Terry Campus

Travel Reconciliation Guidelines
Per the Campus Director, all travel for faculty, staff, and/or students must be pre-approved.  Any travel conducted without an approved travel request signed by the Campus Director is unauthorized travel and not sanctioned by the campus.  Personnel on unauthorized trips assume full responsibility for themselves, students and guests.  In addition, personnel are subject to sanctions for failing to follow established college policies and procedures.
Supporting Documentation
· Approved Travel Request and/or Student Activity Request
· Per Diem Rates (www.gsa.gov/perdiem)
· Meals and Incidental Expense breakdown (www.gsa.gov/perdiem)
· All required travel receipts - meals and hotel must be itemized

· Do not include tax when figuring the tip 

· If you do not have a receipt you must provide a notarized letter

Completing the Reconciliation

· Organize receipts by date

· Start with the first day of the trip (registration fees and airline fees would be entered first – even if they were paid in advance)

· In order for transactions to be entered on the same line, the transaction must occur on the same day and the transaction must be the same “paid type” (cash, visa, or paid).  Cash = paid by employee, Visa = paid by Supercard, and Paid = paid in advance

· Mileage has increased to 40 cents from 31 cents.  Once you enter the mileage, the formula will calculate the dollar amount.

· The departure and return mileage must be entered on separate lines
· Parking and tips must be broken down by each day 

· Please make sure all coding information is correct.   If you are using another department’s coding, approval must be attached in writing
· Please email the completed Travel Reconciliation to csweeney@dtcc.edu for review before it is printed and approved.
· Documentation of funds due DTCC (if applicable upon Accounting Office’s review)
Cardholder’s JPMC Supercard Log Sheet 
· The approved Travel Reconciliation must be submitted with the JPMC Supercard log sheet.
· The Supercard log sheet must be subtotaled by appropriation and IBU MBU and match the Travel Reconciliation 
· The Supercard log sheet must be approved on the correct signature lines by the Supervisor, Dean/Director, and Campus Director
· Original travel receipts must be attached to the Travel Reconciliation.  You do not have to make additional copies for the Supercard log sheet.  If a trip occurs in different months, you do not have to attach copies of the receipts to the Supercard log sheet; just attach a copy of the approved Travel Request and approved Travel Reconciliation (if applicable). 
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