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Travel Reimbursement Requests
Evans Finance is required to ensure that every request for travel reimbursement presents evidence that:

1) The reimbursement is paid to the individual who incurred the expenses

2) The individual actually completed the travel

3) The reimbursement is for actual expenses incurred and paid 

4) The travel was related to the Foundation’s business.

To ensure we meet these requirements and improve the turnaround time on your reimbursement requests we have outlined the following policies and adapted the Excel template used by the University for travel related expenses.
The Excel template is a summary of the trip, with a brief outline of purpose of trip, who went, categories of expenses.  It is used for travel related expenses only and is in addition to the Payment Request Voucher. The travel form is to be completed and then signed by an authorized approver.  Original receipts for all the expenses must be attached to the form.

Documentation required:
Airfare
· Copy of the travel agent’s itinerary as evidence of dates and destinations

· Your credit card receipt or copy of credit card statement  showing amount paid and who paid it
· Boarding passes to show travel was actually completed.

Hotel
· Original Invoice from Hotel showing dates of stay, itemized detail and payment of charges

Car rental

· Original receipt with dates, amounts and indicating payment was made
Cabs/Tolls/Gas

· Original receipts with dates and amounts

Registration

· Registration form original receipt indicating payment was made and conference information
Please note that a copy of the front side of an uncancelled check is not acceptable as proof of payment.  If paying by check include a copy of the cancelled check along with original receipt.
Preparing the Excel Template:
Section A:
The first two rows contain info on the person travelling, dates of travel, and person preparing the request.

The boxes are to tell accounting if you want the check mailed or sent interoffice (please indicate interoffice address/mailcode)
There is a box for a brief outline of the trip.

Section B:
List the date and amount paid for each of the categories on that day in the columns indicated. Attached the receipts on a separate sheet of paper either by date (i.e. put backup for each date attached to a separate sheet of paper) or if you prefer by category (i.e. put all the meals, lodging, taxis on a sheet of paper that correspond to each category).  There are formulas in the spreadsheet that will add up expenses for each day and by category.

If you use your personal vehicle, simply put in the business miles in the mileage column. The spreadsheet will then calculate the dollar reimbursement based on IRS guidelines for the period of your travel. Accounting will update the template twice a year for current rates.
If you pay in non-USD you will need to show the currency exchange conversion to USD and a printout showing the exchange rate of the date of expense.

Section C:
This will include personally paid registration fees, business phone calls, and other supplies.

Section D-E 

Input any travel advances and/or prior reimbursements to you in D. The template will net these out against your expenses and calculate the amount either overpaid or to be paid back to you in E
Section F

Input the subaccount to be charged for the expense.
Section G

Sign as indicated.

Please feel free to contact Tamika Roberson at 8-8797 or email Tamika.Roberson@bmc.org if you have any questions on completing the template.

