General Travel

A Travel Authorization must be turned in to the Business Office at least two weeks prior to any trip. TAs requiring pre-payment of
conference registration should be filed three weeks in advance. Please refer to the guide below in determining payment options

and reimbursable costs to include on a Travel Authorization. For specific instructions on how to fill out the form, click here.

Verify that travel is permitted from
source of funds and obtain approval
from Department Head, Vice
Chancellor, and Grants Administrator
where appropriate.

l

How far

are you
traveling?

Less than 20 mi

|
Greater than 500
mi royndtrip

roundtrip
Between 20 and
500 mi roundtrip
There is no Refer to the
mileage policy to use a

rental vehicle,
personal vehicle,
or state vehicle

reimbursement
under 20 miles
roundtrip

Consider the
time/cost benefit
of flying and refer

to the policy for
purchasing
tickets

l

]

Do you need
to pay
registration
fees?

Are we

paying the
organization
directly?

Yes

Yes

Pay for it out
of pocket and
submit the

Obtain an invoice for
the registration cost,
fill out a TRV payable
to the organization,
and submit to the
Business Office with
the TA three weeks

receipt for
reimbursement

prior to the conference

Are you
staying
overnight?

Yes

Y

We cannot prepay
lodging costs for
Faculty and Staff. Pay
out of pocket and turn
in the itemized
receipts after returning

No

NOTE: You may
not receive
reimbursement
for food for one
day trips

l

Do you
anticipate any

Refer to the

Do you need per diem rate
_ to be Yes table for

reimbursed amounts
for food? allowable

A

Yes

miscellaneous
expenses?

Refer to the
policy to

determine if

the expenses
are covered

Fill out a TA with all expenses
determined above and turn in to the
Business Office at least two weeks
prior to the trip (three weeks for
conference registrations).

|

1 \

Upon return from the trip, fill out a
TRV and turn it in to the Business
Office with all proper receipts and
documentation attached. For specific
instructions on filling out a TRV form,
click here.



http://cms.uscb.edu/revize/uscb/about_us/offices/finance_and_operations/controller/disbursement/travel/domestic.php
http://www.uts.sc.edu/forms/trv-form.pdf
https://web.admin.sc.edu/entryT.php
http://cms.uscb.edu/revize/uscb/about_us/offices/finance_and_operations/controller/disbursement/travel/docs/Travel_Policy_600.pdf
http://www.uscb.edu/about_us/offices/finance_and_operations/controller/disbursement/travel/faq.php
http://www.uscb.edu/about_us/offices/finance_and_operations/controller/disbursement/travel/forms.php
http://www.uts.sc.edu/forms/trv-form.pdf

