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EMPLOYEE TRAVEL FORM (FM S-4)

REI MBURSEMENT/ COMPLETI ON

PURPCSE: To process reinbursenents to the traveler upon
conpletion of the trip and to reconcile actual
expenditures with advance paynent.
Note: Traveler’s claimng only reinmbursenment (no
advance recei ved) shal | follow both t he
REQUEST/ ADVANCE and REI MBURSEMENT/ COMPLETI ON
instructions (with the exception of filling the
t wo ADVANCE col unms) .

DATA | TEM REI MBURSEMENT/ COVPLETI ON | NSTRUCTI ONS

ADVANCE/ COVPLETI ON/
REVI SI ON

ACTUAL DEPART DATE & TI ME

ACTUAL RETURN DATE & TI ME

PER DI EM -
ACTUAL EXPENDI TURES

M &E -
ACTUAL EXPENDI TURES

Save Enpl oyee Travel Formfile and conpl ete actual
travel fields or make copy of original Enployee

Travel Form and conpl ete act ual travel
i nformation. Al fields must be conpleted

Refer to APM A8.851 for detailed policies and
procedures. If using PDF form certain fields

automatically cal cul ate; these fields are noted by
an “*” under the DATA | TEM col um.

Check “COWVPLETI ON'.
Check “REVI SI ON' for changes to origina
Request .

Enter date and tinme of departure. Do not consider
intra-state 30-m nute rule or out-of-state 24 hour
rule to adjust departure date and tinme. Indicate
whether tinme is “a.m” or “p.m"”.

Enter date and tine of return. |ndicate whether
time is “a.m” or “p.m”. Attach original ticket
stub or itinerary.

Enter actual per diem days (to the nearest
quarter day) and per diemrate. Tab to Anpunt
field and systemw || automatically cal cul ate
the total per diem amunt.

OR
Tab past the days and rate col umms and enter
actual flat rate amount.

Enter the travel days for claimng neals and
i ncidental expense allowance (to the nearest
quarter day) and the applicable rate. Tab to

Amount field and system wll automatically
calculate the total M E anobunt.
OR

Tab past the days and rate colums and enter
actual flat rate amount.
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EMPLOYEE TRAVEL FORM (FM S-4)
REI MBURSEMENT/ COMPLETI ON

LESS MEALS -
ACTUAL EXPENDI TURES

LODG NG -
ACTUAL EXPENDI TURES

Al RFARE -
ACTUAL EXPENDI TURES

TAXI / CAR -
ACTUAL EXPENDI TURES

M LEAGE -
ACTUAL EXPENDI TURES

REG STRATI ON FEE -
ACTUAL EXPENDI TURES

OTHER -
ACTUAL EXPENDI TURES
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Deduct optional neals covered in other fees using
t he val ues of 20% M&I E for breakfast, 30% Ml E for
Lunch and 50% M&l E for Di nner.

Enter actual |odging days (whole days only) and
the applicable rate. Tab to Amount field and
system will automatically calculate the total
| odgi ng anount.

OR
Tab past the days and rate colums and enter the
total |odging anpunt. This field shall be used

where | odging i s handl ed separately fromper di em
e.g. excess | odging.

Do not enter (exclude) |odging processed through
Purchase Orders or P Cards.

Enter total cost of airfare, only if traveler paid
out - of - pocket .

Do not enter (exclude) airfare purchased through
Purchase Orders or P Cards.

Enter total cost of Taxi/Car rental.

Do not enter (exclude) car rental purchased
t hrough Purchase Orders or P Cards.

Ent er actual nunber of miles and nil eage rate. Tab

to Ampunt field and system will automatically
calculate the total nileage.
OR

Tab past the mles and rate colums and enter a
flat rate anmount.

Attach FM S-33 Personal Autonobile M| eage Voucher
with the details.

Enter total registration fee.

Do not enter (exclude) registration fees processed
t hrough Purchase Orders or P Cards.

Attach conference brochure or other supporting
docunent ati on.

Tab to Ampbunt field and enter total cost of all
ot her allowabl e travel expenses. Attach FM S-4D,
Recei pt Sunmary Worksheet if multiple expenses are
i nvol ved.
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EMPLOYEE TRAVEL FORM (FM S-4)

REI MBURSEMENT/ COMPLETI ON

TOTAL*
ACTUAL EXPENDI TURES

DUE TRAVELER/ OWED UH

COWENTS ( PURPOSE/
JUSTI FI CATION/  REVI SI ON
FOR TRAVEL)

VOUCHER NO.
ADVANCE CHECK NO. / DATE
VOUCHER NO.

UH DEPARTMENTAL DEPOSI T
DOC NO. & DATE

Total will be automatically calculated for the
anpunts listed in the Actual Expenditures Anmpunt
col umm.

Not e: Purchase Order and P-card expenditures
shall not be |listed under the Actual Expenditures.

Amount due traveler/owed the UH will be
automatically calculated (“ACTUAL EXPENDI TURES
TOTAL” mnus “ADVANCE TOTAL"). There are 3

possi bl e out comes:
1) Actual Expenditures = Advance, 0.00 total.

Fill only the “JV TO REVERSE ADVANCE & RECLASSI FY
ACTUAL EXPENSE” secti on.

2) Actual Expenditures > Advance, positive total
represents an anount “Due Traveler”.

Fill the “JV TO REVERSE ADVANCE & RECLASSIFY
ACTUAL EXPENSE” and “CLAI M DUE TRAVELER’ secti on.

3) Actual Expenditures < Advance, negative total
represents an amount “Omed UH', traveler nust
refund this anpunt to the University.

Fill the “JV TO REVERSE ADVANCE & RECLASSIFY
ACTUAL EXPENSE” and attach conpleted FM S-5,
Depart nental Deposit, and traveler’s check.

Enter coments/justifications for unusual or
conmpl ex situations, in support of travel clains.

Devi ations in out-of-state travel plans, requiring

Di sbursing O fice Use.
Optional - Enter check nunber and date of Advance.
Di sbursing O fice Use.

Di sbursing O fice Use.
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REI MBURSEMENT/ COMPLETI ON

JV TO REVERSE ADVANCE &
RECLASSI FY ACTUAL EXPENSE

ACCOUNT CODE
SUBCODE
CREDI T AMI
DEBI T AMT

JV TO REVERSE ADVANCE &
RECLASSI FY ACTUAL EXPENSE
TOTAL*

CLAI M DUE TRAVELER

ACCOUNT CODE
SUBCODE

PFN

DEBI T AMT

CLAI M DUE TRAVELER
TOTAL*

APPROVALS -
REI MBURSEMENTS/
COVPLETI ON:

Use this section to reverse the travel advance by
entering the same account codes and subcodes as

t he advance, and entering the anpunts to the
Credit Amt colum. This will negate the original
advance transaction.

Enter appropriate 6-digit account codes, subcodes
to record the actual travel expenses. Enter
amounts in the Debit Am colum to record actua
expendi t ures.

(See List of Travel Subcodes, Attachment 8 and
use cal cul ations fromFM S-4C, Per Diem M& E/
Lodgi ng Tax Cal cul ati on Worksheet.)

Systemwi || automatically calculate the Tota
Credit and Debit Anpunts. Total Credit Anobunt
must al ways = Total Debit Anmpunt.

1) Actual Expenditures = Advance, 0.00 total.
TOTAL equal s the “ADVANCE TOTAL” above.

2) Actual Expenditures > Advance, + total.
TOTAL equal s the “ADVANCE TOTAL” above.

3) Actual Expenditures < Advance, - total
TOTAL equal s the “ACTUAL EXPENDI TURES TOTAL”"
above.
Fill only if condition 2 exists:

2) Actual Expenditures > Advance, + total.
Enter the appropriate account codes and subcodes.

Enter “N' for direct paynents. |If a

m scel | aneous encunbrance has been issued, enter
a “P" for partial payment or “F" for fina
payment (any renmining encunbrance will be
del et ed).

Ent er applicable amunt for each account
code/ subcode.

Systemwi || automatically calcul ate the Total
Debit Amount. This total equals the “DUE
TRAVELER’ TOTAL.

Signatures, codes (FO only), and dates are
requi red of Traveler, Approving Authority, Fisca
O fice, and Dean/ Di rector/Chancel | or/ VP/ Presi dent



