1.

Updated: 3/27/26

P VS

NEW MEXICO TECH

SCIENCE » ENGINEERING » RESEARCH UNIVERSITY

Dynamic Forms Travel Reimbursement Voucher Instructions

Please follow the link below to access the Travel Reimbursement Voucher Form: Travel Cover Page
The Travel Reimbursement Voucher Form is also located on the NMT Travel Office web page: NMT Travel

The new SSO version of Dynamic Forms may be found here: NMT Dynamic Forms Dashboard. Your username will be your Banner ID
(900#) and Password. (This will be the same credentials that you use to log-in to your Admin Network Computer, Banner Application
Navigator or Academic Labs, but NOT Banweb/Wireless). If your password does not work (or you do not remember it), it may be
expired and you can visit the ITC Helpdesk in the Workman Gold Building. If you are off-campus or you need to contact the ITC
Helpdesk for any other reason, you may contact the ITC Helpdesk here: help@nmt.edu / x5700.

Enter the following information:
a. The travel number will be filled in by the Travel Office.

b. Select yes or no on whether you are the traveler.

c. Select a contact person that the Travel Office can contact with any questions.

d. Enter a funding department which is the department you are traveling on behalf of. If the Federal Per Diem box is checked,
you will not have to enter the time of departure or the time of return.

e.

Select where the trip began. If other, enter the departure address in the box provided.

Travel Number: *

NEW MEXICO TECH

SCIENCE + ENGINEERING « RESEARCH UNIVERSITY

Travel Reimbursement Voucher

B Date: | 3/9/2022

Are you the Traveler? * - Please Select - v
Who should be contacted with questions? ¥ - Plgase Select — v D

Primary Funding Department o*|

‘ Using Federal Per Diem? [

Travel Departure Point (Where did you begin your trip?):

— Please Select -~ E

Destination: "|

Date of Departure: E Date of Return "I:I
Time of Departure! «\:I ﬂ Time of Return: E

Check for Multiple Destinations )
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Enter the city and state of the travel destination. Check the box for multiple travel destinations. Select the date of departure and
date of return. Please note that travel reimbursements issued greater than ninety (90) days, per the IRS Accountable Plan, after a
traveler returns become taxable to the traveler and will be forwarded to the Payroll Office for tax withholdings. Any amount not
substantiated must be reported as wages or other compensation on the traveler’s W2 and is subject to withholding and payment
of employment taxes. Enter the time of departure and time of return.

Destinafion: ] | Date of Departure: *l:' Date of Return: *l:'
Time of Departure: *I:I * Time of Return: *I:I *

Check for Multiple Destinations [~

Provide all that applies to your Travel Actuals.

a. Ifapplicable, select either NMT Per Diem, Board of Regents Rate or Federal Per Diem. The total reflects the first and last
day reduction rules. Ensure you know what per diem is allowable on the Index you are traveling on BEFORE you travel.
You cannot split between NMT Per Diem and Federal Per Diem.

b. If NMT Per Diem is selected:

i. If Meals and Incidental Expenses is selected, enter the number of FULL 24 hour days/nights. Then select the
number of hours for partial days. A Date/Time calculator link is provided on the form for your use.
ii. If Lodging is selected, choose whether it is in state or out of state travel and enter the number of days/nights.

c. If Board of Regents Rate is selected:

i. Select either Physically Attending < 4hrs or Virtual OR Physically Attending > 4hrs.

d. If Federal Per Diem is selected:

i. If Meals and Incidental Expenses is selected, enter the number of days/nights along with the rate provided by
GSA. The prorated amount will automatically be calculated.

ii. If Lodging is selected, enter the number of days/nights along with the rate provided by GSA.

iii. If using Federal rates, the requester must print the Federal Meal & Incidental Expenses (M&IE) rates and Daily
Lodging rates from the GSA website. This print out and calculation must be attached to the Travel Request Form.
NMT will not reimburse amounts in excess of maximum allowable Federal per diem rates without written
agency approval prior to traveling so it is very important to know what those rates are and choose hotel
accommodations at or below the maximum per diem allowed.

iv. The link to the GSA website is provided on the Travel Reimbursement Voucher for your use and information.

e. Select yes/no if any meals were provided during the trip. If yes, enter the number of meals for each breakfast, lunch and/or
dinner. Your per diem will be calculated and reduced.

f.  If Hotel is selected:

i. Select Actual amount, or as limited by GSA or Actual Rate Exceeds GSA max.
ii. Select payment method.

iii. Enter the total amount of the hotel expense.

g. Ifapplicable, select Transportation and select all transportation that applies. Next, select the payment method and enter
the rate or amount

i. If selecting Personal Vehicle, select either the current year mileage rate or other depending on when the travel
occurred. There is a drop down option that provides the standard roundtrip mileage from Socorro to multiple
destinations in NM. You can use the miles provided and enter it in the miles input box or enter the miles traveled
based on the map you attach showing the departure address and arrival address that includes the total miles
traveled.

ii. If selecting Official Vehicle, you can enter the vehicle number along with the odometer beginning and ending
numbers which will calculate the total miles traveled.

iii. When electing to drive to a destination versus flying, justification for driving and a comparison must be provided
prior to traveling.

iv. NMT will reimburse or pay the cost of commercial airline at the lowest available rate that meets business needs.
(Will not reimburse preferred seating or early bird options).

v. Tips will be reimbursed at up to 20% of the trip fare. Please do not calculate tips with taxes and fees included.

h. If applicable, select Registration, enter the name of the vendor being paid for the registration, the payment method and
the amount

i.  For any other travel expenses that were not listed above, select Miscellaneous, choose from the options listed or enter the
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description of the expense and the expense amount.
j.  Descriptions of the payment method selections are below:
i. Select prepaid by traveler when the traveler has already paid for the expense and the receipt/proof of purchase is
attached to the reimbursement voucher.
ii. Select NMT Purchase/Paid by University if expenses were paid by Direct Payment or Rio Grande Travel.
iii. Select P-Card if the expenses were paid with a purchase card and the receipt/proof of purchase is attached.
iv. Select Gas Card for fuel expenses paid for with the traveler’s gas card during the trip and the receipt/proof of
purchase is attached.
v. Select Paid by Traveler During Trip if the traveler paid out of pocket for expenses and the receipt/proof of
purchase is attached.
k. If you received an advance and/or prepayment check before the trip, enter the amount of the check(s) in the Amount of
Prepayment and Advance Received before the Trip box so the amount to be reimbursed can be reduced by the advance
and/or prepayment.

Please note, if you have checked an expense box, selected a payment method and entered an amount and then want to delete that
information, you cannot simply uncheck the expense box. You must delete each amount that you no longer want included and back
your way out of the entry be deselecting all of the information. There will also be a “Reset” box available to check if you would like

to reset the travel estimate portion of the form and start over. Only one reset will be allowed. If you need to start over again, please
delete your current form and start a new one. You are also welcome to contact the Travel Office for assistance.

Nights

Per Diem Rate [_] NMT Per Diem

[[] Board of Regents Rate:

To calculate Days and Hours, click HERE.

[] Federal Per Diem
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Hotel "| - Please Select - -

Transportation

Airfare " - Please Select- v
Standard Roundirip Mileage
from Socorro to:
- Please Select - -
Miles:
0
Personal Vehicle | ~Please Salact - v
Official Vehicle #: \:I Odometer: Miles |

Eeginning

-- Please Select -+

Fuel “| -- Please Select - v
Taxi/Shuttle “|-- Please Select - v

-- Please Select - v |

Car Rental

Registration Vendor Name: | b

Miscellaneous b 5 0.00

Miscellaneous

Describe Misc. 1i*| | ’|:|

Describe Misc. 2: | |

Describe Misc. 3: | |

Total Cost S 0.00

Subtract:

NMT P-Card and Other (-) 5 0.00
Univergity Payments

O Calculated Traveler Amount of Prepayment @] ’|:I

Prepayments: and Advance Received
Check to Reset $0.00 before the Trip:
Travel Estimate
{Allowed Once)

Travel Office Override: Amount to be
Reimbursed

If you have any special instructions or a specific remit to address/type, please specify in the boxes provided.

Special Instructions: Remit Tao:

Funding Source
a. Distribution: select whether you would like to distribute the amount charged to the Index by percentage or dollar amount.
Enter the Index.
Select the Account code from the selection box. (710201)
Enter Activity Code if needed. (If you are unfamiliar with this, please disregard).
If multiple indexes are being used, select the Add More Rows checkbox.

®ao0 o

Funding Source

Distribution:
[ Please Select -~

Index: ’I:I Account: | Please Select — w Activity Code: I:I

Add More Rows? [
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10. Receipts and Documentation

a. Choose file box to upload any receipts, i.e. airfare, registration, hotel, etc. The receipts must include last 4 digits of the
credit card used. Missing receipts is the most common reason for delay in reimbursement.

b. If areceipt has been lost/never received, check the No Receipt Expense Statement box and after you submit the Travel
Reimbursement Voucher, you will be directed to the No Receipt Expense Form to fill out.

c. Note: The preferred method of attachments is to combine all documents and receipts into one document before attaching
to the form as .PDF or .PNG ONLY.

Receipts and Documentation

Mo Receipt Expense Statement? “Will be filled out after clicking the "Submit Form’ Button at the bottom of the

D page.

Upload Documentation/Receipis:

Choose File |No file chosen Choose File | No file chosen Choose File | No file chosen

Files over 25 MB will not be accepted Files over 23 MEB will not be accepted Files over 25 MB will not be accepled
Choose File |No file chosen Choose File | No file chosen Choose File | No file chosen
Files over 25 MB will not be accepted Fites over 23 MB will not be accepted Files aver 25 MB will not be accepted

11. Form Initiator Signature

a. Click to electronically sign the form.

| hereby certify that the above travel has been completed for the stated purpose; that the above itimized account is just and true in all respects, and that
the amount claimed is due and payable.

{click to sign)

Requestor Signature Date

12. If the requestor is filling out the form on behalf of the traveler, the form will route to the traveler for electronic signature once
submitted.

The requestor and approving authorities certify that the above constitutes NMT business related Travel.

(click to sign)

Requestor Signature Date

Traveler Signature Date

13. Supervisor, Dept. Division Head or P.l. This voucher cannot be processed without their signature(s).
a. Please enter contact information of the Supervisor, Dept. Division Head or P.l. approving the Travel Reimbursement
Voucher.
b. If additional departments are required to approve the Travel Reimbursement Voucher, choose yes or no from the selection
box and enter their information.
c. Please ensure the email address is entered correctly so the form will route to the authorized signer. If it is entered
incorrectly, the form will not route until the email address is corrected.

Please enter contact information for the form participant(s) listed below. This voucher cannot be processed without their signature(s).

Supervisor, Dept. Division Head or P.I.:

First *| | Last "| | Email Address:  *
Mame: Name:
Send to another department to concur? |__ Please Select - ~ |
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Submission and Saving Progress
a. If at any point, you need to gather more information about the trip, scroll down to the bottom of the form and click Save

Progress.
b. When finished filling out the form, scroll down to the bottom and click the Submit Button. This will trigger the form to

route for approvals.

| Save Progress || Submit Form |

Reimbursement Approvals

a. Click to electronically sign the form, add comments if needed.

Reimbursement Approvals

Supervisor, Department Division Head or P.l.

Supervisor, Dept. Division Head or P Date
Signature

Comments:

Once the Travel Reimbursement Voucher is received by the Travel Office, it will be reviewed and processed. If the Travel Office has
any questions, requires corrections to be made or needs additional documentation, the Travel Office will return the voucher
through Dynamic Forms back to the form initiator. Once the initiator re-submits the voucher, it will then re-route to the approvers
and back to the Travel Office for processing.

If you have any questions or need help filling out the Travel Reimbursement Voucher Form through Dynamic Forms, please email
the Travel Office at traveloffice@npe.nmt.edu.
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