Instructions for Completing the Request for Travel Authorization

Effective 12/1/09 until further notice, ALL TRAVEL must be approved prior to travel. A memo from department head with signature lines for dean and vice-president must accompany travel request. This travel authorization form is also required only for out-of-state or out-of-country. Out-of-country memo must include additional signature lines for MTSU president and TBR chancellor.

Section 1:

This is a general information section. Type or print your name, M-number (NOT social security number), the date of the request, on-campus phone number, on-campus P.O. box number, department, index (former – account) number, travel account (former – object) code (see list below), destination, departure and return dates in the appropriate blanks. Also check one box that best describes your position with the University.

Section 2:

Place an 'X" in the space that best describes the travel purpose.

Type (a) is for travel which is necessary for the proper execution of official University business or in justifiable pursuit of an institution's educational and research objectives.

Type (b) is for travel to conferences, workshops, seminars, or meetings of a professional nature which will increase the attending employee's usefulness to the University.

Section 3:

The Estimate of Expenses consists of reimbursable expenses and University paid expenses.

Reimbursable expenses are those paid directly by the traveler and include transportation, lodging, meals, registration fees, and other miscellaneous travel expenses. Indicate in the appropriate spaces your best estimate of these expenses. Note that should lodging costs exceed the maximum stated in the travel policy, your signature is required certifying that you obtained the lowest available rate.

University paid expenses include the use of motor pool vehicles, registration fees, and airfare billed through one of the three university contracted travel agencies. Consult MTSU Policy No. IV:02:01, Section 3.b., for current per mile cost when using motor pool vehicles. If you prefer to have the University pay your registration fees, you must attach a completed registration form including any mailing instructions.

Indicate if you want to receive a travel advance. Employees no longer need to obtain travel advances for airfare. Special needs for airfare may be approved by the vice president for Finance and Administration. Holders of the American Express Corporate Card are not eligible for advances except for the following circumstances:

  a.
 When an employee is traveling with a group of students and the employee is responsible for disbursement of all funds for the trip.

  b.
 In order to save the University money – one example would be to obtain discounts on air fares when purchased more than 30 days in advance.

NOTE: as of 7/1/00, the three travel agencies contracted to provide service for MTSU are 1) All Points Travel, 2) Town & Country Travel which charges $8.00 for each purchase made, and 3) Wright Travel which charges $15.00 for electronic domestic airline tickets and $20.00 for paper domestic tickets. Northwest Airlines is the preferred carrier for MTSU and will give travelers a 12% discount. All MTSU-contract travel agencies are aware of this discount.

Section 4:

Sign the form and obtain required approvals.

Travel Account (former-Object) Codes


73110
Individual In-State - Faculty


73115
Individual In-State - Administrative/Classified


73210
Individual Out-of-State - Faculty


73215
Individual Out-of-State - Administrative/Classified


73250
Individual Out-of-Country - Faculty


73255
Individual Out-of-Country - Administrative/Classified


73310
Group/Team Travel In-State


73410
Group/Team Travel Out-of-State


73450
Group/Team Travel Out-of-Country


73510
Visitor In-State


73610
Visitor Out-of-State


73650
Visitor Out-of-Country

Please refer to MTSU Policy No. IV:04:30 for a complete listing of travel account (object) codes and descriptions.

A Tennessee Board of Regents Institution

MTSU is an equal opportunity, non-racially identifiable, educational institution that does not discriminate against individuals with disabilities      MTSU  FA024-995

INSTRUCTIONS FOR FILLING OUT THE TRAVEL AUTHORIZATION FORM IN EXCEL

IMPORTANT: Always keep a blank electronic form stored for future use. Copy the file to a new

file name and use the new file to input your current information to fill out the form.

TYPING IN INFORMATION ON FORM:

1.
DO NOT type over form areas or change cell widths – it won’t print out right.

2.
Blanks on form are reserved for your personal information to be typed in. The font is different in blank areas to help differentiate your information from the form.

3
All underlined blanks are underlined with a bottom cell border.  You do not need to hit the underline button to get the underline; it will always be there.

4.
DO NOT copy information from one area of form to another. Some cells are merged, and copying over them will unmerge them – then your form won’t print out right.
5
To CHECK A BOX, tab over to the cell that contains the box then type an “x”.  The blank box will be replaced automatically with a box containing an “x”. This will work only if you have “autocorrect” enabled in your Excel program.
6.
To UNCHECK a box, find a blank box on the form, position your cursor on the cell containing it, hit “CTRL” and “C” together (or click “Edit” and “Copy”), move your cursor to the cell containing the “x’d” box you want to paste over, and hit “CTRL” and “V” together (or click “Edit” and “Paste”). The box containing an “x” will be replaced with a blank box. (Sorry, this is not a web-based fancy form!)
7.
*FEES charged by travel agencies – as of 9/1/00, new state contracts with travel agencies listed on form apply. Contracts allow certain fees to be charged by the travel agencies. Fees may vary by travel agency. You will be advised of extra fees when you contact the travel agency to secure airfare or other travel services.  Be sure to incorporate these fees into your requested amounts when applicable.

REIMBURSEMENT RATE CHANGES EFFECTIVE 11/1/04
*General Reimbursement Rates

The following shall remain in effect from and after November 1, 2004 until revised by the Chancellor.

In-state Travel Reimbursement Rates:
Level I Counties and Cities:


COUNTIES: Davidson, Hamilton, Knox, Shelby, Sullivan, Williamson.


CITIES: Gatlinburg, Johnson City, Pigeon Forge


STATE PARK FACILITIES: Fall Creek Falls, Henry Horton, Montgomery Bell, Natchez Trace, Paris Landing, Pickwick, Reelfoot Lake.


Maximum Lodging + Maximum Meals and Incidentals ($75.00 + tax + $38.00 M&I)


Day of Departure and Return:  Maximum Lodging + 75% of M&I


NOTE:  No meals will be reimbursed without overnight travel.
Level II Counties and Cities:


All counties, cities, and facilities not listed as Level I above.


Maximum Lodging + Maximum Meals and Incidentals ($65.00 + tax + $31.00 M&I)


Day of Departure and Return:  Maximum Lodging + 75% of M&I


NOTE:  No meals will be reimbursed without overnight travel.

Out-of-State Reimbursement Rates:

Use the CONUS standard rates for all locations within the Continental United States not specifically shown on the web page as a listed point.

http://policyworks.gov/org/main/mt/homepage/mtt/perdiem/travel.shtml


Maximum Lodging + Maximum Meals and Incidentals


Day of Departure and Return:  Maximum Lodging + 75% of M&I


NOTE:  No meals will be reimbursed without overnight travel.

Standard Out-of-Country Rates:

Actual expenses for lodging + Meals and Incidentals (or $51.00 M&I when no receipts available)


Day of Departure and Return:  Actual expenses for lodging + Meals and Incidentals (or 75% of $51.00 when receipts are not available for M&I)
Special Rates Under Exception One:

This exception applies to the Tennessee Board of Regents' Chancellor and his or her immediate staff, presidents of institutions, area school directors, and System employees traveling in their company. This exception rate schedule corresponds with Exception Number Three of the Comprehensive Travel Regulations of the State of Tennessee.

In-State Travel Reimbursement Rates:
Level I Counties and Cities:


Maximum Lodging + Maximum Meals and Incidentals ($80.00 + tax + $38.00 M&I)


Day of Departure and Return:  Maximum Lodging + 75% of M&I


NOTE:  No meals will be reimbursed without overnight travel.

Level II Counties and Cities:


Maximum Lodging + Maximum Meals and Incidentals ($70.00 + tax + $31.00 M&I)


Day of Departure and Return:  Maximum Lodging + 75% of M&I


NOTE:  No meals will be reimbursed without overnight travel.

Special Rates Under Exception Two:

This exception applies to Board Members of the Tennessee Board of Regents who are reimbursed for travel in the performance of their official duties. This exception rate schedule corresponds with Exception Number Four of the Comprehensive Travel Regulations of the State of Tennessee.

In-State Travel Reimbursement Rates:

Level I Counties and Cities:


Maximum Lodging + Maximum Meals and Incidentals ($95.00 + tax + $38.00 M&I)


Day of Departure and Return:  Maximum Lodging + 75% of M&I


NOTE:  No meals will be reimbursed without overnight travel.


Level II Counties and Cities:


Maximum Lodging + Maximum Meals and Incidentals ($85.00 + tax + $31.00 M&I)


Day of Departure and Return:  Maximum Lodging + 75% of M&I


NOTE:  No meals will be reimbursed without overnight travel.

Single Meal Reimbursement Rate:

The following table may be used to determine reimbursement for a single meal, when appropriate. NOTE: Meals will be reimbursed only when overnight travel is involved.
In-State and Out-of-State of Tennessee:
Meals and Incidental- Allocated by Meal


Per diem
31
35
38
39
43
47
51


Breakfast
  6
  7
  7
  8
  9
  9
10


Lunch

  6
  7
10
  8
  9
11
12


Dinner

16
18
18
20
22
24
26


Incidentals
  3
  3
  3
  3
  3
  3
  3

Out-of-State Reimbursement Rates:
Utilize the U.S. General Services Administration CONUS rates available at http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=17943
