Procedures for Travel 

Travel requests should be completed, and sent to the Travel Desk only if a request for some sort of payment or when renting a car. Encumbering of funds will no longer take place.  Individuals traveling for official University Business, but have not submitted the proper paperwork may not be covered by University Insurance Policies.  The individual is traveling at their own risk.

Reimbursements will be paid when properly authorized travel claim is received in Financial Services.  Completed travel requests must be attached to an authorized travel claim.

Each department/area will need to identify a contact and/or custodian of travel requests and email the name and extension of this individual to Eleanor Carpenter ECarpenter@csus.edu
This person is responsible for keeping department travel requests on file.  The number of custodians for each department/area is at the sole discretion of department/area.

Grant Travel – Each grant PI will need to identify a custodian for their grant travel documents.  An email with the name and extension of this individual will need to be sent to Eleanor Carpenter as well as the proper Grant Accountant.

Travel Numbers (TR Number) – If a tracking number is assigned to the travel request it will automatically covert over to the claim.  The numbering system needs to always start with a T or TR (T- Fin 00).  Both the Travel Request and Claim are together so this will help you track the information.  
Department Responsibility

The following items need to be completed in order for the traveler to be covered by the University Insurance Policies:

1. All Header information must be filled out, including name, phone number of person filling out request, title, department, and type of request, dates/times of trip, destination/purpose of trip, and the names of others attending the same trip.

2. Transportation Information Section must be signed by the driver of the trip if taking his/her private vehicle.  The driver’s signature must be on their own request however a traveler should sign whether or not they are driving in case of an emergency.

a. If Private Car is used:

i. All appropriate signatures must be on the form

ii. Employee must be cleared for Defensive Driving

iii. A 261 must be on file in your department.
3. Requestor must sign in appropriate area.

4. Supervisor/Dept Chair or Dean must sign in appropriate area.

5.  Out of State Travel or if amount is over $500 
a. President or his designee must sign in appropriate area

6. Registration Fees

a. Registration fees may be charged to the P-Card.  If the P-Card cannot be used or the individual cannot pay in advance, the request and registration information form should be faxed to Eleanor Carpenter at x3076 at least 10 days prior to the trip so fees may be paid in a timely manner.

b. If registration fees paid by Financial Services, include on the travel claim.

c. If you are having rental card charge to us that also has to be on the travel claim. 

d. The only charge that does not belong on a claim is P-Card charges.  
e. Include conference or other event registration documentation with your claim.  This frequently-missed step is the only way to ensure reimbursement for per deim.

7. The Authorization to use Privately Owned Vehicles, Form 261 is still required to be kept on file within the department and updated every year.  This form expires August 31 of every year.

Travel Coordinator Responsibility

· Update Defensive Driving log on a regular basis.

· Periodic review of Defensive Driving and Form 261 status on employee travel.

· Pay registration fees in advance if necessary.
· Audit and pay all claims within 10 days of receiving them.  The Travel Coordinator will not pay claims for more than the amount listed on the travel request.

· Provide campus training sessions for new employees and/or refresher courses for staff/faculty.

· Ensure all pending travel for current fiscal year is encumbered before year-end.

· Ensure all pending travel for grants that expire within the fiscal year is encumbered before expiration date.

**Defensive Driving Clearance

The Defensive Driving log can be located at the following website:

http://www.csustan.edu/FinancialServices/Travel/   this will take you to the Travel web site click 
Defensive Driver Logs on the right hand side. 
Items to review:

1. Name – Look up name on log 
2. Expiration Date – If the date is expired please click on the web site below and complete the course on line.  http://www.csustan.edu/ctpd/JobClassificationTrainings/DefensiveDriver.html 
This will take about an hour of your time.  Once completed, this information will be forwarded to University Police who in turn will e-mail the Travel desk to update the log.  If you have any difficulty with the on line course please contact Kellie Marshall @ 667-3572  
· NOTE: Defensive Driving expires every 4 years.    
Year End 

· The Travel Coordinator will send out a request in April to all department custodians for any outstanding travel in the department where you will need funds set aside to ensure payment in the current calendar year.
· Department Custodians are asked to provide a Travel Request with all signatures required for verification and a list of blanket balances that will be used until the end of the year.   
· The Travel Coordinator will prepare an accrual list insuring these funds will be available for payment in current budget year. 
Grant Expiration

· The Grant Accountant will send out a request to all grant custodians for any outstanding travel 6-8 weeks prior to the grant expiring.
· Grant Custodians are asked to provide a list of all outstanding travel requests.
· The Travel Coordinator will encumber those requests for the purpose of accruing expenses prior to the grant expiration date.
Register now nowNnknow
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