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UW business travel expenses incurred by staff








Travel Expense Report (TER) prepared by staff with receipts and documentation attached








TER with receipts and other documentation 








Supr Review Complete info, all necessary documentation? 





Return to staff member to revise TER or add additional information or attachments





Supervisor approves, adding funding codes if needed 





Travel Office (TO) receives TER and stamps with date received





Within 2 days TO completes initial review for documentation – original receipts, coding, 


appropriate signatures, timeliness.  (See box >)





Need Coding? Signatures? 


Originals?


Time justification?





Within 7 days TO reviews support for trip expenses for conformance with policies and documentation to support amounts claimed (see Note 1 for specific document requirements) Any one of these items can cause a “No” in the next decision box. 





Send TER back to supervisor to correct or justify delay. 





Staff adds info or receipts or revises as needed and returns to supervisor.





Contact traveler to obtain additional documents - at least three phone calls/voice mails or e-mails





All documentation present to support claim? 





Check printed and mailed, copy of TER attached if any adjustments were made to amount.





Adjust reimbursement as necessary and process for payment.





Note 1 Needed documentation:





Registration –original receipt for amount paid and includes information about what the payment covers – meals, lodging, parking, membership (must have benefit to the UW), etc.  Copy of receipt if paid on p-card.


  


Conference Brochure –shows name of conference, dates and times of start and end, and location.  





Hotel – original itemized bill showing amount paid, dates of stay, all chargesCopy of bill if paid on p-card.





Airfare – original receipt/airline coupon, itinerary of trip.  Copy of receipt if paid on p-card.  If over $500 comp provided.  If not Fox World and is on-line, justification for not using Fox.


 


Mileage – from and to are clearly stated for each date, any detours or added miles are noted.





Other expenses – original receipt if over $25 (or other amount as stated in policies).





TER is presented in chronological order and all items claimed have a matching dollar amount receipt where receipt is required. 





TER with receipts and other documentation


(Approved)








Review trip expenses for allowability, appropriateness, and maximums.  See Note 2.  We may also contact traveler to get explanation as part of this review.








TER with receipts and other documentation


(Approved)(Stamped)





Dean or other authorized signor reviews, signs, and sends to Travel office for payment








Adjust any amounts for compliance with maximums, allowability





Note 2  Review expenses for allowability, appropriateness and maximum





Registration fee - If some costs are covered in fee, verify not claimed separately. If on p-card, copy of receipt is provided and it is not claimed for reimbursement.


  


Conference Brochure - conference was business related and provides info for other items. 





Hotel – Identify hotel maximum allowed if not a conference site. No extra charges without explanation and appropriateness. Rates charged are for single occupancy and within maximum –in-state or out-of-state, or justification for excess is provided. Dates of stay coincide with conference dates on brochure. No sales tax on in-state stays. If unallowed charges paid on p-card, identify amount to deduct from reimbursement. Verify conference held at hotel per brochure if claimed as conference site. If on p-card, it is not claimed for reimbursement. 





Airfare - Coach, no business or first class allowed.  If amount is more than is typical for this destination, review for preference for one airline, non-stop requirements, etc.  Travel dates coincide with conference brochure dates.  If on p-card, it is not claimed for reimbursement. 





Mileage - compare mileage claimed to map mileage WTW to destination.   Any variance has explanation.  If home to destination or destination to home, it must be less to/from WTW or to/from WTW is max that can be paid.  Rate claimed is appropriate for mileage amount for round trip, or non-availability slip is provided (no longer required). Verify certified driver to determine rate to apply.





Other Receipts – explanation is provided for what was purchased.  Item purchased is business related and appropriate.  Receipts support amount claimed.  In state no sales tax should have been paid.





Meals – times are appropriate for each meal, maximum was not exceeded, or if exceeded appropriate documentation is provided (explanation of need, no ability to select restaurant or entrée).  Verify no meals were included in registration fees or on airplane, etc.  If meals purchased for another person, original itemized receipts, list of people, business need for the meal is stated.








Dean’s or other signature required?





Supervisor sends to Dean (or other) for review and signature





TER sent to supervisor for review and approval








TER with receipts and other documentation


(Approved)(Stamped)





Check printed and mailed (ACH in the future), copy of TER attached if any adjustments were made to amount.





Check and copy of TER sent to employee.








 TER with receipts and other documentation (Approved)(Stamped)


(Paid)








TER with receipts and other documentation 








TER with receipts and other documentation








TER with receipts and other documentation








TER with receipts and other documentation


(Approved)





TER with receipts and other documentation


(Approved)





TER with receipts and other documentation


(Approved)(Stamped)





Supervisor corrects/contacts employee to correct and returns TER to TO.





TER with receipts and other documentation


(Approved)(Stamped)





Info received from traveler – wait 1 week after final contact?





Return TER to traveler with note about what is still needed.  TO keeps copy of TER only and note (no receipts).





TER with receipts and other documentation (Approved)(Stamped)








Add additional info received to TER documents








Additional info





Adjustment of $25 or more?





Process Check, make copy of TER for employee showing adjustments and explanations as needed.





Call employee to explain adjustments








With all the changes over the course of the year, untimely reimbursement requests create opportunity for error.  In addition, delays can create funding issues and year end processing workload issues.  Travel expense reports are to be submitted within 90 days after travel is completed.  Anything older than that needs justification to be processed. 





We have in the past spent a lot of time searching for documentation on the internet or from similar trip TERs when travelers have not supplied pages of the conference brochure or registration information.  This has become too time consuming to continue so the responsibility for support documentation has been shifted back to the traveler.  





Travel Expense Report Flowchart
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