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Using the Travel and Expense Claim Workbook

Step 1

In order for the workbook to function properly, Macros must be enabled.  In Office 2007 it is recommended that your Excel Trust Center Macro settings be set to “Disable all macros with notification.”  This setting will prompt you whether to enable macros every time you open an Excel workbook that has macros.  If you see this prompt, please select enable this content.  For more information on enabling or disabling macros, please visit Microsoft Office Online at http://office.microsoft.com/en-us/default.aspx
Step 2

After enabling macros, a series of questions will be prompted.  After answering the questions, the proper form for your situation will be displayed.

Step 3

Once the proper form is displayed, proceed to fill out the form in accordance with the Travel Policy Handbook.  For more detailed information on filling out the form, please see the “Completing the Travel Expense Claim Form” or the “Completing the Business Expense Reimbursement Form” sections located in these instructions.
Step 4

Once the proper form is completed, please print and obtain the proper authorizing signatures before submitting to accounts payable.  It is not recommended that your completed form be saved for the purposes of using it for future claims as the Macros programmed in the excel file will run again and create an error.  However, for record keeping purposes, the file can be converted to PDF if your system will allow it.  Also, instead of saving this workbook on your desktop for future use, it is recommended to always go to the Accounts Payable forms web page to obtain the most current Travel and Expense Claim Workbook.
Navigating the Travel and Expense Claim Workbook

Keyboard Shortcuts
Microsoft Excel’s Go To navigation can be prompted by pressing Ctrl + G on the keyboard.

Worksheet navigation using JAWS screen reading software can be prompted by pressing Ctrl + Shift + S on the keyboard.

Navigation Points

The Travel and Expense Workbook has various named regions in place for quick accessibility.  The following is a list of these reference points for each worksheet in the Travel and Expense Claim Workbook:


Worksheet TEC
· AccessToTravelExpenseClaim will take you to the start of the Travel Expense Claim form (cell D6).


Worksheet BusinessExpense
· AccessToBusinessExpenseReimbursement will take you to the start of the Business Expense Reimbursement form (cell D6).


Worksheet MonthlyTEC
· AccessToMonthlyTravelExpenseClaim will take you to the start of the Monthly Mileage Travel form (cell D6).


Worksheet MileageLog
· AccessToMonthlyMileageLog will take you to the start of the Monthly Mileage Travel form (cell C4).

· ColumnTitleRegion1 will take you to the Date, Destination, and Miles table headings.


Worksheet RelocationTEC
· AccessToRelocation will take you to the start of the Relocation form (cell D6).


Worksheet CommonlyUsedAccounts
· AccessToCommonlyUsedAccounts will take you to the start of the Commonly Used Accounts worksheet (cell A1).

Travel and Expense Claims Procedures
All reimbursement requests for travel expenses must be submitted on the Travel Expense Claim (TEC) form.  Any reimbursement requests for expenses not related to travel must be submitted on the Business Expense Reimbursement (BER) form.  When you open the Expense Claims excel worksheet, you will be asked questions, which based on your answers, will provide you the correct form.  The TEC must be submitted to Accounting complete with all required original receipts, required supporting documentation, and approvals within 30 days of the end of the travel period.  For recurrent local travel that is submitted for reimbursement on a monthly basis, the TEC must be submitted to Accounting within 30 days of the end of month in which the travel occurred.  For TECs that are submitted to Accounting more than 30 days after the end of the travel, only expenses documented by receipts will be reimbursed.  All expenses for a trip should be included on one TEC.  However, if the traveler omits expenses, a second TEC can be submitted as long as the omitted expenses are documented by receipts.  TECs that are submitted to Accounting on a timely basis, but are subsequently returned for corrections, must be corrected and returned to Accounting within 60 days after the end of the travel period.  After 60 days only expenses documented with receipts will be reimbursed.
When a receipt is lost or misplaced the traveler needs to obtain a duplicate copy from the establishment.  If cash was paid and a replacement receipt cannot be obtained the traveler will complete the Lost/Missing Receipts form and attach it to the TEC.

TECs in which no reimbursement is due to the traveler (zero dollar TECs) should not be submitted to Accounting.  Departments may want the documentation for their records but the TEC does not need to be processed in Accounting.  Furthermore, any TECs for less than $50.00 should be processed through petty cash unless there is a justifiable reason why a check needs to be prepared.  Either of these types of TECs received by Accounting will be returned to the traveler.  
Completing the Travel Expense Claim Form

The Travel and Expense Claim Workbook is located at http://www.csuci.edu/accountspayable/forms.htm.  It is in Excel format and can be completed, saved and printed from that location.  Departments may complete the form on behalf of the traveler in the case of applicants, non-employees, volunteers and/or students.   For the traveler completing the form on-line or using a pre-printed form, please complete the appropriate information and input the necessary expense amounts.

At the top of the form, select the appropriate box for the type of traveler.  If a CIT number was obtained from Procurement, please list it at the top of the form.  Fill in the name of the traveler.  Provide the department and position if applicable.  Provide the traveler’s address and phone number.  If the TEC is being prepared by someone other than the traveler, provide the preparer’s name and extension number.  List the departure date/ time and the return date/ time of the trip.  Be sure to note AM and PM for the times.  The TEC requires the departure date/time (HH:MM AM/PM) and the return date/time (HH:MM AM/PM) of the trip in order for formulas to calculate correctly. Note: There needs to be a space between the minutes and the AM or PM.  TECs that do not list the departure and return dates and times will be returned for correction.  Please check the appropriate box for the preferred delivery method for the reimbursement check:  mail or pick up.  The preferred method is Mail.  Checks selected for pick up will be available for the traveler at the Cashier’s Office.  If the traveler wants someone else to pick up the check, written notice must be sent to the Cashier’s Office by the traveler.  The traveler will receive an email from the Cashier’s office when the check is ready for pickup; the check will be available for 24 hours and will be mailed after that time if not picked up

Same-Day Travel

Use the Same-Day Travel section for travel that begins and ends on the same day and also use this section for claiming overtime meals of one day.  List the date and location of the travel.  Provide the out of pocket expenses up to the limits set in this handbook in the appropriate boxes.  Under “Meals” list the amount paid for Breakfast and/or Dinner that qualifies for reimbursement.  A drop-down list has been incorporated in the form to provide convenience when claiming the reimbursement limit for meals.  Note: the boxes for meals will turn shaded with diagonal lines through them indicating you are not eligible for those meals based on the entered departure date/ time and arrival date/ time.  Meal reimbursement for same-day travel and overtime is taxable and must be reported to the State Controller’s Office.  Amounts listed in these boxes will be transferred to the Source of Funding section for account 606803. Under “Registration” list the total amount paid by the traveler or CI for registration, conference and/or training fees.  Note: this amount will be transferred to the Source of Funding section for account 660009 less any registration previously paid by CI.  Under “Cost of Trans.” list the total amount paid by the traveler or CI for transportation costs such air fare, trains, inter-city buses such as Greyhound and rental cars.  Under the “Type Used” list the type of transportation used:  A—Air fare, T—Train, B—Bus, R—Rental car, and P—Personal car.  Under “Carfare Tolls Parking” list the total amount paid for other transportation costs such as taxis, intra-city buses, shuttles, tolls, parking fees and gasoline expense for rental cars.  If the traveler’s personal car was used, list the miles.  The mileage amount will be calculated.  Students cannot be reimbursed for the use of personal cars, rental cars and any expenses related to their use such as mileage, gasoline expense, parking and tolls.  Under “Other Travel Expense” list the total expenses paid by the traveler for phone calls, faxes, copying services, internet charges and other business expenses as listed in this handbook.  The total for all of the expenses will be calculated.

Incidental expenses are not reimbursable for same-day travel.  If there is lodging expense, the travel is considered over-night travel and the Over-Night Travel section of the TEC should be used.  

Overnight Travel

Use the Overnight Travel section for travel of more than 24 hours or for any travel that includes lodging expenses.  In the Overnight Travel section, use a separate line for each day of the travel period for which there are expenses.  Expenses that are paid prior to the travel period such as air fare and/or registration fees may be listed on the first day of the travel period.  Lodging expenses should be listed by day.

For each day, list the date of the travel and the location.  Provide the total out of pocket expenses up to the limits set in this handbook in the appropriate boxes.  Under “Lodging” list the lodging expense paid (room and room taxes only.)  Under “Meals” list the actual expenditures per meal up to the limits specified in this handbook.  A drop-down list has been incorporated in the form to provide convenience when claiming the reimbursement limit for meals.  Note: the boxes for meals will turn shaded with diagonal lines through them indicating you are not eligible for those meals based on the entered departure date/ time and arrival date/ time.  Remember that the departure and return days are subject to restricted reimbursement based on travel time.  Under “Incidentals” list any actual expenses paid such as fees and tips to baggage handlers.  Incidental expenses are not reimbursable on the first day of a trip.  Under “Registration” list the total amount paid by the traveler or CI for registration, conference and/or training fees.  Note: this amount will be transferred to the Source of Funding section for account 660009 less any registration previously paid by CI.  Under “Cost of Trans.” list the total amount paid by the traveler or CI for transportation costs such air fare, trains, inter-city buses such as Greyhound and rental cars.  Under the “Type Used” list the type of transportation used:  A—Air fare, T—Train, B—Bus, R—Rental car, and P—Personal car.  Under “Carfare Tolls Parking” list the total amount paid for other transportation costs such as taxis, intra-city buses, shuttles, tolls, parking fees and gasoline expense for rental cars.  If the traveler’s personal car was used, list the miles.  The mileage amount will be calculated.  Students cannot be reimbursed for the use of personal cars, rental cars and any expenses related to their use such as mileage, gasoline expense, parking and tolls.  Under “Other Travel Expense” list the total expenses paid by the traveler for phone calls, faxes, copying services, internet charges and other business expenses as listed in this handbook.  The total for all of the expenses will be calculated.

Recurrent Local Travel (Monthly TEC)
Recurrent local travel can be claimed using the "Monthly TEC" worksheet.  If all the travel days do not fit on the TEC a monthly mileage log may be attached to the TEC.  The Monthly Mileage Log is located in the "Monthly Log" worksheet or as a separate Excel file on the website.  Under “Departure Date” enter the first day of the month in which the travel occurred such as “07/01/09”.  Under "Return Date" enter the last day of the month in which the travel occurred such as "07/31/09".   Under “Carfare Tolls Parking” list the total amount paid for any transportation costs such as tolls or parking fees.  If the traveler’s personal car was used, list the total amount of miles for the month.  The mileage amount will be calculated.  The total for all of the expenses will be calculated.  Students cannot be reimbursed for recurrent local travel.

Prepaid Expenses

Any expenses that were paid by CI and not the traveler must be listed in the section labeled “Less Amount Paid by CI”.  The total amounts paid by CI for air fare and registration fees must be entered in the appropriate boxes.  The total for any other expense paid by CI must be entered in the box labeled “Other”.  Expenses paid by CI will be subtracted from the travel expense total so that only the expenses paid by the traveler will be reimbursed.  Any other adjustments should be made on the line labeled “Less any other adjustments”.  For example if the supervisor had set a travel reimbursement limit of $1000 and the total expenses paid by the traveler were $1200, an adjustment of $200 should be made.  Any explanation of the adjustment should be provided in the “Comments” box.  The amount of the reimbursement due to the traveler is calculated.

Chartfield Section

Add the appropriate chartfields in the chartfield section.  There should only be four accounts that would be used for travel:  In-state travel (606001), Out-of-state travel (606002) Workshops and Conference Fees (660009) and Taxable Reimbursements (606803—meals for same-day travel and overtime meals). A tab titled “Commonly Used Accounts” has been provided for your convenience.  Allocate the total trip expenses to the appropriate chartfields.  The Total Amount box will turn the color red if it does not match to the Amount Due Traveler.
Completing the Business Expense Reimbursement Form

Complete the top portion same as on the TEC.  Notice that the BER is only for employees or students.  Any other types of claimants must be paid through a Check Request Form.  Also note that the Departure Date/ Time and Return Date/ Time sections have been removed because they do not apply.  
In the body of the form under the “DATE” heading, enter the date of each receipt.  Under the “VENDOR” heading, enter the name of the person or company whose services or products you purchased.  Under the “PURCHASE DESCRIPTION” heading, enter a description of the products or services that were purchased.  Under the “WAS SALES TAX PAID?” heading, type or select from the dropdown menu “Y” for yes or “N” for no, whether sales tax was paid on the transaction.  Under the “BUSINESS EXPENSE” heading, enter the total amount of the business expense claim for each transaction documented by a receipt.  Under the “PRIVATE CAR USE” heading, enter miles traveled for the sole purpose of incurring a business expense.  Fill out the remaining sections the same as on the TEC.
General Information

Travelers must briefly describe the purpose of the trip.  Please avoid the use of acronyms.  This section can also be used to comment on any entry on the TEC/BER that may require clarification.  All required original receipts are to be taped to 8 ½ by 11” paper and attached to the TEC/BER. Claimants who have lost receipts should contact the vendors in order to get duplicate receipts.  CI employees and students should fill in the “Normal Work Days” section.  Students would list their normal class days.  If a personal vehicle is used, the license plate number must be listed.  The form is set to calculate using the mileage rate set by the IRS.   Travelers who, due to physical disability, must operate only specially equipped or modified vehicles may claim 60 cents per mile.  If the 60 cent mileage rate applies, travelers should change the mileage rate in cell L47.  Travelers must also attach a page stating “I certify that the actual cost of operating my vehicle is equal to or greater than the rate claimed.” complete with signature.

All claimants are required to sign and date the TEC/BER.  TEC/BERs submitted to Accounting without the claimant’s signature will be returned.  The TEC/BER and all required documentation should be submitted to the claimant’s supervisor for approval.

Approval of the Travel Expense Claim Form

All Expense Claim forms must be approved at the Department Manager level.  Some divisions require a second approval at the Vice President level.  In either case, authority to approve TEC/BERs may be delegated.  However, persons with designated signature authority cannot approve TEC/BERs for people in superior positions.  

It is the responsibility of the approving supervisor to determine that the TEC/BER has been completed correctly, has all the required documentation and is in compliance with the limits as listed in this handbook.  In addition to required receipts, the Travel Authorization form is required for international travel as this documents that the President has approved the travel and may have approved the US State Department Meal rate.  If a supervisor sets more restrictive reimbursement limits on the Travel Authorization form, it is the supervisor’s responsibility to verify that the TEC correctly reflects those limits.  Supervisors should return any TECs to the traveler for corrections.  TECs must be submitted to Accounting within 30 days of the end of the travel period, therefore supervisors should be timely in approving TECs or returning them to the travelers for correction.  Supervisors may only approve expenses allocated to departments and chartfields over which they have authority.  After approval, the supervisor may send the TEC/BER for Division approval, if required, or directly to Accounting.

Contact Information

The Travel and Expense Claim Workbook was created by the CSU Channel Islands Accounts Payable department.  If you have any questions regarding this form or the travel policy, please contact the following:

Accounts Payable

CSU Channel Islands

One University Drive
Camarillo, CA 93012

(805) 437-3700
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