SHPRS Travel Information

SHPRS provides all faculty with a travel allowance of $1,600 per school year.
· Travel funds can be used for research trips, conference participation, professional meeting attendance, etc. and can be split into multiple trips
· Travel funds must be used within the current academic year. Unused funds do not roll over from one year to the next
· Travel funds may not be transferred to another traveler
· Travel funds are to be used for travel only; they cannot be used for other purchases (e.g., equipment)
· [bookmark: ]Travel must be completed and expense claim submitted by June 30, of the current fiscal year 

Please use the My ASU Trip Quick Reference Guide for assistance.  My ASU TRIP provides links to instructions on how to update a profile, create a trip request, book travel, and complete an expense report.  You will also find the Trip Manual and Travel Policy for your review.  


TRIP REQUEST - Before you leave, you must submit a Request in MyASU Trip/Concur
1. Check with SHPRS Business Office about your available funding for the fiscal year. Documentation is required when accessing travel funds awarded above and beyond the annual allotment per faculty member. Use account PG12245 for standard SHPRS Travel allotment. If you have additional funds available and are unsure of your account, please check with Jamise Caesar. Travel authorization cannot be approved without supporting documentation attached and/or comments entered on trip request
2. Complete the online travel form at: https://cfo.asu.edu/myasutrip  an approved travel request must be on file prior to departure 
3. The Auditor General’s Office requires that the travel authorization state the public purpose being served (example, presenting at a conference, conducting research at archive, etc.).
4. 
Upload your conference brochure
5. If renting a car instead of airfare, provide proof that car rental is less than airfare. See page regarding car rental.
6. Caesar, Jamise as Cost Center Manager and Becky Tsang as ATO
7. 
In the comments box, include how your class(es) will be covered if travel occurs during class time 
8. If you are combining business and personal travel please review Personal Time with Business Travel guide for best practices, see attached

How do I handle a zero-dollar trip in MY ASU Trip?  ASU employees who travel on official ASU business, but are funded from another organization where no reimbursements aremade must submit a zero-dollar trip request prior to the start date
BOOKING TRAVEL – Arranging for travel after your trip request is approved
Travel arrangements should utilize the most economical method of transportation in terms of expense to the university and the traveler's time away from the office. Utilizing the online booking tool within My ASU TRIP or calling the university's contracted travel agency are the preferred methods of booking travel. If renting a car for business travel faculty and staff must use an approved vehicle rental contract and complete the Authorized Driver Program.  If My ASU TRIP or the contracted travel agency are not used, the traveler should load his or her flight itinerary in My ASU TRIP to support the university's duty of care (to help ASU contact the traveler in case of emergency).
If traveling to an international destination, ASU Travel Policy Standard 3 should be reviewed prior to committing to a trip. The traveler is responsible for obtaining the proper passports or visas and following specific requirements for travel on Grant Accounts (RSP 504-01: Sponsored Projects Travel for ASU Employees). If a passport is required for authorized university business travel and the traveler does not already have a passport, the expense is an authorized reimbursable travel expense. The cost of a visa and associated fees are authorized reimbursable university business travel expenses. If these purchases are not on an ASU Travel Card, receipts are required for reimbursement.
Car Rental -faculty and staff are required to rent through the approved purchasing vehicle rental contracts. If a traveler rents off the contract they may be held liable for any cost incurred if there is an accident.  Car rental information can be found at https://cfo.asu.edu/sunmart#accordion-embed_1-2.
The traveler is responsible for obtaining any required immunizations or international medical insurance, and the fees for these are reimbursable business travel expenses with a receipt.
When faced with conflicting federal, sponsoring agency, or ASU travel policies, the more restrictive policy is followed. However, to ensure the consistent and equitable treatment of all ASU travelers, if the restriction results in a lesser reimbursement from a sponsored account, the department should consider covering the difference from a non-sponsored account, per ASU Travel Policy Standard 4: Arranging for Travel.
EXPENSE REPORT - When you return, process an Expense in MyASU Trip/Concur for reimbursements
Within one week of travel completion, you must do the following:
1. Log into your trip online and open your trip request to complete the actual expense portion of the online travel claim. Actual expenses should not total more than the amount of funding authorized.
2. All receipts must be uploaded at time the actual expenses are entered.

Per ASU travel policy, travelers are allowed 30 calendar days following their trip-end date to submit all supporting documentation and receipts to Travel Reimbursements for
processing. However, to allow time for SHPRS staff to perform the first level audit, receipts and trip summary should be submitted in Concur within 20 days following your trip-end date (add Caesar, Jamise as Cost Center Manager).  
[bookmark: _GoBack]
If the expense report with all pertaining documentation is not submitted into Concur and in a timely manner, the Travel Office 30-day policy will be violated.  In such cases, a late reminder will be sent directly to the traveler via email notifying the traveler. At 45 days past trip-end date, a second late reminder will be sent and additionally at 60 days, notification will be sent and may result in a notification of the senior fiscal administrator in the applicable college or VP area.  If any amounts were advanced or charged to the ASU Travel Card a payroll deduction may be necessary. Email travel related questions to SHPRS.Travel@asu.edu.  
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ASU Auto-rental-liability.pdf
FSl

Damage Waiver
and Liability
insurance

Arizona State
University

Car Rentals in 50 States, DC and
Puerto Rico

If renting under an ASU contract or the
State of Arizona contract with Hertz,
decline the optional insurance

State in contract that car is being used
for ASU business

ASU contracts and the State of Arizona
Hertz contract include insurance
coverage in the rate if you reference the
appropriate contract or code at time of
rental. The Customer Discount Program
Number for Hertz is 66596.

For Puerto Rico, if you do not use the
ASU or State of Arizona contract, please
opt for the local insurance coverage.

Car Rentals Outside the US

Purchase the locally required insurance
coverages

State in contract that car is being used for
ASU business

If traveling to multiple countries, please
read your rental agreement to confirm this
is permissible

Payment Method

Please use a P-card when not in travel
status

Use your ASU Travel Card or personal
card while in travel status

Use your ASU Travel Card or personal
card while in travel status

Accident Reporting

For accidents/damage claims, please
complete an auto loss report to Risk and
Emergency Management as soon as
possible.

Provide copy of rental agreement,
pictures, and police report if applicable

For accidents/damage claims, please
complete an auto loss report to Risk and
Emergency Management as soon as
possible.

Provide copy of rental agreement,
pictures, and police report if applicable




https://cfo.asu.edu/sunmart

https://cfo.asu.edu/Insurance-claims

https://cfo.asu.edu/Insurance-claims

https://cfo.asu.edu/Insurance-claims

https://cfo.asu.edu/Insurance-claims
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Personal Time with Business Travel.pdf
ASU Travel Policy Standard 12: Personal Component of Official ASU Travel

For trips that contain a personal travel component, ASU will reimburse the traveler for only those expenses that would have
been incurred had no personal travel component existed. The traveler should maintain documentation to support that the
personal travel component did not add any incremental cost.

Examples of additional costs that may be incurred by the traveler because there
is a personal component and that will not be paid by ASU are:

Car Rental
e double occupancy versus single occupancy lodging rates If renting a car for business
e per passenger charges for taxis or airport shuttles travel faculty and staff must use Ao
. aqr?itiopal car renlgal costs dfue Sfoa Iargtjtir vet:i;le need an approved vehicle rental 13
irfare incr ifferent trav - Jliabili
¢ alriare increases becalse o a diterent fravel day contract and complete the Auto-rental-liability
e airfare increases for indirect routes = . .pdf
e excess baggage or overweight baggage due to additional travelers Authorized Driver Program.
and

e choice of lodging location for the convenience of the personal portion of the trip, as opposed to the convenience of the
business purpose

Please note that university insurance coverage does not apply to a vehicle when used outside the scope and course of
employment, such as during the personal portion of a trip taken in conjunction with authorized university travel. If insurance
is needed for the personal portion of the trip, the traveler is solely responsible for the cost.

HOW TO ENTER PERSONAL TRAVEL IN MY ASU TRIP/CONCUR?

On the request header of your trip request in My ASU Trip, only list your business trip dates, with the personal days listed in
the comment box and ‘does the trip contain personal travel’ field marked yes.

Request 7RML D ED T G C B

Status: Not Submitted
Trip Name: Workday Rising 2018

Request Hesder | Segments | Expenses | Approval Flow || Audit Trail

Trip Name Trip Type Traveler Type Employee 1D
\Workday Rising 2015 2. International ~ v

Department ID Business Travel Begin Date ravel End Date

Main Destination City

(DOS01001) HR Partners 2018 013

EE | San Franciseo, California

Project/GiftiGrantiProgram

Center Does this trip contsin personal travel 7l Business Type

| (PG02143) ENGR-Shawn Jordan-llA &) ENGR-CIDSE Administration | v Yes v | 10. Other v
Conference/Event Host Reason for Trip (45 character limit) Trip Not to Exceed Comment
Goncur test Business dates are 6/2/20

will be adding personal tims on &/

Highest Location Risk Level Main Destination Risk Level

On your flight segment, enter the actual business and personal travel dates.

Request 7RML

Status: Not Submitted
Trip Name: Workday Rising 2018

Request Header Expenses || Approval Flow | Audit Trsil

Add Segment H

CLICK ICON TO CREATE SEGMENT =

a Air Ticket ® Round Trip One Way Multi- Segment. Amount: | 600.00| |USD
Outbound

From! |sk, Harbor Intl (Airport - PHX), Phoenix, Arizona
To:  sen Francisco airport - 370, San Fransisco, Calitomia

(departure | v

Comment

Return

(departure | v

Comment



https://cfo.asu.edu/sunmart

https://cfo.asu.edu/sunmart

https://cfo.asu.edu/authorized-driver-program



WHEN IS A COST COMPARISON REQUIRED?

e When combining personal and business travel:

e A cost comparison is necessary if the stay at the business location is extended longer than 1 day
either prior to or after the dates of the business mission. Generally travel status begins the day prior to

business and ends the day after end of business.

e A cost comparison is required when the airfare includes overnight stays at destinations (excepting
normal connecting airports) other than the business destination(s). The traveler must provide a cost
comparison showing lowest logical airfare for the direct route to and from the business location for the

days of business.

e A combination personal and business trip does benefit the traveler to some extent,
therefore, travelers should exercise special care not to seek reimbursement for expenses
that could be construed as personal i.e. additional lodging days beyond the business
dates and driving instead of flying, the mileage amount greater then what it would cost
to fly to destination will not be reimbursed.

¢ When leaving from or returning to a location other than 'Duty Post' or place of business:

e Travel expense reimbursement is limited to the lesser of expenses incurred departing
from or returning to the "duty post" or place of business. The duty post is defined as the
location of the permanent office.

e |f two adjoining trips are made for University business with no personal travel
included, a cost comparison is not required even though the traveler is departing from
a location other than the official station to go to the second business location. Make
a comment in the trip header noting that there will be no personal travel between
trips.

Request AVKU 0 £ T T ) Ty

Trip Name: TEST HELP

Request Header | Segments | Expenses || Approval Fiow | Audit Trail || Travel Advisor

TavsrTpe S Separiment D ushess Tav Begio Datep
o] [sur 5 (51725 sers [osnsmots

Does this trp contain personal travel7ly> Business Typ: Conference/Event Hostyy

"o <) [0 meins < [cones

Trip Mot to Exceed
51.500.00

Wain Destination Risk Level

e When Using A Train to Travel in a Foreign Country:

e Aforeign train, bus or other service carrier may be used in lieu of, or as a supplement to
air travel at the lowest rate by the transportation facility used.

e If such travel could have been performed by air, the allowance should not exceed that of
the lowest logical coach air accommodations.

o When airfare purchased is a higher class than allowed by University travel guidelines.

¢ When you drive instead of fly, your car mileage is limited to the cost of what it would be to fly to your

destination. Calculate the maximum miles that can be claimed by dividing the allowed airfare amount by

.445. Attach the airfare quote to the car mileage expense as a backup for the amount being claimed.

Status: Not Submitted
Amount: $1,781.00





WHAT DOCUMENTATION QUALIFIES AS A QUOTE/COST COMPARISON?

A. A cost estimate from an airline that does not include personal dates or destinations:

1. Airfare quote obtained prior to the trip from Concur - *see example below

a. Best Practice: Comparison should be obtained at the same time the trip is arranged.
2. Based on:

a. The business destination(s) for the dates and times of business

b. Include the day before business begins and day after business ends as travel days
3. Attach the comparison documentation to expense report or travel request

B. A copy of a co-worker's airfare itinerary/receipt (economy class) that attended the same business event
with no personal time or other travel destinations involved.

WHEN SHOULD A COMPARISON BE OBTAINED?

Comparisons should be obtained prior to the trip. Best Practice: At the same time the trip is
planned/arranged.

EXAMPLE COST COMARISON

Ao

L=

PIF

Flight Comparison
Example.pdf
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