CREIGHTON UNIVERSITY

Travel & Business Expenses Report (TER)

Completion Instructions

General:

The TER should be completed based upon the following instructions as well as in accordance with the guidance of the Travel Policy and Procedures contained in the Purchasing Policy and Procedure Manual.  All requests for reimbursement of travel and business expenses must be submitted on the TER.  Faculty/staff reimbursements will direct deposited to primary payroll bank account unless another bank account is specified to the Business Service Center.
Travel Section:

1. For reimbursement of expenses, enter the current date, employee name, Banner vendor number or net id, department name, contact person and telephone number, the purpose of your travel, and the date involved in the travel.    The travel purpose description should include the name of the class, seminar etc. that the employee attended while traveling.  Direct Pay Requests are not necessary when requesting reimbursement of business expenses using this form.
2. For each day traveling, detail the expenses incurred in the space provided.  Lump-
sum expenditures such as car rental and lodging may be included as one item on the final day of travel as opposed to splitting one billing into the daily components.  In this case, the date column should note the entire period covered.

3. The mileage reimbursement rate will be at the current IRS rate as outlined in the 

Accounts Payable Information section of the Accounting Services website.  Note the number of business miles driven in the Description column and multiply by the current mileage reimbursement rate.  The product goes in the mileage column.    

4. Any other expenses incurred must include a description of the expenditure in order to receive reimbursement.  This could include cab fare, parking, non-meal tips, etc.  These costs may be grouped together as long as the individual components are not significant and the description provides enough information to determine reasonableness of the expenses.

5. Subtotal the expenses related to Travel on the last line of this section of the TER.
Business Meals Section:

1. List the date, detailed description of the business purpose and the persons attending each business meal.  These meals are not to be confused with the individual meals associated with business travel included in the Travel Section.

2. Subtotal all meal expenses on the last line of this section of the TER.

Summary:

1. Subtotal the above two sections on the Total Employee Reimbursable Expenses line in the Summary section.

2. Deduct any advances received prior to the involved business travel, noting the related “I” number.

3. Total the above information to determine the total reimbursement due to (from) the employee

4. List the appropriate accounting distribution for all the reimbursable expenses within the Accounting Distribution section.  The account code in each case should correspond with the codes noted in each column of the TER.  If reimbursement is requested for something not described on the form, please note on the form or in the Other Comments section.

5. Total all accounting distributions on the Total line.  This total should equal the total in Step 3.

6.
The employee must sign the TER and forward it for appropriate approvals.

If the payee is not a University employee or a student note “Not an employee” on the employee signature line.

7. The department head is required to approve all TER’s for reimbursement.  Within the School of Medicine, the Medical Dean, Financial Affairs office also must approve the TER when it is $1,500.00 or more.  If the department head, director, dean or vice president is the employee to be reimbursed, then the immediate supervisor must approve the TER’s.

8. Submit the approved TER along with original receipts for each reimbursable item in excess of $75.00 and all lodging expenses to the Controller’s Office within seven days after returning from the trip.

