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A8. 800 Di sbursing/ Accounts Payabl e and Payr ol

A8. 851 Enpl oyee Qut-of-State and Intra-State Travel

1

Pur pose

To provide travel guidelines and procedures for University
enpl oyees and affiliates under the authority of the Board of
Regents Policy, Part D, Chapter 8-7, and in accordance wth
the Internal Revenue Service (IRS) requi renents and
col | ective bargaining agreenents.

Applicability

a. Applies to all University enployees and affiliated
per sonnel .

b. Applies to all State and extranural sources of funds.
Extranural funded travel follows Federal and State |aws,
rules and regulations, institutional practices, and
granting agency guidelines unl ess exceptions are
specifically cited.

c. Wienever there is a conflict between these procedures and
the provisions of a collective bargai ning agreenent, the
provisions of the collective bargaining agreenent shall
take precedence. Under Chapter 89, Hawai’i Revised
Statutes (HRS), excluded enployees shall receive the sane
benefits as enployees included in related bargaining
units.

Account abl e Pl an

The University of Hawai'i reinburses enployees under an
“accountable” business expense reimbursement plan.
Rei mbur senents or other expense allowance nade under an
accountabl e plan generally are nontaxable and do not have to
be reported by the employer on the employee’s W-2.
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This APM is neant to provide guidance for the mpjority of
situations related to enpl oyee travel and busi ness expenses,
but it is not exhaustive. Any disputed expenses, whether or
not specially addressed in this APM nust neet applicable
requirenents of the IRS and Treasury Regulations in order to
qualify for reinbursenent under an accountabl e pl an.

In order to qualify as an accountable plan, paynents for
expenses nust neet the requirenents of Internal Revenue Code
Sections 61, 62, 162, and 274 and related Treasury
Regul ati ons. These requirenments include:

a. Business Connection Requirenent

Advances, allowances or reinbursenents are only for
speci fied deductible business expenses that are paid or
incurred by the enployee in connection wth his/her
services as an enpl oyee.

b. Substantiation Requirenent

The enployee nust subnmit a travel conpletion and
substantiate each business expense wth a detailed
record, such as itemzed receipts or paid bills
speci fying the foll ow ng:

(1) The amount of each separate travel or business
expendi ture

(2) Dates of departure and return, or dates of
expendi ture

(3) Nunber of days away from home spent on business

(4) Renote |ocation where traveler conducts university
business (City and State or Country)

(5) Business purpose of travel

c. Return of Funds Requirenent

If the amount of an advance exceeds the reinbursable
expenses, paynent from the traveler for the anount due
shall be submitted with the Travel Conpletion report to
the traveler’s business office within 21 cal endar days
from the end date of the trip. The check nust be made
payable to the University of Hawai'i. Exceptions to the
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21 cal endar day requirenent nmay be requested through the
Di rector of Disbursing.

Definitions

a. Intra-State Travel: Aut hori zed travel within the State
of Hawai’i which includes inter-island travel (one-day
trips where the traveler |leaves and returns on the sane
day, overnight trips on research vessels in Hawaiian
waters, and trips that require overnight absence), and
on-island travel (travel on the sane island that requires
overnight absence). “Travel” on the same island not
requiring overnight absence, does not qualify as intra-
state travel

b. Qut-of-State Travel: Authorized travel outside the State
of Hawai’i to the United States (U.S.) and its
territories and foreign localities. Sonme procedural and
accounting differences distinguish mainland U S. travel
(CONUS - Continental U S.) from foreign travel (OCONUS -
Qutside Continental U S.), i.e., special per diemrates
addi ti onal approval requirenents, separate subcodes, etc.

c. Federal Allowable Rate (FAR): The maxi num all owabl e rate
for per diem (lodging and MIE) set by the General
Services Admnistration (GSA) for CONUS travel, and by
t he Departnent of Defense for OCONUS travel

d. Lodgi ng: Al |l owabl e expenditure to cover the |odging
costs of intra-state and out-of-state travel, where such
| odgi ng costs are necessary and reasonabl e.

e. Meals & Incidental Expenses (M E): The maxi num anount
authorized for daily neal and incidental expenses
determined by the Dbusiness destination set by US.
Ceneral Services Administration for CONUS travel and the
Departnent of Defense for OCONUS travel.

f. Per Diem Al l owance for lodging, neals and related
i nci dental expenses. A maxi num specified anount for each
day of authorized intra-state or out-of-state travel is
establ i shed by coll ective bargai ni ng agreenents.
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a. Roles and Responsibilities

Rol es / Approver

Responsi bl e For ...

Tr avel er

Certifying the trip was taken and the
expense(s) listed was/were incurred.

Approvi ng Authorities:

Super vi sor

Princi pal |nvestigator
(PI')/ Program NManager

Aut hori zing the purpose of trip
benefits the University, the enpl oyee
has permission to travel, and the
employee’s workload is covered.

Aut hori zi ng use of the account code(s)
to fund the trip

Executi ve Approving
Authority *

Aut horizing out-of-state travel.

Fi scal O ficer

Aut hori zing funds are avail abl e and
fiscal policies and procedures have
been fol | owed.

Di shursing Ofice

Audi ting for procedural conpliance.

For Travel By..

* Executive Approving Authority
i ncl udes:

UH Manoa Units, UH Hlo Units

Deans / Directors

UH Hi |l o, UH West Gahu,
Col | ege

Community Col | eges, UH Manoa,

Chancellors / Vice Chancellors

Directors

Systemni de Prograns, Conmmunity
Col | ege Chancel | ors, Deans/

Vice Presidents / Associate Vice
Pr esi dent s

Chancel lors or Vice Presidents

Pr esi dent

* In the absence of

t he above individuals, a neno should be

sent to the Disbursing Ofice indicating those individuals
in the chain of authority who may sign on behalf of the

executi ve
Di rectors,

approvi ng

cannot be further
basi s.

authority. The
Chancel | ors,
and Associate Vice Presidents to approve travel
del egated to designees on a permanent

authority of Deans,
Vice Chancellors, Vice Presidents,
docunent s
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b. Authorization of Travel Request, Advance and Conpl etion
Type of Travel | Travel Request & Advance | Travel Conpl etion
Intra-State Must be: Must be:
e Certified by the e Certified by t he
Tr avel er Tr avel er
e Approved by the e Approved by t he
Approving Authority Approving Authority
(e.g. Traveler’s (e.g. Traveler’s
Super vi sor and/ or Super vi sor and/ or
Pl / Progr am Manager) Pl / Progr am Manager)
e Approved by the e Approved by t he
appropriate Fi scal appropri ate Fi sca
Oficer Oficer
Qut-of -State Must be: Must be:
e Certified by the e Certified by t he
Travel er Travel er
e Approved by the e Approved by t he
Approving Authority Approving Authority
(e.g. Traveler'’s (e.qg. Traveler’s
Super vi sor and/ or Super vi sor and/ or
Pl / Progr am Manager) Pl / Progr am Manager)
e Approved by the e Approved by t he
Executi ve Approving appropri ate Fi scal
Aut hority Oficer
e Approved by the
appropriate Fiscal
Oficer
No Cost Must be: Must be:
o Certified by the o Certified by the
Travel er Travel er
e Approving Authority
(e.g. Traveler’s
Super vi sor and/ or
Pl / Program Manager )

C.

CGeneral Rul es

(1)

(2)

No individual should approve or certify a docunent
which is wused to expend funds directly for
hi msel f/ hersel f. Such docunents nust be approved by
the individual’s supervi SOr.

| f an I ndi vi dual S traveling on anot her
department’s/unit’s funds, appropriate approval
should be obtained to authorize release tine from
the individual’s base department/unit. For 9-nonth
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enpl oyees, this authorization should be obtained
during the Wnter and Spring breaks, but is not
needed for Sunmer breaks.

(3) Tenporary substitutes for fiscal officers are
restricted to other fiscal officers and assistants
who have been del egated purchasing authority by the
Director of Financial Managenment and Conptroller.
(Refer to A8.026 - Appointnment of Fiscal Oficers
and Assistant Fiscal Oficers)

Pur pose and Justification

Pur pose/ Justifications are required on all travel forns.

Docunentation which provides a basis for the travel
shoul d be submtted with the travel request.

Pur pose/ Justifications should specify the name, date and
pl ace of the neeting, conference, workshop, sem nar, or
state the nature of the task to be perforned.

A business itinerary (e.g. busi ness destination(s),
travel dates, travel tines, etc.) and estinmated travel
expenditures are required.

Vacation or |leave wthout pay planned or taken in
conjunction with official travel nust be fully explained
in the justification.

Travel Requests

a.

Al travel nust be approved prior to departure and before
any expenses are incurred. For Intra-State travel,
i ndi vi dual departnments are allowed to use their
discretion in the establishment of internal control
requirenents.

Travel requests must be submitted via:

(1) eTravel (ww. hawaii.edu/etravel), or

(2) FM S-4, Enployee Travel Formfor travel request that
cannot be processed in eTravel
(www. hawai i . edu/ etravel /forns. htm)
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Advances

a. Travel

advances may be requested prior to a trip to cover

estimat ed expenses by submtting:

(1) eTravel (ww. hawaii.edu/etravel), or

(2) FM S-4, Enployee Travel Form for travel requests
that cannot be processed in eTravel; submt origina
and one (1) copy (ww. hawaii.edu/etravel/fornms. htnl)

b. Travel Advance Eligibility. Travel advances may be
gr ant ed:

(1) To active University enployees with no other trave
advances outstanding nore than 30 days after the
return fromtheir trip.

(2) For Intra-State travel exceeding 4 cal endar days.

(3) For Qut-of-State travel

(4) For Airfare, Conference/Registration Fee, Per D em

MBI E, Lodging, etc. that can be specifically

i dentifi ed, supported and are not ot herw se
processed on a PO or P-Card. Advances to cover
airfare will require a receipt.

c. |Issuance of Travel Advances

(1)

(2)

For any advances, the original eTravel Request wth
Advance or FM S-4 Enpl oyee Travel Form wth
supporting docunentation mnust be received by the
Di sbursing Ofice at l|least ten (10) working days
prior to the departure date.

Any person receiving a travel advance wll receive
either an automated enmil notice or a separate
letter with the travel advance check, advising the
traveler of the tineline to substantiate the travel
and the consequences of their failure to conply.

d. Cancell ed or Postponed Trips

(1)

A travel advance nust be returned immediately if an
authorized trip is cancelled or indefinitely
post poned. A nonrefundable ticket associated with a



A8. 851
Page 8 of 20

cancelled trip must be used for the employee’s next
trip.

(2) To cancel a travel advance check (UHGA) that was
issued and not cashed; conplete FM S-625, Stop
Paynent/ Cancel | ati on Request (Refer to A8.681 -
Cancel l ation of University of Hawaii GCeneral Account
Check) . Submt UHGA check and FM S-625 to the
Di sbursing Ofice.

(3) If the travel advance was cashed or deposited into
the traveler’s bank account, obtain a personal check

from the traveler for the full amunt of the
advance. The check should be made payable to the
University of Hawai'i. Submt a copy of the FM S-5,

Depart nent Deposit Form to the Disbursing Ofice.

9. Transportati on Expenses

a.

Transportation expenses shall be reinbursed based on the
nost econom cal node  of transportation unless an
overriding condition exists that dictates otherw se, and
the nost direct route consistent with the authorized
pur pose of the trip.

CGeneral Rul es

(1) Indirect or Interrupted Itineraries - Advance
approval is required when a traveler takes an
indirect route or interrupts travel by a direct
route, for other than University business. Any
resulting additional expenses shall be borne by the
travel er. The rei mbursenent of expenses shall be

limted to the actual costs incurred or the charges
that woul d have been incurred via a usually travel ed
route, whichever is |ess. Any resulting excess
travel time wll not be considered work tine, and
shoul d be charged to the appropriate type of | eave.

(2) Travel Extended to Save Costs - Additional expenses
associated with travel extended to save costs (e.g.
a Saturday night stay for donestic travel) nay be
rei nbursed when the cost of airfare would be |ess
than the cost of airfare had the traveler not
extended the trip (provided the expenses incurred
are in conpliance with this APM. Such expenses,
which include |lodging, MIE, and transportation
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incurred wthin the wvicinity of the Dbusiness
destination, shall not exceed the anount the
University would have paid had the traveler not
extended the trip.

c. Ar Travel Commercial Airlines

(1)

(2)

(3)

(4)

(5)

Coach Class - Coach Class or any discounted class
shall be wused in the interest of econony. Thi s
policy applies to all travel (donestic or foreign,
or any conbination thereof) regardless of the
pur pose or the fund source.

Busi ness or First Class - Use of Business or First
Class services may be authorized for the special
circunstances |isted bel ow. Docunent ati on of such
circunstances nust be provided on the trave
request.

a) Business or First Cass is the only service
of fered or avail abl e between two points;

b) The use of Coach O ass would be nore expensive
or time consum ng(e.qg. due to scheduling
difficulties traveling by Coach ddass would
requi re an unnecessary hotel expense, circuitous
routing, or an unduly long |ayover when naking
connections);

c) The use of Business or First Cass travel is
required to reasonably accommopdate a disability
or nedical need of a traveler.

Wen a traveler prefers to use a higher class than
one authorized for reinbursenent, the travel er nust
pay the increnental cost of the airfare.

In cases other than those descri bed above, a witten
aut horization to use Business or First Cass or

ot her higher <cost service shall be obtained in
advance from an Approving Authority. The traveler
shall submt such authorization with the travel
request.

US Flag Air Carriers - Under the Fly Anerica Act,
US carriers shall be used for travel reinbursed
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fromfederal grants and contracts, unless one of the
foll ow ng exceptions applies:

a) Use of a US carrier service would extend
travel tinme, including delay at origin, by 24
hours or nore

b) US. carriers do not offer non-stop or direct
service bet ween origin and destination
However, a U.S. carrier nust be used on every
portion of the route where it provides service
unl ess when conpared to using a foreign air
carrier, such use woul d:

e Increase the nunber of aircraft changes
outside of the United States by two or nore;
or

e Extend travel tinme by at least 6 hours or
nore; or

e Required a connecting tinme of 4 hours or nore
at an overseas interchange point

c) \Wien the costs of transportation are reinbursed
in full by a third party, such as a foreign
government or an international agency.

Rei mbur senent of travel on a foreign air carrier nay
be denied in the absence of such justification.

d. Autonobile Rental

(1)

(2)

Aut onobile rental is allowed only in instances when
gover nient owned vehicles or privately owned
vehicles on a mleage basis are wunavailable or
i npractical. The Collision Damage Waiver charge is
permtted for out-of-state travel but is not
permitted for rentals 1n the State of Hawai’i.
(Refer to A8.265 - Specialized Purchase Procedures;
A8.400 - Ri sk Managenent.) When renting vehicles
within the State, enployees should decline al

i nsurance options. In case of an accident provide
the rental agency with a copy of the explanatory
meno, (http://ww. hawai i . edu/ etravel /rates. htm -

Click on “Car Rental Accident Memo”)

Autormobile rental is limted to conpact or sub-
conmpact vehicles. Justification when requesting a
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| arger vehicle nust be provided on the Travel
Request and Conpl eti on.

Aut onobi l e M | eage Expense

(1) Mleage reinbursenents are allowed only when
publicly owned vehicles at University departnents
and the University Transportation Service are not
avail able or are not practical to use. Private
autonobiles on a mleage basis should be shared by
travel ers whenever possible.

(2) Refer to A8.852 - Personal Autonobile M eage
Voucher for m | eage guidelines.

(3) The FM S-33, Personal Autonobile M1 eage Voucher,
shall be used to process nileage and parking fee
rei mbur senent s. However, whenever feasible, trave
rel ated m | eage/ parking fee rei nbursenents should be
processed for paynents on the Enployee Travel Form
and properly supported by an approved Personal
Aut onobil e M| eage Voucher. The FM S-33 nust still
be prepared with all relevant information entered
(See A8.852 - Personal Autonobile M| eage Voucher)

10. Subsi stence Expenses

a.

Subsi stence expenses incurred while on travel status
consist of charges for lodging and neals and incidental
expenses (M&I E). Expenses nust be ordinary and necessary
to acconplish the official business purpose of the trip.

Current Per Diem and Meals & Incidental Expense (M E)
Rat es

(1) Current allowable per diemrates and M E rates are
available at the University of Hawai’i (UH) travel
web site: www hawaii.edu/etravel/rates. htni

(2) Per diemrates are established by |law or applicable
col l ective bargaining unit contract. Under Chapter
89, HRS, excluded enployees receive the sane rates
as enployees included in the related bargaining
unit.

(3) Separate per diem rates are established for intra-
state and out-of-state travel.
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Computi ng Per Di em Al | owance

(1)

(2)

(3)

(4)

(5)

In conputing the MJIE allowance, the cal endar day
(m dnight to mdnight) shall be the unit.

For fractional per diem allowances for departure and
return days, use the follow ng table:

If Time of Al'l owed on Day of:
Departure/ Return Departure Ret ur n
12:01 a.m - 6:00 a.m 1 Day Y. Day
6:01 a.m - Noon ¥, Day Y2 Day
12:01 p.m - 6:00 p.m % Day ¥, Day
6:01 p.m - mdnight Y Day 1 Day

If applicable, per diem and MIE allowances for
departure and return days are added to the full
travel days to calculate the total allowable claim

Pre-board I|imts my be <calculated into the
al l owabl e days of the actual business (e.g. Pre-
board limts are 90 mnutes for intra-state travel
and 3 hours for out-of-state travel).

Connecting/transfer stops are to be calculated into

the allowable days of the actual busi ness
destinati on. Do not calculate allowances for
per sonal st ops. Per sonal stops/days nust be

deducted fromthe total travel tine.

Exceptions to the Established Collective Bargai ning Rates
for Travel Allowances

(1)

(2)

Under Feder al ext ranur al contracts/grants,
aut hori zed Federal city rates are allowed, provided
prior witten approval for each period of travel and
for the applicable per diem rates is obtained from
t he Federal fundi ng agency.

If the terns and conditions of the contract or the
grant award document require the University to
follow the Federal Travel Regulations, the naximm
Federal per diem allowance authorized for the
destination area mnust be wused (may be |ower or
hi gher than the State rate).
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Al l owance for Duplicate Paynment for Meals

(1) An enployee’s per diem shall not be reduced on the
basis of neals included in conference prograns.
This provision applies to all bargaining units.

(2) This duplicate neal paynment provision will not be
allowed in situations where conference neals are
optional (at added cost), since the individual is
exerci sing his/her freedom of choice.

(3) On any double neal paynent situation, supporting
conference brochures or other docunentation are
required to support the claim that the conference
meal s were not optional.

(4) If a reduction for neals is required, the follow ng
val ues of the optional neals wll be used to reduce
t he M& E anount :

Meal Percentage of M E
Br eakf ast 20%
Lunch 30%
D nner 50%

Per Diemfor Travel on the Sane | sl and

(1) Enployees are entitled to per diemfor travel on the
sanme island, if it is inpracticable and undesirable
to return honme at the end of a workday and
comercial lodging is wutilized. This provision
applies to all bargaining units.

(2) Per Diem cannot be provided for “travel” on the same
island if overnight absence is not required since
this does not qualify as being on official travel
st at us.

Per DDemfor Sanme Day Intra-State Travel

Enmpl oyees shall be entitled to a travel allowance
provided for by their respective collective bargaining
agreenent. Per Diem paynents for same day travel wthout

overnight stay is a reportabl e expense. For travel that
can not be processed through eTravel, a FM S-4C, Per Di em
/ MBI E / Lodgi ng Tax Cal cul ation Wor ksheet
(www. hawai i . edu/ etravel /fornms. html), is required.
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Per Diem for Package Deal s

(1) Wen package deals are used, the traveler nust |ist

itens covered in the package, e.g., airfare, car
rental, neals, and/or hotel accomobdations, etc.
Package deals shall be coded with the “Other Travel”
subcode.

(2) \Where hotel/l odging accommobdations are part of the
package, the traveler is only allowed to claim for
the nmeal & incidental expense all owance.

(3) If hotel/lodging and neals are included in the
package, the traveler will not be allowed to claim
any al | owance.

Meal s and | ncidental Expense (M& E) Rates

(1) Meals & Incidental Expense allowances are allowed
for travel where living quarters/lodging is nade
avai lable to the traveler, either free of charge or
handl ed as a separate expense. For exanple, excess
| odging i s handl ed as a separate expense.

(2) Meals & Incidental Expense allowance cannot be
provided for “travel” on the same island if
overni ght absence is not required since this does
not qualify as being on official travel status.

(3) Meals & Incidental Expense allowance rates are the
difference between the per diem rate and the base
|l odging rate, with separate rates established for
intra-state and out-of-state travel. The current
rates are available on the UH travel website.
(http://ww. hawai i . edu/ etravel /)

Excess Conmmercial Lodgi ng Expenses

For all bargaining units, the collective bargaining
agreenents provide that comrercial lodging costs in
excess of the base lodging rate for intra-state and out-
of -state travel shall be allowable in addition to per
di em

(1) Refer to the eTravel honme page, for the base
| odging rate (http://ww. hawai i .edu/ etravel /)
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(2) PER D EM |INVOLVING EXCESS LODANG SHALL BE
CALCULATED SEPARATELY AS M&l E ALLOMNNCE AND LODG NG

(3) The excess |odging expense shall be approved in
advance and shall be necessary and reasonable.
(Total | odging expenses greater than the FAR or the
|l odging rate set by collective bargaining shall be
referred to as excess | odgi ng expense.)

(4) The total excess |odging expense nust be supported
by docunentation which provides the basis for the
estimates. Supporting docunentation can include but

are not limted to hotel registration form verba
confirmation (include hotel and person contacted),
and faxes.

Excess Lodgi ng Expenses on the Enpl oyee Travel Form

(1) In all cases, excess l|odging expenses nust be
detailed in the Itinerary or Expenditure section of
the eTravel form or expenditure section of the Form
4A.

(2) “Estimated” excess lodging expenses must be approved
i n advance, on the Travel Request/Advance.

(3) “Actual” excess lodging expenses must include
recei pts in support of the claim Charges listed on
the lodging receipt that are covered by the MIE
al | owance or deened I nappropriate wi || be
di sal | owed.

O her Al l owabl e Expenses

a.

O her necessary and reasonable expenditures incurred by
the traveler in connection with official business may be
claimed for reinbursenent, provided that they are
supported by original receipts in those cases where
receipts are issued in the normal course of business.
Al receipts must be item zed; item descriptions nust be

provided for all <cash register receipts. Where no
recei pts are issued, expenses shall be itemzed on the
FM S- 4D, Recei pt Sunmmary Wor ksheet

(www. hawai i . edu/ etravel /forns. html), and certified that
the expenses were incurred in the conduct of official
busi ness, and signed and dated by the Traveler.
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For a listing of al | onabl e expenses, go to
http://ww. hawai i . edu/ etravel / faq_expenselLi st. ht n

Non- Rei nbur sabl e Expenses

a.

Personal Travel - Wen extending a business trip using
personal tine, the traveler wll be eligible for
rei mbursenent of lodging and neals only for the tinme he
or she is conducting business for the University.
Personal tinme nust be approved when the trip s
aut hori zed.

For a |listing of di sal | onabl e expenses, go to
http://ww. hawai i . edu/ etravel / faq _expenselLi st. htni

Cancel | ati on of Reservations

a.

Travel ers who are unable to honor a reservation shall be
responsi ble for canceling the reservation in conpliance
with the cancellation terns established by the hotel,
airline, etc. The traveler nust return any refundable
deposits to the University.

Charges or lost refunds resulting from failure to cancel
reservations shall not be reinbursed unless the traveler
can show that such failure was the result of
circumstances beyond the traveler’s control

The travel er shall be responsible for pronptly returning
any unused or partially used transportation tickets for a
ref und.

Travel Conpletion

a.

A Travel Conpletion report shall be used to account for

al | travel in connection wth official Uni versity
business. This includes no cost travel and expense
recordation of travel advances already paid. This form

is also used to reinburse the traveler for any additional
anount s due.

Travel Conpletion reports nust be submtted via:

(1) eTravel (ww. hawaii.edu/etravel), or
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(2) FM S-4, Enployee Travel Form for travel conpletions
t hat cannot be processed in eTr avel
(www. hawai i . edu/ etravel /forns. ht m

The total anobunt of all expenses and advances pertaining
to a particular trip nust be accounted for when
submtting a travel conpletion. The business purpose of
the travel nust be substantiated. Subst anti ati on nust
i ncl ude the foll ow ng:

(1) The date and tine of departure and return to the
traveler’s home airport. When any personal leave is
taken while on official travel status the nunber of
personal days nust be specified on the travel
conpl eti on.

(2) The origin and business destination of the trip and
route taken. Travel between nmmjor points, such as
city to city should be shown separately. Any
substantial deviation from the original trave
request shoul d be expl ai ned.

(3) The purpose for the travel or the nature of the
busi ness benefit derived as a result of the travel.

(4) The amount of each expenditure, listed by date,
| ocati on and pur pose.

University travelers normally shall not be reinbursed for
expenses paid on behalf of other enployees and non-
enpl oyees, except in the case of co-travelers who are
sharing a room Exceptions to this rule, such as
supervi sed group trips, nmust be approved in advance.

Claims for reinbursement of expenses paid for other
travel ers shall be submtted by the group | eader and nust
i ncl ude the nanmes of persons on whose behal f the expenses
were incurred, an item zation of the expenses, and any
ot her pertinent supporting docunentation.

Reporting Period - The Travel Conpletion report nust be
submitted to the traveler’s business office within 21
cal endar days fromthe end date of the trip.
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15. Docunent ati on Requirenents

a.

b.

Ori gi nal Recei pts - The original receipts of the

foll ow ng nust be submtted with the Travel Conpletion:

(1)

(2)
(3)

(4)
(5)
(6)
(7)

Receipts for all airline expenses including baggage
f ees.

Recei pts for conference and registration fees.

Receipts for all lodging expenses incurred as
requi red under the Collective Bargai ni ng Agreenents.
Since hotel receipts may include charges that are
not r ei mbur sabl e, the traveler shall not be
rei nbursed for |odging expenses unless the receipt
presented by the traveler contains item zed charges
(e.g. room charge, taxes, phone, room service,
novies, etc.) so that reinbursable charges nay be
i dentifi ed.

Recei pts for all rental car expenses.

Recei pts for local transportati on expenses.

Recei pts for parking expenses.

Recei pts for each miscellaneous expense. For a

listing of allowable / disallowable expenses, go to
http://ww. hawai i . edu/ etravel / f ag_expenseli st. ht ni

El ectroni c Receipts

(1)

(2)

El ectronic receipts are acceptable provided that the
det ai | contained in an electronic receipt is
equivalent to the level of detail contained in an
accept abl e paper record. For exanple, an electronic
recei pt nmust show the nane of the payee, the anount
of the charge, the transaction date and the form of
paynment . Wen required to ensure adequate
docunentation of the cost incurred, the traveler is
responsi ble for providing additional detail (e.g. a
receipt with item zed hotel charges).

E-mailed or faxed docunentation provided by the
airline or travel agency for electronic ticketing is
acceptabl e for substantiating such expenses. A copy
of the faxed itinerary and receipt, or a copy of the
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e-mailed itinerary and receipt printed locally
shoul d be attached to the travel conpletion.

c. Mssing Oiginal Receipts

(1) Wien original receipts are required but cannot be
obtained or have been lost and all neasures to
obtain a duplicate receipt have been exhausted, a
statenment should be provided explaining why such
receipts are not submtted wth the Travel
Conmpl etion report. The statement nust include a
certification that the amunt shown is the anount
actually paid and that the travel er has not and will
not seek reinbursenent from any other source. Were
no receipts are issued, expenses shall be item zed
on t he FM S- 4D, Recei pt Sunmmar y Wor ksheet
(wwv. hawai i . edu/etravel /forns. html), and certified
that the expenses were incurred in the conduct of
official business, and signed and dated by the
Travel er.

(2) Reinmbursenents for mssing or |ost receipts shall be
limted to $75 per receipt. Lodgi ng receipts are
al ways required regardl ess of anmpunt.

Certification of Travel Expense

The traveler nust sign the Travel Conpl etion report
certifying that the anobunts clainmed are a true statenent of
the expenses incurred on official University business and
that the originals of all required receipts have been
subm tted.

Ret urn of Excess Travel Advance

If the anmount of an advance exceeds the reinbursable
expenses, paynent fromthe traveler for the anpunt due shal
be submtted with the Travel Conpletion report to the
traveler’s business office within 21 cal endar days from the
end date of the trip. The check nust be nade payable to the
Uni versity of Hawai'i

Tax Consi der ati ons

a. Unrecovered Cash Advances - If an enployee fails to
substanti ate expenses and return any unused cash advance
anounts within 60 days of the return date of the trip
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the University may wunder I|RS regulations report such

anounts as incone to the enployee. As a result, the
anount of unsubstantiated expenses and unrecovered
advances will be reported through the payroll system as
additional wages to the enployee. The inconme and
appl i cabl e enpl oynent taxes on the additional wages wl|
be withheld from the employee’s regular earnings. Once

anounts are reported to the IRS as wages, no changes can
be made to the payroll records.

b. Non-Cash Advances - Travel paynents, such as registration
fees, airline tickets, etc., made to a vendor on behalf
of an enpl oyee who has not submtted a Travel Conpletion
report within the 60 day period will be reported through
the payroll system as additional wages to the enployee
The incone and applicable enploynent taxes on the
additional wages will be withheld from the employee’s
regul ar earnings. Once ampunts are reported to the IRS
as wages, no changes can be made to the payroll records.

c. Fixed Rate Per Diem - If a traveler is receiving a fixed
per diem rate for travel, the actual MJIE rate wll be
conpared against the Federal A lowable Rate (FAR) to
determ ne the taxable anounts. Any ampount in excess of

the FAR i s taxabl e.

Manual Travel Forns

For a [isting of manual travel f orms, go to
www. hawai i . edu/ etravel /forns. htm .

Frequently Asked Questions (FAQ

For a listing of Frequently Asked Questions (FAQ, go to
http://ww. hawai i . edu/ etravel /faqg_textVersion. htnl .




