Travel Request Form Instructions
NOTE: 

The official Travel Request and Reimbursement form is available on the NMT Travel web site. No other version will be accepted.

When using the fillable PDF Travel Request and Reimbursement form, information from some of the fields entered on the Request will be carried automatically into the Reimbursement form. However, it can be changed on the Reimbursement form if need be.

The fillable form available on the NMT Travel web site can be printed and filled in manually if you prefer.
Name – Legible, full name of person who will be traveling

Banner ID # - 9 digit ID number

Citizenship/Status – Check appropriate box.  If ‘Foreign National’ is checked, the Student Reimbursement Questionnaire must be completed and attached to the Travel Request.  The Travel Request must then be submitted to the Federal Compliance Office in Brown Hall for approval.

Travel Departure Point – Enter the point at which the travel began. For employees who commute, travel will be computed from the designated place of work or the employee’s actual point of departure, whichever is closer to the traveler’s destination.
Destination -  Enter the destination city or area as appropriate. 
Date of Departure – Enter the date on which the travel will begin.

Date of Return – Enter the date on which the travel will end.  This is not the date the traveler returns to work.

Example: If a traveler leaves on Wednesday January 16, 2013 and returns on Friday January 18, 2013, the date of departure is January 16, 2013 and the date of return is January 18, 2013.  The date of return is not Monday, January 21, 2013. 

Department – Enter the traveler’s department.

Contact – Enter the name and email of the person that should be contacted with any questions regarding the travel request.

Index – 6 digit Banner Index code

Account – 6 digit Banner Account code

Activity – Enter Banner Activity code if applicable.

Note:  Please contact your department financial administrator for assistance with the Index, Account and Activity code.

If the trip will be split among more than one Index, please make a note on the face of the Travel Request and attach the breakdown on a separate page.

Total Estimate – Enter the total expense for the trip.  All expenses must be included regardless of method of reimbursement.  This includes prepayments made by the traveler, prepayments made by NMT and expenses paid by NMT purchasing card.

The amounts listed on the bottom portion of the request in the Prepayments, P Card and Additional Information sections will not necessarily add up to the total estimate.  

Reason for Trip – Provide the reason for the trip and demonstrate that the travel is necessary.  Supporting documentation must be attached such as a brochure, invitation, registration form, etc.  The reason must show the benefit to NMT and/or the specific grant/contract being charged.
Prepayments
All payments that need to be made prior to the trip should be listed here with original invoices and/or receipts attached.  

The first box is for expenses prepaid by the traveler.  All other boxes are for prepayments to be made by NMT.

All prepayments will be subtracted when calculating the reimbursement to the traveler upon completion of the trip.

Prepaid by Traveler – Reimbursements can be made at 100% for any expense paid by the traveler prior to the trip.  Common examples are airfare and registration.  If the traveler wishes to be reimbursed for prepayments he/she made prior to the trip, the total amount should be entered here. Receipts must be attached.  The traveler may elect to receive all reimbursements upon completion of the trip.

Registration – To prepay the registration related to the travel directly to the vendor, enter the name of the vendor, the amount and attach the vendor invoice.
Airfare Paid by NMT – Enter the amount of airfare paid by NMT.  This is generally when airfare has been arranged through a travel agency and charged to NMT.  The service fee charged by the travel agency should be included in this amount.
Advance – If the traveler wishes to receive a travel advance the amount should be entered here.  An advance of up to 90% of the estimated approved travel less any prepayments and/or reimbursements is allowed.  A lesser amount may be requested.

NMT Purchasing Card

Any travel expenses paid by NMT purchasing card should be listed here.  Prior approval from the Purchasing Office is required.  Original receipts must be submitted to the Purchasing Office with the traveler’s purchasing card statement and copies must be attached to the travel reimbursement and submitted to the Travel Office.  These are the only travel expenses approved for payment by purchasing card.

Airfare – Enter airfare expense charged on NMT purchasing card.

Registration – Enter registration expense charged on NMT purchasing card.

Hotel – Enter hotel expense charged on NMT purchasing card.

Ground Transportation/Parking – Enter ground transportation expense charged on NMT purchasing card.

Additional Expenses
Hotel – Check this box if the traveler is requesting reimbursement for actual lodging expenses.
Federal Lodging - Actual lodging expense can be reimbursed in instances where the lodging was procured at a prearranged place such as a hotel where a meeting, conference or training session is held.  If seeking reimbursement on a federal project, then traveler must use the lesser of the actual lodging cost or maximum lodging rates unless prior agency approval has been obtained to use actual lodging expenses.  Note the maximum amount that you may be reimbursed under actual expense is limited to 300 percent of the applicable maximum per diem rate.  However, subject to the agency’s policy a lesser amount may be authorized. Refer To GSA Subpart D. 301-11.300, 301-11.302 and 301-11.305.
The traveler is responsible for obtaining written advanced agency approval for actual lodging expenses that exceed the allowable federal rate. Written approval must be attached to the travel request which is submitted to Sponsored Projects Administration office who will confirm agency approval and enter a notation into the Banner system using FOATEXT located in FRAGRNT.  To find rooms that fall below the allowable federal per diem rate, the GSA has set up a website that allows you to search for rooms by location and date. The website shows the federally negotiated rate for each hotel. The website is:  https://www.fedrooms.com. 
NMT Per Diem – Check this box if the traveler is requesting reimbursement at the NMT per diem rate and provide the amount.  This box could be used when straight NMT per diem is being requested (both lodging and meals) or in conjunction with the Hotel box when actual lodging is being requested.  Travel being charged to state funds may not exceed the NMT per diem rates.
Federal Per Diem – Federal per diem and mileage rates are allowed when travel is being funded by federal sources provided the rates have been proposed and accepted by the sponsoring agency.

The federal rates being used for each category (meals and incidental expenses, lodging and mileage) must be obtained from www.GSA.gov, printed out and attached. Federal rates are not allowed when travel is being charged to state funds. 
Request Approvals

Requestor – Signature of traveler

Dept./Division Head or PI – signature of the traveler’s department/division head or the Principal Investigator of the grant/contract.

Concur or Second Approval – To be used when a second authorized signature is required, such as requests for actual lodging which must be approved by VP for Administration and Finance.

President – The President of the university must approve all international travel.

Dept. Concur Box – Department may use this box for additional internal review(s) or approvals that they may choose to have.
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