CHECK LIST FOR FACULTY AND STAFF TRAVEL
Baylor School of Social Work – 2013-2014	
See www.baylor.edu/travel for more detailed information



THE FORMS YOU WILL NEED:
· Baylor Travel Authorization Form (TAF) – www.baylor.edu/travel.  
· BU Expense Report (ER)– www.baylor.edu/travel
· Texas Hotel Tax Exemption – www.baylor.edu/travel  
· Lost or Destroyed Original Receipt Affidavit – www.baylor.edu/travel.

DEPARTMENT AND ACCOUNT CODES:
· When traveling for SSW, use Department 043-1303 and Account 9382-90
· When traveling for Grants or other programs, contact Angela Pool-Funai (x3207) for correct numbers
   
PRIOR TO TRAVEL:

___1.   Complete Travel Authorization Forms
· Baylor Travel Authorization Form (TAF) guarantees university insurance coverage and reimbursement of expenses.
· Return completed forms to Kay Boatman, Financial Manager

___2.  Transportation – Airfare Options
a. Call a Baylor approved Travel Agency:
· House of Travel - 776-2560 - Agents: Bambi, Kyle, Carol, or Sherry
· Aladdin Travel – 753-0171 – Agent: Carolyn
b. Book a ticket.  The agency will email you the itinerary.
c. Email the itinerary to Kay Boatman (School) or Angela Pool-Funai (Grants) immediately.
· A Travel Agency Authorization Form (TAAF) will be filled out on your behalf for payment by Baylor.  This usually needs to be done within 24 hours of booking.
d. You may make your own reservations online or with an airline if there was cost savings. However, the traveler is forfeiting services that contracted agencies provide (name change, date change, cancellation, etc.) To receive reimbursement, the original dated receipt must be attached to the ER.
· Purchase the ticket with your own credit card.
· Submit the itinerary and proof of purchase on a Baylor University Expense Report (ER) for reimbursement.

___3.  Vehicle Options
a. Rentals originating in Waco
· You must be on the Baylor approved driver list to drive a vehicle leased by Baylor.  The Authorization and Release to Obtain Information Form can be found at www.baylor.edu/risk_management under the tab on the left called “Driving for Baylor”.   The form should be faxed to Jean Montgomery at 710-6256 (her phone is 710- 8990).  It could take up to 1 week to obtain approval and be added to the driver list.  
· Rent only when cost is less than using personal vehicle @ .565 cents/mile.  See Guidelines for Driving on Behalf of Baylor University, Section F, regarding use of personal vehicle for business reasons.
· Baylor has a contract with Enterprise Rent-A-Car and gives Baylor employees a discount for both business and personal use to reserve a standard size vehicle online or you may call Enterprise at 714-1131.  Our Enterprise account # is DBX6544.
* For business purposes decline the following optional insurance:  Collision Damage Coverage, Personal Accident Insurance, Personal Effects Cargo, and Supplemental Liability Protection.	
* Provide Enterprise with the traveler’s name, Department name and number to be used (Use the Grant or Center # if your travel is funded by the Grant or Center.)  It will default to the School-043-1303 unless you give them the number, so please be intentional about charging to the correct Department number.  Also, provide date and time of pick-up and return.
* Refuel before returning the vehicle to the rental agency for less expensive gas cost.  Retain your gas receipt and submit it with a request for reimbursement on a BU Expense Report (ER).  
* Retain a copy of the Enterprise receipt. Write name, dates, and reason for travel.  
   Give receipt to Financial Manager
b. Rentals when out-of-town
· Reserve standard size vehicle.
· For business purposes decline the following optional insurance:  Collision Damage Coverage, Personal Accident Insurance, Personal Effects Cargo, and Supplemental Liability Protection.	
· Pay with personal funds to be reimbursed on your Expense Report unless reservations made through Enterprise prior to trip. 
c. Personal Vehicles
· .565 cents per mile driven.
· See Official State Mileage Guide on Baylor’s website or ER.
· If traveling to several points, base mileage on odometer readings.   Odometer readings must be listed on the BU Expense Report (ER).
___4.  Lodging
· Baylor accepts the conference rate at the host hotel.
· Present a Texas Hotel Tax Exemption certificate at time of check-in.  Baylor will not reimburse Texas state hotel occupancy tax.	

___5.  Conference Registration
· Take or email completed registration forms to Kay Boatman.  She will make payment on your behalf with a Baylor Purchase Card.   Or if you are completing the registration on line, call Kay Boatman and she will come to your office and pay on line.
· Make every effort to get “early bird” rates.


DURING TRAVEL:

___1.  Meals
· Allowed $45 per day including tips – averaged over number of travel days.
· Tips may not exceed 15%.
· Receipts required for meals.
· Credit Cards receipts must be itemized.  Totals only are not accepted.
· Meal reimbursements on one-day trips are considered taxable income.

___2.  Parking
· Use remote parking at the airport.
· Use valet parking only if it is the sole parking available or is necessary for physical, safety, or business reasons.

___3.  Telephone
· Business telephone/fax and business internet usage fees will be reimbursed. Business purpose must be documented on the ER.  
· Personal telephone calls are an allowed, reimbursable travel expense not to exceed $10 per trip.  The purpose is to “check in” with the traveler’s family.  Note: University calling cards are available for this and other business purposes.  These cards make calling much less expensive than typical hotel rates.  For more information on how to obtain a calling card contact Telephone Services (710-3310).

___4.  Public Ground Transportation
· Cost of taxi, bus, or metro is reimbursable for business use only.
· Save and submit all receipts whenever possible.


AFTER YOU RETURN:

___1.  Complete a BU Expense Report (ER) online from the Forms & Instructions tab at www.baylor.edu/travel .
· Do not list pre-paid expenses.
· Complete beginning and ending dates.  (This will become part of the Report ID number.  Accounts Payable must have the number in this format for processing.)
· Be sure that the Daily Average Meal Cost does not exceed $45.  (This is automatically calculated on the ER by dividing the total meal cost by number of days for trip.)  
· Submit a Lost or Destroyed Original Receipt Affidavit with the ER for missing receipts. This must be signed by the traveler and the dean or associate deans when the dean is traveling.
· ER must be submitted within 15 days of when travel is completed.  
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