Motor Pool, just south of campus.   The traveler can make their own vehicle reservation. With all details firmed, go to this site:

https://www.fm.arizona.edu/#/department/7.  When you click on Rent A Vehicle on the right side, it will require your login and password.  Once you choose a vehicle, a form must be filled out.  Please plan ahead several days to reserve a vehicle. If UA Motor Pool has no vehicles available, Enterprise is the preferred vendor for UA.  To make an Enterprise reservation, go to www.enterprise.com.  Teresa can provide the remaining details. 
7.  Field Work.  Work in the field, outside the Tucson city limits, must still be authorized.  Field work authorizations can encompass a period of 2 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. This Odometer log sheet can be found on Postdoc Resources page. Odometer logs are not required for UA Motor Pool vehicles.
8. Paying for Student Travel:  This may be allowable but is complicated.  Please see Teresa before arranging.

9.  Local Conferences:  No Travel Authorization is required for conferences in the city of Tucson.  Meals for local conferences are typically not reimbursable unless a business meeting occurred during the meal. Documentation of this plus names of attendees at such a business meal are required.
10. Airport parking and local transportation: Reimbursement of these expenses (including uber and lyft) is reimbursable with receipts.  
11.  Business Trip with Personal Time.  Combining a business trip with personal time requires a bit more documentation and explanation and a Travel excel sheet will be required for complicated trips.  This can be found on the Postdoc Resources Page under Post Trip Details.  
AFTER THE TRIP
12.  Turn in Receipts Soon.  See Teresa as soon as you can after you return from your trip.  Provide all original receipts, except meal receipts.  If you travelled to a conference or other scientific meeting or gave an invited seminar, the Travel Office requires documentation of the dates and title of the conference or seminar.  Printing this from a website is fine. Teresa will prepare the Travel Expense Report form which requires your signature.  
A Per Diem Allowance sheet is also required.  Reimbursements are usually issued in 2-3 weeks. 
13.  Personal Items/Alcohol. No alcohol can be reimbursed. Personal items on lodging invoices will be deducted.
14.  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. This means that employees should not hold on to receipts since reimbursements that occur 60 days after they were incurred may be counted as income, and therefore, may be taxable.  
