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Training Objective

® To understand and correctly complete all
sections of the Weber State University
travel log envelope




Travel Process

e \While traveling, follow PPM 5-32.

® Use the WSU Travel Log to record all
travel expenses
Part |. General Information/Pre-Authorization
Part IIl. WSU P-Card Expenditures
Part lIl. Non WSU P-Card Expenditures
The Per Diem Rate Schedule

Part I\VV. Reconciliation of Cash and Personal
Expenses

Part V. Approval

Pay cashier if money is due WSU or
obtain reimbursement from cashier




Process Steps

® Follow individual department procedures to
obtain trip authorization

WSU Travel Log

Part I. General Information / Pre- Authorization

Complete " Dt

Pa rt I Department Purchasing Diepart: 8-1-10 10-30 am
Mlail Code: 1013 Fhone: 7113 Return: 8-4-10 2:15 pm
General

|nf0rmat|0n/ Cost Codels)  2.1-4980 Destinatiot Qan Diean

Pre- Reg Fee: § 419,00 Putpose: _Pyrchasing Card Conference

Auth o) rl Zatl on Reg. Fee Paid by Purchase Req. ot P-Card: P Card {List PR¥ or indicate "P-Card ")
{Affach copy of Regisftrafion/Conference Agenda. )

Estimatod Expanses (QPTIONAL)

Air Fare Pre-paid § 249 g Travel Agent Christopherson 1. Registration Fee
' 2. Mileage
‘Nancy Emenger 7.6-10 3 Air Fare

(Supervisor fntiizaion to Travel)” (Tvate) 4. Per Diem

3. Lodging
. Mlize.

{Cost Code Sathoriztion Sigrabre) Tofal Esfimated Expenses 4 4




Process
Steps (cont.)

PART II:
WSU P-Card
Expenditures

(only)

1. While
traveling,record
all transactions
on Travel Log

2. Enclose all
receipts in Travel
Log (envelope)

Use one
Travel Log
per trip

Part II.  WSU P-Card Expenditires (Only)
& B C D= (A+BHD)

ReceipisiRegquined:forill s Per Diem AT Business Total
Date Description / Fxplanation Expenses® Withdrawal|Expenses**|  Amount
8-1-10 Hertz - Car Rental 120.00 120.00
8-2-10 [ Outback - Dinner 17.00 17.00
8-4-10 San Diego Hilton 10.00 450.00 460.00
8-4-10 Gasoline & Pop/Snacks 500 36.00 4100
8410 | Park-N-Jet 18.00{48.00

Totals |32 00 624 .00 1656.00

oy B i) (I

#Pey Ther farlndes faddndal persoraal expases (Le, weals, persoval plamy calls, oy clemang ekl
#hPy iness Expenses Buwlwde Iodging @ fare, paring & bustiess-related prownsd rarspemhation



Process Steps (cont.)

PART IlI:
Non WSU P- Card
Expenditures

® Record cash
expenditures

® Cumulative total

of $20 accepted
without receipts

® Do not include
per diem
expenses

WS Travel Log

Part I11. Non WSU P-Card Expenditures
Cash Expended & Mileage
[Camrmalatinre total of F20 aced

Include reimburseable mileage by using
either the standard mileage or the actual
odometer reading




Per Diem Rate Schedule

Part V. Approval

I hereber certify that a1l Ferne of expetice Tuchided e pae at the
discharge of afhorized wmimrers ity basiecs and the aromits
claftned are comect ahd proper charges. I also certify that T b
tuot, tuor il be reimbamsed for ave of these e o o other
SONIICE .

P-Card Eecorciler

Per Diem Rate Schedule

Deparinye ey Par Then Rate  # of Days Total
Legwe 12:01 am - 10000 s 40 00 -_
Leawre 10:01 s - 4:00 peng 30 00 _m
Leawe 4:0]1 prn - Blidnigkt $ 24 00 _

54000 |2 | ggog
Febma 12:01 am - 10000 anf10 01 -_
Febm 10:01 s - 4:00 paw $21 .00 () ()
Febmn 4:01 pmn - Midndgka $40 .00 _

Total Allvwable Par THan NN




Process Steps (cont.)

PART IV: Reconciliation of Cash and Personal Expenses

Part IV. Reconcibiation of Cash and Personal Expenses
Fer Diern alloared for arnount of trasel (see Per Diern Bate Schedule below)
Total Hon W5 P-Clard Expenditures Part II1. (E)

Per Diiern / Personal Expenses Part I (&)

AT Withdrawal Part I1. (B)

Amwunt Due Traveler

If amount is negative, then Amount Due W5T by Traveler
fAfaeh AU Cashigr s Cfice Raceipf )




Process Steps (cont.)

PART V: Approval

® Sign Travel Log
® Obtain Supervisor's approving signature

Part V. Approval

I herebryr certify that all iene of experce Twchaded oo e at the
dizcharge of adbwrized wminrersite T e and the anomts :
clafimed are comect and proper charges. T also certife that T hae Per Diem Rate Schedule
twot, 1or il be rednbnrsed for arg of these ens foorn arer other
SONIICE . Deparoure Doy Per Dien  Rate  # of Days

Leawe12:01 s - 10:00 am F40 _|:||:||j
Leawre 10:01 an - 4:00 pen $30.00
Legue 4:01 pan - Midnigke 521 .00
Daterizg Full Days F40.00
Fefrn Dey Per Than

Fetma 12:01 amn - 10:00 awg10 .00
Febmm 10001 am - 4:00 pea§ 21 .00 1

Fetm 4:01 prn - MidnighaeF40.00
Total Allvuwable Pa Idan

P-Card Fecorciler




Process Steps (cont.)

Refund Due Traveler

e Take Log to the WSU Cashier’s Office for reimbursement

e Cashier will stamp “Paid” on the Travel Log Envelope and
return to traveler

Part IV. EReconcibation of Cash and Personal Expenses

Fer Dietn f Personal Expenses Part IT. (&)

& ThI Withdrawal Part II. (B)

Amount Due Traveler

If amount is negative, then Amount Due W5U by Traveler

fAffach WL Cashier s Chfice Raceinf )




Process Steps (cont.)

® Traveler verifies monthly statement against WSU
Travel Log and signs statement

® Reconciler reviews statement, log and approves
both

Part V. Approval

I herebey cortify that all iterne of experce wbided b me ot the
diccharge of atheorized meers ity tizeiness ad the anomwds :
claftmed are commect ared proper charges. I also certify that I haee Per Diem Rate Schedule
tuot, ¥uor will be renmbnmsed for aroe of these dene oo o other
COUICE. Depmraare Dey Pear THen Rade ¥ of Days

Leagre12:01 sm - 10000 and 40 .00
Leawre 10001 am - 4:00 penf 50 .00 1

f%:ﬁ r‘g ’ %ﬁ Lesre 401 pom - Midwighe $21 00 |
Jazerviz Full Days F4000) 9
Feturn Dey Par Tdam B
Febom 12:01 am - 10000 amF10 .00
Febmn 10:01 @m - 4:00 pen§ 21 .00 1

. O. Reconciler 9/7/10 | ammioimermm sdsunas
Doate

DP-Card FEecorciler Total ATl hle Per i

SIperyisor I

® Traveler files/retains paperwork for 4 yrs.



Part II. W5U P-Card Expenditures (Only)

& B o D= (A+BHD)
Ex am p I e 2 Recelpts Required for All Liems PerDiem | ATM | Business |  Total
Diate Description / Explanation Frpenses® Withdrawal|Expenses**|  Amount
Q 4 4N | I PR Cor RDaontal 4190 NN ZEaYaWaVa)
. O=1T-1TU 1 TCTIZ = Odadl N\Tlrlal 2U.UVJU 2U.UVJU
PART II: 8-2.10 |Qutback-Dinner 17.00 17.00
WSU P_Card Q0 4n VWealle Faee FlaVaWaYa) oW ~Ta 400 £N
O~ 1V VVTIio T diI'yu 1VV.VUVU o . IV V4. JU
. QA 1N S o NicaaHiltan 1000 AN 0N AGO-00
Expendltu reS (Only) U=~ TU JATT I_IIUUU LILLLLA®A N TU.UU JU.UVJU ==UVU.UVU
8-4-10 Gasoline & Pop/Snacks 3-00 36-00 41.00
g=4=t0—Park-NJet 1800 18:00

This example

shows the

addition of an

ATM withdrawal

and an additional

business DN

expense <

Totals | 29 nn [100 00 6268 50 |_758 50

AL TR~ TooUTovT AL A~ A~ a~g

(2] (B () 48

HFey Diern frwludes fradamal persovaal expaarses (1 e, meals persovedl plamee oafls, &y clemang ekc)
By siness Expenses elwde lodeing oy fove, poviang o nstness-rekmted prownyd s porhation




Example 2 (cont.)

PART IV: Reconciliation of Cash and Personal Expenses

In this
example, the
$1 OO OO ATM Part IV. Reconciliation of Cash and Personal Expenses

Wl th d rawa | Per Diiern allowred for arnount of travel (see Per Diem Fate Schedule beloar)
Total Mon W5 P-Card Expenditures Part II1. (E)
h a S b e e n Per Diern [ Personal Expenses Part 11 (&)
W h | C h Amount Due Traveler
If amount is negative, then Amouni Due WSIT'hy Traveler
chan ges the Attach Wall Cashier's Office Receipt)
amount due

the traveler




Part II. WSU P-Card Expenditures (Only)

E I 3 A B & D= (4+B+0)
Xam p e Recepbiltequsedifor il licns PerDiem | ATM | Business | Total
Diate Deseription / Explanation Fxpenses®| Withdrawal|Expenszestt]  Amount
PART II. n_4_4r\ | | 'y _f'\ D F ey | FRaYaWaYa) 40N NN
Oo=1T-T1TU il Udl M\Tlital 2U.UU 12U.UU
VVS U P- Ca rd 8-2-10__| Qutback - Dinner 17.00 17.00
: 8-2-10 Breakfast 0.00 10.00
Expenditures (only) reakas
8240 Dinner 2000 2000
8-3-10 Breakfast 700 700
8-3-10 Dinner 20.00. 2000
8-2-10 100.00 250 10250
1 8-4-10 | San Diego Hilton 10.00 450.00 460.00
This example 9
h h 8-4-10—-Gaseline&PopfSnacks 560 36-66 4166
SNOWS Changes .
. . 8=4=10 Park-N—Jet 18-66 18-06
In the per diem
expenses
Totals | o0 nn lunn An coceEn loac £n
OUJ.UVU TUU.UVU UZVU. JU UlTJ.JU
(&) (B () iy

*Fe Dhewn irelndes sncdcdoatal pevsovaal egrerses (1o, weals, persovydl plymae calls, @y clemang o)
#HBusiness Expenses relude lodeing @y fove, poving &t Business-reldted prowssd s portaiion




Example 3 (cont.)

PART IV: Reconciliation of Cash and Personal Expenses

In this
example,
there iS a Part IV. Reconciliation of Cash and Personal Expenses
change in the
per diem/

Per Diern allowed for amount of trasel (see Per Diem Fate Schedule heloar)
Total Hon W51 P-Clard E"}'mruﬂitu.t'rﬂ Part II1. (E)

Fer Dietn J Personal Expenses Part I1. {

personal AT Withdrawal Part IL. (B) -

EXpense  smountDue Traveler
reSUItlng |n It amount EEFiLi'-’E ﬂlEn "J.-m.nllmt Dule WS by Traveler
an amount

due WSU




Process Steps (cont.)

Amount Due WSU
® Traveler signs Travel Log

® Obtains Supervisor's approving signature
® Takes Log to WSU Cashier and makes payment

® Retains the cashier receipt in the Travel Log
Envelope

® Traveler verifies monthly statement against WSU
Travel Log and signs statement

® Reconciler reviews statement, reviews log (ensures
receiptis in Travel Log Envelope) and approves
both

® Traveler files/retains paperwork for 4 yrs.




Let’s Take a Trip

Conference in San Francisco

October 15th
through
October 17th




Part I: General Information/Pre-Authorization

WSU Travel Log

Part I. General Information / Pre-Authorization

Hatme: Dafe
Diepartment Depart: 10-15-12
Ivlail Clode: Return: 10-17-12

Cost Codels) Destination: San Francisco

Reg Fee: $500.00 Purpose: _ Conference
ez Fee Paid by Purchase Req. ot P-Card: P Card (List FR# or indicafe "P-Card ™)
{Affach copy of Regisfrafion/Confererice Agenda. )

Estimated Expenses (OPTIONAL)
Ait Fare Pre-paid $352 g Travel Agent Christopherson 1. Eegistration Fee

2. Mileage

5. &1t Fare

( Sipertdsor MAthorization to Trawel) (Trate 4. Pet Dietn

5. Lodging
f. Mizc.

(Cost Code fthorizstics, Signatire) Total Esfimafed Bxpensesy qq

O O .1- ¢
N © O




Part II.  WSU P-Card Expenditires (Only)

PA RT I I : Receipis Required for All Items Buszless = ET‘&I::EBI-FC:I

VVSU P-Card Description / Fxplanation Expenses™™*| Amount
Expenditures

(Only) Chilis Restaurant

Annlehee’s Restaurant
g <

Totals |44 Q0
() (B

#Pey Ther farlndes faddndal persoraal expases (Le, weals, persoval plamy calls, oy clemang ekl
#hPy iness Expenses Buwlwde Iodging @ fare, paring & bustiess-related prownsd rarspemhation




PART lll: Non WSU P- Card Expenditures

WSTU Travel Log

Non WS5U P-Card Expenditures

Cash Expended & Mileage
(O latioee total of F20 accepted vttt Teceipts )

Descripton of Business Expenditures (Do nof include Per Them expenses. )

Reimbursable Mileage (For Standard Mileage Rate see PRM 5-32, Schedule I)

From: Ak To:
ogach

a. Puarmber of IWiles7 ) = RateA

b. Odometer Feadings: BEetumn




Per Diem Schedule

Part V. Approval

I herebry certify that all deme of expence Twhided b me ot the
discharge of adhorized mammrers ity tusmess and the anomts
clammed are comect and proper charges. I also certify that T e
tuot, 1o wrill be remmbarsed for sy of these deme from s other
SONIICE.

P-Card Eecorciler

Per Diem Rate Schedule

Depariiye Dey Pa Th Rate # of Days

Leawre 12:01 am - 10:00 s 40 00 _m

Leatre 10:01 am - 4:00 P =0 00

Lws 0l pm - Midviegoiop | |

Tasriveg Full Davs F40.00 _
Feiarn Doy Par Than

Eebmn 12:01 am - 1000 a4 0 00 -_
Fetan 10:01 am - 4:00 prm $21 .00 _
et 4:01 pim - II.Iﬁle'L'i.Ej:'IIE; 40 00 m

Total Allvwable Par Iheam () ()()




PART IV: Reconciliation of Cash and Personal Expenses

Part IV. Eeconciliation of Cash and Personal Expenses
Fer Diern allowed for arnount of traseel (see Per Diern Rate Scheduale beloar)
Total Hon W5 P-Card Expenditures Part II1. (E)
Per Dietn f Personal Expenses Part IT. (&)
LTI Withdrawral Part IT. (B)
Amount Due Traveler

If amount is negative, then Amount Due W5TU by Traveler

o FI o N T T ro e - .
Affach WU Cashier 5 Cifice Racaipf )

ot il !




Points to remember

® (Cash expenditures should not be entered
in Part |l

® Do not record cash expenditures for per
diem items

® Record airline ticket and conference

registration fees in Part |

= Generally, these expenses will be recorded and
reconciled in a previous month




P Card Limits

® Purchasing card = $1,500 per transaction
$7,000 per month

e Travel P card = $7,000 per transaction
$7,000 per month

e ATM = limit established when approved
by Vice President




Lost, Stolen, or Damaged Card

Call JPMorgan Chase @ 1-800-316-6056

Notify WSU P Card Coordinator
@ ext. 7113

Notify your supervisor
Notify your reconciler




Use the
Reallocation Process When:

® The travel, or portion of travel, needs to
be charged to another account




Travel Training

Accomplished!

You are now able to
correctly complete a

WSU Travel Log and
are ready to travel!

Travel Envelopes are available in
the Purchasing Dept.

Call Purchasing with
questions, or if you need
help, at ext. 7113
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