Business Guidelines for Faculty-Led Trips Abroad
Now that you’re approved to lead a Faculty-Led Program, it’s time to start working with the Business Office!  Here are the steps that need to be taken throughout your planning and booking process.  
Your contact for all travel related issues is Travel Coordinator   in the Business Office.  651-2090
1. Make an appointment with Travel Coordinator, and complete the Establishment of a New Account with the Business Office. This account will be used to collect deposits from students and make payments for the faculty-led program.   You will be given an account number after the paperwork has been processed.  Students will need this account number when making Deposits for the trip.    

2. Paperwork to complete ASAP:
a. NOA , Notice Of Absence,  as soon as you have concrete travel plans. 
b. A Request for Foreign Travel, a memo detailing travel plans and purpose, which will be sent to Dr. O’Brien for approval. 
c. A Travel Manifest which details all of the participants on the travel.  Send a copy to Travel Coordinator.

3. Making payments (CBA account, wire transfer, travel card, cash advance, or checks):
a. CBA account: The CBA account is a University Credit Card that you can use to purchase airfare and make payments to overseas vendors.  Detailed information regarding payments, protection, and benefits through the credit card account is available in the Business Office. 
i. Airfare must be booked on the CBA account. 
ii. When making payments on this card, you must plan on making the payment the following month.  
iii. You must complete a requisition for any expenses.  Once payment is made to a vendor, print off receipts and work with departmental administrative support to do the requisition, which will pull the funds out of the travel account you’ve created. 
b. Wire Transfer:  A wire transfer is used for expenses that cannot be made by any other means.
i. Obtain the name, address, phone number and contact person of the business that the money will be sent to. 
ii. Obtain banking information.
iii. Invoice of charges from company.
iv. Take all of the above to Dwaina Six, ext. 3351, in the business office.
v. Once approved, you need to contact Purchasing, ext.  2107, with the above information to have the company set up as a vendor.  Make sure the Purchasing office understands you are working with a business located abroad.
vi. A requisition then needs to be completed for the charges, signed by a faculty leader, and taken directly to the business office, Julie Harvell, ext. 2077. 
c. Checks: Same procedures as wire transfer, except that requisition goes to purchasing with a note for hold for pick-up with faculty information.
d. Travel Card: Your travel card can be used for purchasing meals, transportation, hotel, etc. 
i. Contact Citi-Bank to notify them that they will be traveling abroad and the dates and destination.
ii. Keep RECEIPTS in the envelopes provided!!!!!!!!! If do not get a receipt you need to keep a log of ALL included expenses, date, purpose, and amount (including currency).
iii. If a faculty member pays for both faculty and student expenses on the same receipt, the individual amount spent on each person must be recorded.  If an itemized receipt is not available or cannot be produced, please indicate on receipt, the total number of students and the total number of faculty members included in the payment.
e. Cash Advance: 
i. Make an appointment with Travel Coordinator to work through the cash advance.
ii. Prior to departure the Business Office will need to know the specific denomination (s), 10’s, 20’s, etc. at least two days before hand. 
iii. If it’s an amount more than $2000 Travel Coordinator will need notification at least 3-4 days ahead of time. 
iv. Keep ALL receipts.  All the money spent with the cash advance HAS to be claimed on the travel voucher.  
4. Booking Accommodation:  Receipts are mandatory, regardless of how it was purchased.   A list of the occupants in each room must be included. 
5. Payment for Services Abroad: The business office requires the faculty leader procure a Statement of Services Form for any type of payment made for services used during a trip, such as payments made to a tour guide, driver, etc.  
a. The statement of services form will have to be filled out in person while in the country and signed by the service provider.  This form will be picked up from Mary Young in the Business Office.
b. The faculty leader should get extra forms prior to departure for any unexpected services.  
c. Upon return the faculty leader will need to turn the form(s) in to the business office with invoice and receipt.

6. Exchanging Cash with Students:  If a faculty leader has to take or distribute any cash to students the transaction must be documented.  This is most common in situations where one group payment is more efficient or economical.  For example, a faculty member may need to purchase public transportation tickets for the entire group or pay a group rate for museum admission.  
a.  If cash is distributed to the students the faculty member must have students sign for the amount of funds taken or received.  The easiest way to do this is to make a list of the students with individual dollar amounts next to each name and have the students provide their signature upon receipt of the money.  
b. If cash is collected from students, document the activities and approximate cost for each student.  

7. Upon return (within the first 3 weeks of return):

a. Complete a Travel Voucher.  Include all receipts, labeled by day and purpose.  Every day must be documented, and if no money was used for a day state, “not applicable,” for that date.  This is most easily done if one faculty member is responsible for the receipt collection and organization during the trip.  Receipts must be taped down, and converted to US dollars. Use the excel sheet provided by Desirae. Get the travel voucher signed and turned into Travel Coordinator in the business office. 
b. Once the reimbursement check has been cut, if you have received a cash advance you will get a call from the business office to collect the check. Do this ASAP so that any excess funds can be refunded to students in the appropriate amount.  

8. Exchanging Money:

a. Keep a record of the exchange rate.  Keep the receipts from the exchanges.
b. Exchange all foreign currency back to USD prior to return.  
