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Travel and Food Reimbursements

\What are the guidelines?

sCommon Errors

eHow to avoid them
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Presenter
Presentation Notes
The percent of total disapprovals for just these two categories was:

Jan 08    36%

Feb 08   29%

Mar 08   28%

Apr 08    42%

3 month Avg = 33% or 1/3 of DPIs rejected are travel/food related DPIs.


Fact or Fiction?

HSC Financial Services staff are
evaluated on how many documents they
deny. Denying a lot of documents
shows they are doing a good job.




Every time a document does not
contain sufficient information to
approve, additional Financial Services
resources are used to identify what Is
needed to approve the DPI.

Financial Services must review the
DPI upon resubmission to ensure
completeness, accuracy and
compliance with policy.



Presenter
Presentation Notes
So, the goal of this LEARN session is twofold:

1)To help you send the DPI in correctly, the first time.

2) To relieve the extra workload disapproving DPIs puts on Financial Services staff.


Travel Reimbursement Process

1) Trip is taken li 2) Documentation is gathered
$$! ; \

4) DPI is approved

and paid! ;] 3) DPI is properly submitted




1) Taking the trip

Costs are reasonable and allowable

Commercial airline cost was lowest
available rate based on a reasonable
flight schedule

FIly American Act for contracts and
grants

Auto expense In lieu of air travel



Presenter
Presentation Notes
The airline cost is based on lowest available rate on a reasonable flight schedule purchased 21 days in advance.




2) Gather Documentation

Business Purpose

Transportation

Food and Lodging

Incidentals



Presenter
Presentation Notes
Travel

Original airfare/itinerary and auto rental receipt, or mileage if personal vehicle was used.

Pcard is preferred method of payment for airfare, —PCARD CANNOT BE USED FOR AUTO RENTAL OR HOTEL(except for visitors re: hotel)

Food and Lodging- 3 types:

1)Flat Per Diem.  

2)Actual lodging expenses plus a per diem meal reimbursement.

3)Actual lodging AND actual meal expenses.

Decide which type of reimbursement will be used.  If possible, discuss this BEFORE the trip, with the traveler.  Review department procedures; is there a preference?

Incidentals

What is allowable?  Under which type of reimbursement method?


Transportation

Airline ticket receipt and itinerary
(printout of internet receipt is
allowable if form of payment is
Indicated).

Auto rental receipt/mileage
documentation



Presenter
Presentation Notes
It is preferable that airline tickets are paid for via UNM purchasing card.

Auto P-card is NOT ALLOWED

Preferred DPEZ method is to do ONE for each trip, showing all expenses, including Travel Advance.

No longer must show Visa bill if receipt indicates “paid in full”.  Traveler’s signature indicates reimbursement is valid.


Food and Lodging

There are three ways to do this:
Flat Per Diem

Actual lodging expenses plus a per
diem meal and incidental expense
(M&IE) reimbursement

Actual lodging AND actual meal
expenses



Presenter
Presentation Notes
Decide which type of reimbursement will be used.  If possible, discuss this BEFORE the trip, with the traveler.  Review department procedures; is there a preference?




Flat Per Diem Rate

This Is the easiest. No receipts are
required. The rates are on the
General Accounting website.

B Currently, the “flat” per diem rate in New
Mexico is $85/day

B Currently, the “flat” per diem rate
anywhere else is $115/day




Calculating Partial Days

Calculate the number of meals

B See tool developed for Per Diem
Calculation in Appendix 4

Per Diem Rates

B Various internet resources available

B Handy link provided by General
Accounting:

http://www.unm.edu/—gacctng/perdiem.html



http://www.unm.edu/~gacctng/perdiem.html

Calculating Partial Day Meals

Partial Depart Return %o of Per
Period on/or on/or After |Diem
Before Allowed per
Meal
Breakfast [6:00 am 7:00 am 20%
Lunch 12:00 pm [1:00 pm 25%
Dinner 6:00 pm 7:00 pm 55%



Presenter
Presentation Notes
This is appendix 3-Meal Calculation Chart

Note that departure time is 1 and ½ hours before flight departure, and arrival time is 1 hour after flight arrival time.


Flat Rate-An Example

Traveler left at 8:00am on Monday
May 5, 2008 and returned at 6pm on
Friday May 9, 2008 from Santa Fe

What is his lodging and meal
reimbursement?




1) Fill out Table

Day Date | Breakfast | Lunch | Dinner
1 5/5/08 - + +
2 5/6/08 + + +
3 5/7/08 + + +
4 5/8/08 + + +
S 5/9/08 + + -
Totals: 5 4 5 4



Presenter
Presentation Notes
Table is appendix 4 – Per Diem Calculation Grid




2) Calculate the reimbursement
amounts

Breakfast $85.00 x 20% = 17.00
Lunch 85.00 x 259 = 21.25
Dinner 85.00 x 559% = 46.75

Total per day: $85.00




3) Calculate number of meals

Breakfasts $17.00 x 4 = $68.00
Lunches 21.25 x5 = 106.25
Dinners 46.75 x4 = 187.00

Total: 68.00 + 106.25 + 187= $361.25




2

Actual lodging plus a Meal and Incidental
Expense (M&IE) reimbursement

This requires original lodging receipts

No receipts are required for food



Presenter
Presentation Notes
The per diem meal reimbursement rates are on the General Accounting website.

The per diem meal reimbursements vary.  Look them up.

http://www.unm.edu/~gacctng/perdiem.html is the location of the web page that will allow you to access the different per diem sites.

Lodging receipts must show a zero dollar balance!




Calculating Partial Day Meals

Partial Depart Return %o of Per
Period on/or on/or After |Diem
Before Allowed per
Meal
Breakfast [6:00 am 7:00 am 20%
Lunch 12:00 pm [1:00 pm 25%
Dinner 6:00 pm 7:00 pm 55%



Presenter
Presentation Notes
Appendix 3- Meals Calculation Chart


Per Diem Meals - An Example

Traveler left at 7:30am on April 3" and
returned at 8pm on April 5th from Santa
Fe. He drove to Santa Fe for a conference.
The prepaid conference fee (a Pcard was
used) included lunch for all three days.

What i1s his meal reimbursement?




1) Fill out Table

Day Date |Breakfast| Lunch | Dinner
1 4/3/08 - = +
2 4/4/08 + = +
3 4/5/08 + - +
4
S
Totals: 3 2 O 3



Presenter
Presentation Notes
Table is appendix 4 – Per Diem Calculation Grid

Ask: “Why doesn’t this traveler get reimbursed for any lunches?”




2) Calculate the reimbursement
amounts

Breakfast $59.00 x 20% = 11.80
Lunch 59.00 x 25% = 14./5
Dinner 59.00 x 55% = 32.45
Total per day: $59.00




3) Calculate number of meals

Breakfasts $11.80 x 2 = $23.60
Lunches 14.75 x 0 = 0.00
Dinners 3245 x 3 = 97.35

Total: $23.60 + $0 + $97.35 = $120.95



Presenter
Presentation Notes
The traveler’s lunches were included in the conference, so no additional reimbursement is given.
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Actual Lodging AND Actual
Meal Expenses

Requires original lodging receipts
Requires department retains the original
meal receipts

DPl documentation must indicate no alcohol
IS Included In restricted reimbursement
requests

Department must ensure the total costs
being claimed do not exceed the allowable
per diem amount

The meal amount goes on the “Other” line

of the DPI, with an explanation.


Presenter
Presentation Notes
(hint: avoid doing this if possible!)

Some departments simply reduce the per diem amount to less than the allowed amount, and use that in the per diem meal amount area, with an explanation that the department is paying at a reduced per diem amount.  The DPI will then calculate an allowable amount.  Change the per diem amount until the total reimbursed amount equals what the actual expenses were.  You do not need to keep receipts if this payment method is used. (this is much easier than “actual expenses” and can obtain the same result).  You do not need an explanatory statement about alcohol.




Allowable Iincidental expenses

Taxi fares and tips

Copy, Internet, and fax charges for

University business

Standard luggage charges

Safe arrival call home not to exceed $10

B For extended stays an additional call home every
two days not to exceed $10/call



Presenter
Presentation Notes
Allowable incidental expenses(can be reimbursed, even when per diem rates are used):

Taxi fares and tips to and from the conference and lodging location.

Safe arrival call home not to exceed $10.

For extended stays an additional call home each two days not to exceed $10/call.

Copy, Internet, and fax charges for University business.

Standard airline luggage charges. Excess luggage charges related to number of bags/weight will not be reimbursed.


Unallowable incidental
expenses

Luggage handling

Maid Service tips

Additional expenses due to non
business guests

Excess luggage charges related to
number of bags/weight



Presenter
Presentation Notes
Unallowable:  these reimbursement items are included in flat and ME&I per diem rates, and are not reimbursable when the actual expense method is used.

Luggage handling

Maid service tips

Additional expenses due to non business guests


3) Submit DPI Correctly

Attach the correct documentation

Get the account code right

Fill in text documentation thoroughly




Attach the Correct
Documentation

Original receipts for all allowable

expenditures being claimed for
reimbursement must be provided.

Airline ticket receipt and itinerary (printout
of internet receipt is allowable if form of
payment is indicated).

Itemized hotel receipt, indicating payment

In full has been made. This should reflect a
“single-room rate”. Include explanations for
any other occupants of the room.




'S
Attach the Correct

Documentation (cont.)

[elephone calls for UNM business
purposes and a “safe call home” are
allowed. ldentify these on the
receipt.

B For extended stays an additional call
home every two days is allowed.

Receipts for ground transportation
and/or parking, tolls, etc.

Rental car receipt and related fuel
receipts.



Presenter
Presentation Notes
Telephone calls- For extended stays an additional call home every two days is allowed, not to exceed $10/call.

Rental car receipt and related fuel receipts. The use of contracted carriers is preferred.  When using contracted carriers, insurance is included in the contracted rate.  A non-contract carrier may be used if no contracted carrier serves the area, or if the non-contract carrier rate is less than the contract carrier.  When calculating non-contract carrier costs, Collision and Damage waiver can be added to the daily rate.  This total is compared to the contract rate, which already includes this insurance.  No extended protection plan insurance will be reimbursed.


Attach the Correct
Documentation (cont.)

Conference/event registration fee
receipt. Method of personal payment
should be noted. Conference fees can also
be paid for with p-card.

Include a copy of the conference
brochure/agenda so that included meals
can be verified, etc.

Receipts for any other necessary
business expenses incurred during

trip. These should be fully explained in the
travel DPEZ.




Attach the Correct
Documentation (cont.)

If original receipt is lost, a memo sighed
by the person being reimbursed must be
Included with the DPEZ.

If an original receipt does not exist
(public transportation costs), a memo
sighed by the person requesting
reimbursement must be included in the
DPEZ submission packet.

See Appendix 7 for requirements




Select the appropriate Account
Code

All travel expenses, both lodging and food,
go into the same account code. The
account code will vary, depending on who
Is traveling and where they are traveling
and for what purpose.

See Appendix 1 for current account code,
descriptions and definitions

Link to master account code listing
available on General Accountings website:

http://www.unm.edu/~—gacctng/resources/AccountCodeDefinitions.pdf



Presenter
Presentation Notes
Current account codes are in appendix one.


Major account codes for
employee travel:

3800 — In State Travel
3820 — Out of State Travel
3840 — Foreign Travel

Expenses recorded in these account codes
would include:

Transportation

Lodging

Meals

Allowable incidental expenses




2

Fill iIn the Text Documentation
Thoroughly

What?

Why?

Explain any unusual
expenditures/conditions.



Presenter
Presentation Notes


What – What they did.  Relates to business purpose [ie: Gather blood samples and case histories from isolated, rural Illiut study participants, NOT “traveled to Alaska”]

Why – Purpose of trip.  Relates to business purpose [Obtain case histories and blood samples from isolated, rural Native Americans in the Alaskan tundra, per study requirements]

Unusual Expenditures – ie: The additional vehicle charge paid to Sam Ulonge occurred because the rental vehicle struck a Moose and was no longer functional. To transport the team in the isolated region, local transportation had to be acquired immediately on an emergency basis.  Sam had a truck; no commercial establishments were available.


Avold most common errors

Insufficient Business Purpose
documentation

Required documentation not
submitted

Incorrect per diem amount

Incorrect number of meals due to
travel day arrival/departure times




Avold most common errors

Incorrect number of meals due to
prepaid conference meals

Mileage charge Is greater than an
airline ticket would have been

Unallowable incidental expenses

Required Memos for unavailable, lost
or non-original documents not
submitted




Other Things to Watch:

Include Prepaid P-Card transactions
in the “Travel/Other” section of the
DPEZ form

Submit the DPEZ within 15 business
days of return.

No taxes on goods will be reimbursed
Use the Travel Checklist —Appendix 5

Use Travel Advance Checklist if
appropriate(Appendix 6)



Presenter
Presentation Notes
The Travel Checklist is in Appendix 3, or on the web at http://www.unm.edu/~gacctng/resources/checklist_for_repaying_traveladvances.doc under General Accounting.


Departmental Processes

1) Communicate with your travelers
2) Use the checklist for travelers
3) Use the travel advance checklist

4) Obtain all documentation before
submitting the DPI

5) Explain anything unusual
6) Traveler must sign the DPEZ



Presenter
Presentation Notes
Communicate with your Travelers

Find out in advance which type of reimbursement will be used

Remind them you need their itinerary 

Use the Checklist for Travelers

See appendix 5

Use the Travel Advance Checklist

See appendix 6

Obtain all documentation before submitting the DPI

See “Correct Documentation”, page 7.

Explain anything unusual

For example, see page 8, “Unusual Expenditures ”

Traveler MUST sign the DPEZ.  If the traveler is out of town, a faxed signature will be accepted.  A note explaining why the traveler cannot sign will NOT be accepted.� Traveler Must sign the DPEZ

If out of town, fax will be accepted


Food Reimbursement Process

Food is i 2) Documentation is gathered

Purchased

$$!

4) DPI is approved

and paid! ;] 3) DPI is properly submitted




Account

NG. Description Used for
31A0 Business Food consumed
Food-Local primarily by guests of
the University
31BO Food F&A All alcohol purchases
Excludable Food expenditures for
Gen student activities

Food expenditures for
marketing, alumni
activities, entertaining,
fundraising




Food not associated with Travel
(continued)

Recruitment
Expense

Aclcilc())unt Description Used for
31MO Recruitment |Food purchased for
Expense non-staff recruitment
31M1 Staff Food purchased for

staff recruitment




Food not associated with Travel
(continued)

Account

NG. Description Used for
40CO Food Food expenses
Services specifically subsidized
Student by funding agency for
student participants
4640 Participant Food used as a
Incentives “reward or gift” for

taking part in a study
or experiment




Aclcilcc))unt Description Used for
3860 Bus Meals All business related
and food expenses
Hospitality purchased for others
Gen while traveling,

excluding meal
expense incurred In
the recruitment
process (see
Recruitment Expense)




Account

Descriptio

NG. n Used for
3800 Description |Per diem or actual
3820 listed for food expense for the
3840 travel traveler is charged to

account the same account in
EE used which transportation,

hotel and incidental
expense Is charged,
such as 3800 for In
state travel.



Presenter
Presentation Notes
This is true whether per diem or actual expenses are charged.


Food — Correct Account

Alcohol

Cannot use Instruction & General funding to
purchase alcohol beverages

Alcohol cannot be purchased on a restricted
iIndex

Preferred funding source is non-endowed
spending funds as permitted by the agreement.

If alcohol is part of an invoice also containing
food purchases, the alcohol portion of the
Invoice will be expensed to 31B0; the remainder
of the invoice will be expensed to the
appropriate food account.




Food — Correct Account con,

Grant Related

B Alcohol can never be expensed to a
grant

B Entertainment can never be expensed to
a grant




Food — Correct Account ony

3860 Bus Meals and Hospitality Gen

This account is for use only when food Is
purchased for guests while traveling.
For example, a UNM employee buys dinner for a
group of researchers while out of town

attending a conference to discuss recent
development

Food purchased LOCALLY for business
meals/snacks would be expensed to 31A0.




Food — Correct Account ony

1 31A0 Business Food Gen

Food purchased LOCALLY for business
meals/snacks should be expensed to 31A0.




Group Training or Business
Meetings- Meals

Should be expensed using account

code 31A0

No alcohol can be included

If less than 20 attendees, attach a list

of participants to include employment
affiliation

If there are more than 20 participants,

document In the business purpose of
the DPEZ




Out of town Business/Hospitality
Meetings involving Food Purchase for

Guests:

Food purchased will be expensed to

account 3860

If alcohol is involved the alcohol
portion of the invoice will be expensed
to 31B0O

List of all attendees and where they
work If less than 20

Include In business purpose on the
DPEZ if there are more than 20




Local Business/Hospitality Meetings
Involving Food Purchase for Others:

Food purchased will be expensed to

account 31A0

If alcohol is involved (hospitality with

guests only) the alcohol portion of the
Invoice will be expensed to 31B0

List of all attendees and where they

work If less than 20

Include In business purpose on the

DPEZ If there are more than 20




Any Marketing/Fund Raising/Alumni
Food Purchases:

Food purchased for these activities will
be expensed to account 31BO

Alcohol purchases must be reported In
account code 31B0O

List of all attendees and where they
work If less than 20

Include In business purpose on the
DPEZ if there are more than 20




DPI Examples:

The Good, the Bad, and the Ugly...
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Example- DPI with
adequate documentation
and descriptive text

Note the date this
DPI was received in
accounting — June
5th,

op! (.
or-ez (| N

£ Direct Pay Approv
T 1 -

The Umversity of New Mevica

Travel
UNM Employee

You have opted to receive a 'Direct Deposit’ for this payment or reimbursement.

Banner ID:-

Section | Accounting

Date: 03-JUN-2008

Requestor Department: HS Library and Informatics Ctr

Account

' Index Code Index Description Code Account Description Amount
483064  Library Services 3820  OutOf Stale Travel Gen $1,430.84 |
i Total Amount to be Paid / Reimbursed: ' $1,43 34|
["Section II. Travel Details N T N T
l I Departure ! Return o ]
—

Destination i - S - ) S ——
| \\ Date / Time \
; Chicago IL N 05/17/08 08:00 AM_ '

I Business Purpose: Attend MLA Medical Library Association Annual Conference and 1 roundtable.
' Additional Information: Registration fee was $405.00 + $45.00 roundtable = $450.00 less $100.00 certificate = $350.00 total

Date / Time

05/21/0807:00PM by

paid. [
e B e e

“Section lil. Meal Per Diem (less provided meals) N S - ]

| _Breakfast _Lunch . Dinner Meal I

' Destination Per Diem " Rate Total # Rate Total # Rate Total Destination !

Chicago IL $6400 4 §1280 $5120 3 $1600 $4800 3 $3520 $10560  $204.80)

Meals Total: N $204.80,

|Section IV. Lodging (per diem or actual) - - T ]
| Destination Day(s) Per Diem Actual Lodging @ Destination |

Chicago IL 2 ©§0.00  s26427 T $52854
L L Lodng ol N sszns4
SectionViraviiTOfer Bpenies ——— ——————— ——
. . S R S N

| Roundtrip airfare Albuquerque NM to Chicago IL paid 310.50
(28-MAR08  Outofpocket by SN, Southwest Airlines Y B0
| 28-MAR0B ~ Out-of-pocket Conference registration fee paid by INENENGEG_GNG $350.00 |
- 17-MAY-08 Out-of-pocket Shuttle airport/hotel/airport $37.00 _'

I Travel / Other Expenses: \\ JI 569?_5{]’!

Total Itemized Amount:

$1,430.84


Presenter
Presentation Notes
All the documents were included with this DPI.  They included:
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Example- DPI with

Street Address: 700 Truman Street, SE

adequate documentation (. e Albuc serque

and descriptive text

Date & hour of Departure: 5/17/08, 8am

I Date & hour of Return: 5/21/08, 7pm

Form listing all the
expenses.

Destination: Chicago, IL
Purpose: MLA 2008 Annual Meeting

ODOMETER READINGS  Beginning:

Zip: 87108

Ending:

Sig].‘L‘L]: - -------- -

&/

‘Meals - ! Employee | Prepaid by Total Travel
(See UNMBP#4030 for Meal I Reimbursement | UNM Costs

Allowances)  04.90/day | I

Breakfast 4@ $12.80 $ 51.20 |

i_.unc-]; J@ $16.00 T 542;00 I

Dinner . Jw $3530 $ 105.60 | -
\ i-r-l'arc B _ ) _S-'Z._;IO.SU s 0.00

Hotel 2@ ‘32645? o 1[ $ 528.54 ' _.
Car Rental - E $ 0.00 B

Ground Transportation - $ 37.00 -
Registration s 350.00 S 0.00

Other 5000 | s 000 -
Fot | $1,430.84 [ $ 000_ Sl.430.8-l.



Presenter
Presentation Notes


A form listing all the expenses, as well as:

Travel confirmation showing payment, departure, and return time and day.

Hotel invoice, showing payment.

Ground transportation reservation and  receipt showing payment.

Conference registration receipt showing payment.

Conference agenda


Example- DPI with adequate documentation and descriptive text

Direct Pay Approval Form
I,
] L . L

e L mverssty af Sew Mexicn

Note the date this
DPI was APPROVED

H H that any trave! associated with the above expenses has been completed for the stated UNM Business Purpose.
in accounting — June atany trave ‘ P : ‘ Pos

ayeg’s Signature ¢

o FV |
" Printed Name Dean, Dire®oY or Department Head's; Supervisor's;

or PI's signature (as applicable per Policy 4030.3)

Requesto
Requestor's Titl
_ Requestor's Phon

“Please forward a printed copy of this request,

HSC Financial Services _ -
N

ng with orjginal backup documentatjgn, to the following office(s).

A Z. q

Signature




Example- DPI with
inadequate phone
description

— o "
p—

The University of New Mexico

Travel

I UNM Employee

“‘phone call; left cell
phone

At home” does not
address whether this
was a business call.
If it was a personal
safe call, the
maximum allowed is
$10.00l. The second
call would not be
allowed unless this
was an extended
stay.

You have opted to receive a "Direct Deposit’ for this payment or reimbursement.

Payee
Banner 1D

Section | Accounting

Direct Pay Approval Form DPI # /‘F}

DP-EZ #

v l:j AR AS
| " LV

Date: 27-MAY-2008
Requestor Depaniment: Pediatrics General Administration

Account

Index Code Index Description Code Account Description Amount |
[ 997262  235717-CHAIR/ADMINIST-Peds O of E-H_ 3820  Out Of State Travel Gen ) $60.89
| - Total Amount to be Paid / Reimbursed $80.89
i Section Il. Travel Details o ) o o )
_ Bttt i e _ . |
| Destinat [ Departure Return

estination f e _— —- ]
o - Date / Time Date / Time

; Cincinnati, OH 05/12/08 04:00 PM 05/14/08 12:00 PM I
' Business Purpose: To altend Diagnosis & Management of Coagulation Disorders Conf

for other expenses listed below; Acumentis reimburses Dept of Pediatrics: info. sheet allached;
missed connecting flight returning home

Additional Information: Conf sponsored by Acumentis; airfareflodging paid directly by Acumentis; participant is reimbursed '

Section V.Travel / Other Expenses

[ 12-Mav-08 Out-of-pocket food - x $10.40 |
| cket R L |
parking \J $14.00

14-MAY-08
12-MAY-08 Out-of-pocket j ; £ \ $30.00

Out-of-pocket

| 12MAY-08 Out-of-pocket $15.61 |
? 13-MAY-08 Qut-of-pocket phone; left cell phone at home / o 57358_
I\__.__ Travel / Other Expenses: $80 89]
.- . - o o o Total ltemized Amount. $80.89 |
Section VI - - - — o

| hereby certify the expenses incurred, as reported on this form, were necessary and proper, are just and true in all respects, and

that no part of the amount requested to be paid or reimbursed has been pajgor reimbursed by any other sguyce, | also cenify
that any travel associated with the above expenses has been completed forthé state Busifie F"A@éj




Example- DPI with
balance due on hotel
reimbursement

Note the hotel
reimbursement
claimed

Direct Pay Approval Form DPI1 #:

The University of New Mexicy

DP-EZ #:

_ G : R R el 3 B Sl
Travel
UNM Employee . Do
You have opted to receive a 'Direct Dép‘osﬂ' for this payment or reimbursement.
Payee: Date: 03-JUN-2008
Banner ID: Requestor Department: College of Nursing
Eéc%?i"muntlﬁ'g S — ____..____A.&muni. - e T T e
'~ Index Code Index Description Code Account Description Amount
628162  Nursing HED FY08 3800  In State Travel Gen et $310.00
Total Amount to be Paid / Reimbursed: $310.00
b ~ Departure " Return
: Date / Time - Date / Time
" shiprock, NM 05/21/08 12:30 PM ) 05/22/08 08:00 PM

Business Purpose: To meet with CON faculty in Farmifigton, NM for HED nursing program.
Additional Information: Also attended the Shiprock Area Educational Conference on 05/22-5/23/08. Beginning odometer

q 95409 & ending 95839. Auto doesn't record mileage to a tenth of a mile.
" Section lll. Meal Per Diem (less provided meals) ]
. Breakfast Lunch ___Dinner  Meals@
Bastisaticn, Per Diem # Rate Total # Rate Total # Rate Total  pestination
Faminglon/Shiprock — $30.00 1 §780  s7.60 1 075  $975 2 $2145 $42.00 $60.45

Meals Total:. N\ $60.45,

fﬁﬁi\r. Lodging (per diem or actual) EE— il i —H!
Destination Day(s) Per Diem Actual Lodging @ Destination’
[ Fbghomiod. 1 sew\ TS ) 1195 |
e s e o Lodging Total;  $111.95
Section V.Travel / Other Expenses . '
Emoa SRR S 430_ ,r;',”e; é&az’m“e i L \ ?3_76
. Travel / Other Expenses: \n $137.60! 7
Lo i Total Itemized Amount; $310.00
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Example- DPI with
balance due on hotel
reimbursement

ne A N

Albuquerque, NM 87106 Growp
us Coemy
Mem

Date

05-21-08 *Accommodation
05-21-08  Sales Tax

05-21-08  Bed/Occupancy Room Tax

Thank you for staying at Holiday Inn Express Farmingtor.
automatically be credited to your account. To make add

your account information or view your statement pleasi
look forward to welcoming you back soon.

Balance 111.95

05-22-08
Room No. 116
Arrival 05-21-08
Departure 05-22-08
Conf. No 61196524
Rate Code : IGCOR
Page No. 1 of 1
Charges Credits
99 95
7.00
5.00
Total 111.95 0.00



Presenter
Presentation Notes
Note the “balance due” on the attached receipt.  Nothing was included with this DPI to 

Indicate this was paid.

These last two DPIs are still sitting on a desk in accounting.

Emails or phone calls have gone to the department about the additional documentation needed.

They cannot be approved.

The traveler cannot be reimbursed.


@xample- Food with adequate receipt documentation

Uirect Pay Approval Form DPI #:
wr ow
—- P
— IR — DP-EZ #:
1w University of New Mexico " | ‘ﬁ i Lr v i. L
A [U) e M H
= I |
= WL JUN =6 oo ||
Goods = G o208 %)
= | _: |
UNM Employee If”:l ]

You have opted to receive a 'Dirett Depositfor-this payment or réintbursement,

Payee: Date: 05-JUN-2008
Requestor Department: SOM Admissions

3anner |1D:

Account
Amount

Section | Accounting
Code Account Description

Index Code Index Description
914187  235520-ADMISSIONS FOM 3860 Bus Meals and Hospitality Gen $135.19
Total Amount to be Paid / Reimbursed: $135.19
Section Il. Payment / Reimbursement Expenses
Business Purpose: Recruitment lunch for minority student with other current minority medical
students and staff
Additonal Informatign: Attendees include Raelene Zospah, Roger Begay, Melissa Begay, Kellie Arviso,
uin Baca, Helen Tso and Gayle Dine-Chacon.
i Recruitment lunch for Raelene Zospah with current $135.19
30-MAY-08 Out-of-pocket medical students and UNM staff and faculty.
Payment / Reimbursement Expenses: $135.19;
$135.19

Total Itemized Amount:


Presenter
Presentation Notes
Note the list of attendees is in the Additional Information section.


@xample- Food with adequate receipt documentation

I
Note that in e
addition to the
receipt that shows

the bill was paid, a
detailed invoice is )
included.



Presenter
Presentation Notes
Note that in addition to the receipt that shows the bill was paid, a 

Detailed invoice is included.  This is used to confirm the absence 

Of alcohol purchases.


2

Example- Food with
inadequate receipt

documentation DPI #:

DP-EZ #:

I 1" University of New Mexico

Goods H FI‘ A ?'f_‘_"“' Q““f”‘F’S

UNM Employee

You have opted to receive a 'Direct Deposit' for this payment or reimbursement,

Payee:- Date: 02-JUN-2008
Banner ID: Requestor Department: SOM Pathology

Section | Accounting ' B g B

Account
Index Code Index Description Code Account Description Amount
117003 220614-DEAN'S ALLOCAT—Acad Aﬂ-Recr ~ 31B0  Food F&A Excludable Gen $292. 76
_ o o Total ﬁumunt to be F'ald ! Relmbursed $292 75

Sectlon . Payment 1 Relmbursement Expenses

Business Purpose: Reimbursement for taking Department Chair Candidate Thornas WlJIlams, MD
out to dinner.

Additonal Information: in attendance:
Tom Williams, MD
Ross Zumwalt, MD
Ross Reichard, MD
Kurt Nolte, MD

Out—of—pocket $292.76

Payrnent ! Relmburswa-ment Expenses $292.76

Total Itemized Amount: _$£2_¥



Presenter
Presentation Notes
Attendees are properly listed, but…
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Example- Food with

inadequate receipt
SENNIFER JAMES 181

documentation
515 MENAUL BLUD NE
5 .BUGUERRUE- HM. 87

I ONAL ID.:  00185468801335179%

EHANT W Bo133sL7
The receipt does not include a detailed "/ SA 8y
breakdown of what was purchased. : ;Iﬁ*ﬂ*“ﬂgggi
R0 M3 Iv: @8ees:
£ MY 7, o8 TIME: 193
T @B142:
SE $252.7
P . . < St
- 7
TAL 252

I AGREE TO PAY ABOUE TOTAL AMOUNT
(CCORDING T0 CARD ISSUER AGREEMENT
RCHANT AGREEMENT IF CREDIT UDLCHER

~iig 'HII_IE'H FADU



Presenter
Presentation Notes
The receipt does not include a detailed breakdown

Of what was purchased.




Questions?




Appendix 1- Travel Accounts

3800 10 otate Travel

3820 |Out of State Travel Gen

3840 |Foreign Travel Gen

3850 |[Foreign National Travel Gen

3860 |Business Meals and Hospitality Gen
3880 |Vehicle Expense Gen

38A0 |Motor Pool Rental Gen

38C0O |External Vehicle Rental Gen



Presenter
Presentation Notes
3800 – In State Travel

Includes all of the In-State travel expenses incurred by employees while traveling on behalf of UNM.  Does NOT include Athletic Department staff travel for scouting, recruiting, or team travel purposes, or employee moving or relocation expenses.  Specific allowable expenses include: mileage to/from airport, vehicle rental, public transportation, fares, parking fees, lodging, meals, & other misc. travel expenses. UBPP 4030

3820 – Out of State Travel

Includes all of the Out of State travel expenses incurred by employees while traveling on behalf of UNM.  Does NOT include Athletic Department staff travel for scouting, recruiting, or team travel purposes, or employee moving or relocation expenses.  Specific allowable expenses include: mileage to/from airport, vehicle rental, public transportation, fares, parking fees, lodging, meals, & other misc. travel expenses. UBPP 4030

3840 – Foreign Travel

Includes all of the Out of State travel expenses incurred by employees while traveling on behalf of UNM.  Does NOT include Athletic Department staff travel for scouting, recruiting, or team travel purposes, or employee moving or relocation expenses.  Specific allowable expenses include: mileage to/from airport, vehicle rental, public transportation, fares, parking fees, lodging, meals, & other misc. travel expenses. UBPP 4030

3850 – Foreign National Travel Gen 

Travel expenses incurred b y a Foreign National (not an employee) UBPP 2180.  Includes student travel 

38N0-Travel Recruiting Gen

For transportation, lodging, meals expense for candidates traveling to UNM campus.  Can include spouse if deemed appropriate by Hiring Officer. This is the account for travel relating to Faculty/Staff Recruiting.

3880 - Vehicle Expense Gen




Appendix 1- Travel Accounts(cont.)

enicie rue en

38J0 Dislocation Allowance Gen

38LO |New Employee Moving Expense

38NO |Travel Recruiting Gen

38N1 |Travel Recruiting Student

38P0 | Travel Group Gen

39Y0 |Travel-F&A Excludable

39Z1 |Travel Non UNM Employee-Non
Foreign



Presenter
Presentation Notes
3800 – In State Travel

Includes all of the In-State travel expenses incurred by employees while traveling on behalf of UNM.  Does NOT include Athletic Department staff travel for scouting, recruiting, or team travel purposes, or employee moving or relocation expenses.  Specific allowable expenses include: mileage to/from airport, vehicle rental, public transportation, fares, parking fees, lodging, meals, & other misc. travel expenses. UBPP 4030

3820 – Out of State Travel

Includes all of the Out of State travel expenses incurred by employees while traveling on behalf of UNM.  Does NOT include Athletic Department staff travel for scouting, recruiting, or team travel purposes, or employee moving or relocation expenses.  Specific allowable expenses include: mileage to/from airport, vehicle rental, public transportation, fares, parking fees, lodging, meals, & other misc. travel expenses. UBPP 4030

3840 – Foreign Travel

Includes all of the Out of State travel expenses incurred by employees while traveling on behalf of UNM.  Does NOT include Athletic Department staff travel for scouting, recruiting, or team travel purposes, or employee moving or relocation expenses.  Specific allowable expenses include: mileage to/from airport, vehicle rental, public transportation, fares, parking fees, lodging, meals, & other misc. travel expenses. UBPP 4030

38N0-Travel Recruiting Gen - For transportation, lodging, meals expense for candidates traveling to UNM campus.  Can include spouse if deemed appropriate by Hiring Officer. This is the account for travel relating to Faculty/Staff Recruiting.

38N1-Travel Recruiting Student - For Travel, lodging, meal expense for candidates traveling to UNM campus can include spouse if deemed appropriate by Hiring Officer or recruiting trips by Athletics. This is the account for travel relating to Athletics Recruiting.

38P0 – Travel Group Gen – For all Team Travel and Student/Teacher Group travel such as transportation, lodging, meal expense.  Team Travel.

39Y0 - Travel expenditures associated with lobbying, entertainment or other F&A excludable costs.  See Federal Circular A-21. F&A Excludable Travel.

39Z0 – Travel Other Gen[Why do we use this one?  Why not 3800,3820, or 3840, as applicable?] – Includes all of the travel expenses incurred by employees while traveling on behalf of UNM. [Does NOT include Athletic Department staff travel for scouting, recruiting, or team travel expenses.]  Includes mileage to/from airport, vehicle rental, public transportation, fares, parking fees, lodging, meals, & other misc. travel expense.






B
Appendix 1- Travel Accounts (ont

4080 |Student Travel

A0 US TTavertorospart. in sponsored

projects

4681 |Foreign travel for US part. In
sponsored projects

4682 |Foreign travel for foreign participants
In sponsored projects

4683 |US travel for foreign participants in
sponsored projects

See account definitions for more information:
http://www.unm.edu/—gacctng/resources/AccountCodeDefinitions.pdf



Presenter
Presentation Notes
4080-Student Travel

Student travel specifically subsidized by the funding agency.  Ie: to a conference.

4680-Travel for participants in sponsored projects

Travel for US participants in sponsored projects

4681-Foreign Travel for US participants in sponsored projects

Travel for US participants in sponsored projects

4682-Foreign travel for foreign participants in sponsored projects

Foreign travel for foreign participants in sponsored projects

4683-US travel for foreign participants in sponsored projects.

US travel for foreign participants in sponsored projects


Appendix 2- Food Accounts
BIAD | Business rood-Local

31BO |Food F&A Excludable
31MO |Recruitment Expense Gen

31M1 |Staff Recruitment Expense
3860 |Bus Meals and Hospitality Gen
40C0O |Food Services General

4640 |Participant Incentives

See account definitions for more information:
http://www.unm.edu/—gacctng/resources/AccountCodeDefinitions.pdf



Presenter
Presentation Notes
31A0-Business Food-Local

Food consumed primarily by guests of the University or at a business meeting where food is incidental to the meeting.



31B0-Food F&A Excludable

All food disallowed by the Federal Government.  This includes alcohol, and food expended for entertainment, student activity costs (unless specifically provided for in the sponsored agreement) or lobbying.



31M0-Recruitment Expense Gen

Includes costs associated with On-Campus interview process such as … meals for search committee incurred during candidates campus visits. (Athlete, Faculty, etc.)



31M1-Staff Recruitment Expense

Includes costs associated with On-Campus interview process such as … meals for search committee incurred during candidates campus visits. (staff recruitment)



3860-Business Meals and Hospitality

All business related food expenses, excluding meal expense incurred in the recruitment process (see Recruitment Expense).



40C0-Food Services General

Includes the meal expenses specifically subsidized by funding agency for student participants. (example: restricted funds, athletic grants-in=aid)

Office refreshments consumed primarily by guests of the university or at business meeting (Food is incidental to the meeting)



4640-Participant Incentives

Fee or reward for taking part in a study or experiment.




Appendix 3-Travel Checklist

O
O »

O O

3)

4)

5)

Checklist for Repaying Travel Advances

Central Accounting has approved your recently submitted Travel Advance request (DZ .
When repaying this Advance, certain procedures must be followed to ensure that your account is
properly credited. Please see that the following are completed as noted:

Submit a Travel Direct Pay Approval form to the appropriate Central Accounting office within 15
working days of the completion of the travel. The Travel Advance Request DPEZ number noted above
MUST be properly noted on the Direct Pay Approval form.

If the travel advance exceeds the reimbursable expenditures, repay the difference by ONE of the
following methods:

a) Deposit the excess on a Money List. Attach a copy of the Money List receipt to the Travel Direct
Pay Approval form. The appropriate index and account code to use on the Money List, depending
on the accounting office that issued the Advance, is:

1) 418050-L3J1 General Accounting

2) 418064-L3J1 Athletics

3) 112099-L3J1 Contracts & Grants

4) 258006-L3J1 Health Sciences Controller-unrestricted
5) 975004-L3J1 Health Sciences Controller-restricted

b) Attach a personal check to the Direct Pay Approval form.

c) Pay the Cashier's Office directly. Attach a copy of the Cashier’s receipt to the Direct Pay
Approval form.

If you received a Travel Advance, but for some reason did not go on the trip, you must repay the

advance as in #2 above. If you received a check but did not cash it, please return the check to

Accounts Payable to be canceled.

If the index(es) on the Travel Direct Pay Approval form differ from the index(es) on the Travel Advance

Request, please attach an explanation to the Travel Direct Pay Approval form.

Attach a copy of this checklist to the Travel Direct Pay Approval form.




Meal Calculation Chart

Partial Depart Return %0 of Per
period on/or on/or After Diem
Before Allowed per
Meal
Breakfast |6:00am 7:00am 20%
Lunch 12:00pm |[1:00pm 25%
Dinner 6:00pm 7:00pm 55%




Per Diem Calculation Grid

Day Date Breakfast Lunch Dinner

OO r~WIN|IPF

Total




5 - Checklist for Repaving Travel Advances

1) Submit a Travel Direct Pay Approval form to the appropriate Central Accounting office
within 15 working days of the completion of the travel. The Travel Advance Request DPEZ
number noted above MUST be properly noted on the Direct Pay Approval form.

2) If the travel advance exceeds the reimbursable expenditures, repay the difference by ONE

e ey

O Deposit the excess on a Money List. Attach a copy of the Money List receipt to the Travel
Direct Pay Approval form. The appropriate index and account code to use on the Money List,
depending on the accounting office that issued the Advance, is:

1) 418050-L3J1 General Accounting
2) 418064-L3J1 Athletics
3) 112099-L3J1 Contracts & Grants
4) 258006-L3J1 Health Sciences Controller-unrestricted
5) 975004-L3J1 Health Sciences Controller-restricted
O Attach a personal check to the Direct Pay Approval form.
o Pay the Cashier's Office directly. Attach a copy of the Cashier’s receipt to the Direct Pay

Approval form.

m If you received a Travel Advance, but for some reason did not go on the trip, you
must repay the advance as in #2 above. If you received a check but did not
cash it, please return the check to Accounts Payable to be canceled.

O If the index(es) on the Travel Direct Pay Approval form differ from the index(es) on
the Travel Advance Request, please attach an explanation to the Travel Direct Pay
Approval form.

m Attach a copy of this checklist to the Travel Direct Pay Approval form.




6 - Checklist for Travelers

Receiving prompt travel reimbursements are dependant on the traveler providing complete, accurate
odocumentation of the trip, in a timely fashion. The following checklist will assist the traveler in knowing

what information to collect and provide.
Original receipts for all allowable expenditures being claimed for reimbursement must be provided:
o Airline ticket receipt and itinerary (printout of on-line receipt is allowable if form of payment is

as been made. This should reflect a “single-room

otel receipt, indicating payment in fu

rate”. Include explanations for any other occupants of the room.

o Telephone calls. Business calls and a “safe call home” are allowed. ldentify these on the receipt.
O Receipts for ground transportation and/or parking, tolls, etc.

O Rental car receipt and related fuel receipts. Explanation should be included if UNM contracted
vendors are not being used. When using contracted vendors, insurance is included in the

contracted rate.
O Conference/event registration fee receipt. Method of personal payment should be noted. Note that
conference fees can also be paid for with p-card.

O Include a copy of the conference brochure so that included meals can be verified, etc.

O Any other necessary business expenses incurred during trip. These should be fully explained in the
travel DPEZ.

When driving:

O If a personal vehicle was used on the trip, keep track of beginning and ending odometer readings.
O Miles claimed may not include personal travel or commuting.

] Note that if travel in within New Mexico, the UNM mileage chart should be used.

O Any mileage claimed in excess of the standard mileage must be explained.

O When traveling out of state, mileage claimed in lieu of flying may not exceed the cost that would

have been incurred if the traveler had flown. Please provide documentation of what the round-trip airline
ticket price would have been.

Please refer to UNM Travel Policy 4030 for complete information.




Lost Receipt Procedures
Procedures for Lost or Missing Receipt

In cases where an original receipt is not available when

We ollowing Intormation must be submitted with the

request:

Explanation as to why the original receipt is not available.

“No other document will be sent for reimbursement.”
"Department accepts full responsibility for duplicate payments.”
“This expense is Not being reimbursed by any other sources.”

B Dated and signed by Traveler.

A rubber stamp containing this information is not appropriate.
This should not be a normal occurrence, and a specific reason
IS heeded for each instance.

The memo must be signed and dated by the individual
seeking reimbursement, and by the department head.

These procedures can be found on the General
Accounting website:

http://www.unm.edu/—gacctng/lostr.html



http://www.unm.edu/~gacctng/lostr.html
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