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Travel Policy Per Diem 

Update 



Important Dates 

O December 16, 2011 

O Travel DPIs must be received by 5:00 PM in 

the Financial Services Office to be 

considered under the current travel policy 

and per diem rules 

 

O If disapproved, the DPI will need to be 

resubmitted under the revised travel policy 

and per diem rules 

 



Important Dates 

O December 16, 2011 

O FZADPEZ form disabled for Department use 

at 5:00 PM.  No modifications can be made 

to DP-EZ documents 

 

O December 22, 2011 

O Unapproved Travel DPIs disapproved by 

Financial Services and returned to initiator 



Important Dates 

O January 1, 2012 

O Revised Travel policy and per diem rules goes 

into effect 

 

O January 3, 2012 

O FZADPEZ reactivated for department use at 

8:00 AM 

 



Resources 

O EOD Classes to be offered 

O Register for “Travel Per Diem Update” 

O January/February classes are scheduled: 

 Time:  8:30 am - 10:30 

 Place:   UNM Business Center 

  (Corner of Lomas and University) 

 Dates: January 12, 2012  

  January 19, 2012 

  January 24, 2012 

  February 1, 2012 

 



Travel Per Diem 

Reimbursements 



Timely Submissions 

Section 3 – Reimbursements 

 

The completed DPA Form and attachments 

must be sent to the applicable Financial 

Services accounting office for approval as soon 

as possible, but no longer than twenty (20) 

business days  after completion of the travel. 



In State Travel Per Deim 

O For in state travel, per diem charts are no 

longer used. 

 

O For in state travel, the maximum per diem 

amount that may be reimbursed is $46. 



What about out of State 

Travel? 

O There is NO CHANGE to the amount for out 

of state travel per diem reimbursements. 



What about Contracts & 

Grants? 
O The only change for in state travel per 

diem is the amount.  Only $46/day may be 

reimbursed on your contract or grant for 

per diem expenses incurred in state. 



What about Contracts & 

Grants? 

O Out of state reimbursements will be made  

as before.  The amount will continue to be 

the Federal per diem amount. 



What’s the catch? 

O In State Travel – reimbursement from “state 

funds” limited to $30 per day, balance to be 

paid by “institutional funds”. 

 

O Out of State Travel – reimbursement from 

“state funds” limited to $45 per day, 

balance to be paid by “institutional funds”. 



New Account Codes 
O In State Travel 

    3805 – Instate Travel-Per Diem State $ 

    3810 – Instate Travel-Per Diem Non State $ 

 

O Out of State Travel 

    3825 – Out state Travel-Per Diem State $ 

    3830 – Out state Trvl-Per Diem Non State $ 

 

O Foreign Travel 

    3841 – Foreign Travel-Per Diem State $ 

    3842 – Foreign Trvl-Per Diem Non State $ 

 



In State, Out of State, and 
Foreign Travel 

O Each of these types of travel now requires a 

separate DPI. 

O When submitting multiple DPIs for same trip, 

(generally foreign travel) best practice is to 

submit together and reference other DPI.   

 



Use the Same Account Code 
you have been using! 

O DPIs will have per diem amounts 

automatically moved to these accounts 

when it is appropriate. 

 

O When reconciling your travel expense 

accounts you need to recognize the splitting 

of per diem expense when the document 

posts.    



How to . . . . 

O Banner Form FZADPEZ to be modified to 
incorporate new per diem account codes 

 

O Programming changes to automatically 
allocate per diem amounts to comply with 
Regent’s policy amendment  

 



In State Travel 





In State Travel 



In State Travel 



In State Travel 



In State Travel 



In State Travel 



In State Travel 



In State Travel 



In State Travel 

Behind the scenes 
O Per Regent’s Policy, Section 7.7, state funding of 

per diem for in state travel cannot exceed $30 
per day. 

O New account codes will be used to track state 
and non-state portion of the per diem expense. 

O All amounts will post to index code. 

O The per diem amounts REMOVED from account 
3800, and divided (automatically) between 
“3805- State” and “3810-non state”  account 
codes created for per diem expenditures.    



 

4 days at $30-State portion 



 

4 days at $16-Non-State funded 

portion 



 



In State Travel 



In State Travel 



Out of State Travel 



Out State Travel 



Out of State Travel 





Find the County if the City is not Listed 



Out of State Travel 



Out of State Travel 



Out of State Travel 



Out of State Travel 



Out of State Travel 



 



 



Out of State Per Diem  Accounting Example 



Out of State Travel 

Behind the Scenes 
O Per Regent’s Policy, Section 7.7, state funding of 

out of state travel per diem cannot exceed $45 
per day. 

O New account codes will be used to track state 
and non-state portion of the per diem expense. 

O All amounts will post to index code. 

O The per diem amounts REMOVED from account 
3820, and divided (automatically) between 
“3825- State” and “3830-non state”  account 
codes created for per diem expenditures.    

 



 



 



 



 



Summary  



O Travel per diem maximum reimbursements 

after 12/16/11 for IN STATE TRAVEL is $46  

O Regardless of travel destination 

 

Amount to charge: 



Amount to charge: 
 

O The Federal per Diem rate for OUT OF 

STATE or FOREIGN travel remains the same. 

 



In State, Out of State, and 
Foreign Travel 

O Each of these types of travel now requires a 

separate DPI. 

 



Meals Tab  

O Has received programing changes. 

O The “Meals” tab has a new drop down to 

assist in per diem rate selection. 

O You will be able to navigate through this tab 

if you are used to completing DPIs. 

O Several instructor led classes explaining 

these changes in detail have been 

scheduled in January and February. 



Remember 

O FZADPEZ form will be disabled at 5:00 PM on 
Friday, December 16th.   Access will be re-
established on Tuesday, January 3rd. 

O Any travel related DPIs not received in 
Financial Services, with all required 
documentation, by 5:00 PM on Friday 
December 16th will be returned to be 
processed under the new Policy. 

 

 



Timely Travel Submission 

O The number of business days to submit a 

travel DPI has increased to 20. (It was 15) 

 

O Travel DPIs submitted more than 20 days 

will require a memo from the traveler signed 

by the Dean explaining why the DPI was late. 



Classes explaining the per 
diem policy change 

O January/February classes are now scheduled: 

 Time:   8:30 am - 10:30 

 Place:  Petrovich Business Center  

 (Corner of Lomas and University) 

 Dates:  January 12, 19, 24 

  February 1, 2012 

 

Register for these classes in Learning 

Central 




