Basic Procedures for Completing Travel Authorization Form

For any overnight travel or travel involving subsistence, a TRAVEL AUTHORIZATION form must be completed by the traveler.

1. Traveler:                   Enter the name of the traveler.

2. Department:              Enter the name of the department where the traveler works.

3. 6 Digit Acct. #:         Enter the first 6 digits of the account number to be charged for the travel  (ex. 1170-03).

4. Travel To:                 Enter the city, state, foreign country, etc., to which the individual is traveling.  

5. Depart and Return:    Enter the departure and return dates and times. (The times are used to determine the 

                                             allowable meals -see Section 3-2 and 3-3)

6. Purpose:                    Enter the purpose of the trip.

7. Mode of Travel:        Check the mode – air, personal car, State/School car.  If other, describe.

8. If by car:                    If travel will be by personal car or State/School car, list driver and passengers.

9. Hotel Name:              Enter the name of hotel traveler will be staying at.

Cost Calculation:  The items listed under the cost calculation section are in EXCEL format. To complete this section, place the mouse anywhere in that area and double click.  This brings up the EXCEL spreadsheet.  Once the data is entered, click anywhere outside the EXCEL spreadsheet.  This will close it.  If changes need to be made, simply double click anywhere in that area to open the EXCEL spreadsheet again.  THESE ARE ESTIMATES ONLY.

1. Lodging:                       Enter number of nights of lodging and cost per night (Appendix B – Rates-at-a-Glance).  

                                            The State Budget Manual sets the in-state and out-of-state lodging costs.  However, excess 

                                            lodging  is allowed when an employee is in a high cost area and unable to secure lodging 

                                            with the current allowance or is staying at the recommended hotel of a conference. If the 

                                            amount entered for lodging is greater than the allowable limit, it will be considered to be 

                                            approved in advance. 

2. Meals:                           Enter number of days and cost per day (Appendix B – Rates-at-a-Glance) for travel period.

3. Transportation:             Indicate if travel will be air, bus, or rail and enter cost.  Indicate if the cost will be billed 

                                             directly to NCSA (yes) or if the traveler will be reimbursed (no).

4. Private Car:                  Enter approximate number of miles and rate to be charged (Appendix B – Rates-at-a-Glance),

5. Rental Car:                   If a rental car is to be requested, enter the total cost.  The traveler must also attached a brief 

                                            explanation on why a rental car is being requested.

6. Airport Parking:           Indicate the number of days and a good estimate of what the cost will be.

7. Taxi/Limo:                   Enter an estimate for potential use of taxis or limos.

8. Registration Fee:          Enter the cost of the registration fee, if any.

9. Other:                           Briefly describe any other potential expenses not listed above and estimate their total cost.

10. Total Estimated Cost:  The EXCEL spreadsheet will calculate the total cost.

Next to each of the estimated costs is an object code.  The first 2 digits will always be 31.  Indicate the last 2 digits based on the category and whether the travel is in-state, out-of-state, or out-of-country.  

The traveler must sign and date the authorization form.

The supervisor must also sign indicating knowledge of the travel and approval of the estimated funds.  

The Chancellor must sign the authorization if the traveler is supervised by him or if the travel is out-of-country.

Advance Request:  Check yes if an advance is required   Traveler will receive 75% of total estimated cost less any prepaid                                               

                                  expenses.  Traveler must also sign indicating agreement to the terms and conditions for receiving a travel 

                                  advance listed on the form.

A request for a travel advance must be submitted to the Accounts Payable office on this form at least 2 weeks prior to the date of need to provide adequate time for check preparation (Section 11, Part A-2).  State employees who have been issued American Express Corporate Cards for travel should not be issued travel advances.

IF THE TOTAL ESTIMATED COST OF THE TRAVEL AUTHORIZATION IS $3,000 OR GREATER, A DETAILED WRITTEN EXPLANATION OF THE EXCESS COSTS ASSOCIATED WITH THE TRIP AND AN EXPLANATION OF THE VALUE OF THE TRIP TO THE SCHOOL MUST BE ATTACHED TO THE TRAVEL AUTHORIZATION FORM.

