	Faculty/Librarians Travel Outside the Commonwealth Instructions

New regulations REQUIRE that these steps be completed at least one week IN ADVANCE of out-of-state travel.  

· Travel Outside of the Commonwealth Form – This form needs to be completed (including signatures) first and then include the General Encumbrance number.
· Date Prepared
· Name of Traveler(s)
· Type of Traveler(s)
· Destination
· Dates of Travel (from/to)
· Mode(s) of Transportation
· Purpose of Travel
· FOAP information (Fund, Organization, Account, Program) 
This information should be supplied by the department secretary or chairperson.
· Department Chair/Director’s Authorization 
· Your Signature
· Vice President’s Signature

· General Encumbrance – has to be created in Banner by the department secretary.  The Business Office will approve the encumbrance only once the completed Travel Outside of the Commonwealth Form is received.

· Submit the Travel Outside the Commonwealth form once completed with General Encumbrance Number to the Business Office. 

***Travel Outside the Commonwealth form and Travel Authorization form should be accompany each other for the Vice President’s Signature.***
DURING TRAVEL
· COLLECT ALL ORIGINAL RECEIPTS -All receipts should have: 	
· Date & Time 
· Cost 
· How it was paid (i.e. cash, check* or credit card) 
*Cancelled Check front and back copy or bank printout with check numbers under it.
 CREDIT CARD STATEMENTS WILL NOT BE ACCEPTED AS A RECEIPT
That it was paid (zero Balance)
· You should include a copy of your itinerary and/or conference agenda, where applicable.

If you use the Internet to book your travel please remember to printout all pages.  Also include all boarding passes and hotel receipts that you receive, to back up the Internet printouts.    

All travel forms, documents, and receipts relating to this travel MUST reference the General Encumbrance number.
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	Submit the original form to the Business Office after the General Encumbrance has been created.  The Business Office will approve the encumbrance.  All expenses pertaining to this travel MUST reference this General Encumbrance Number.
	General
Encumbrance
Number
	

	
APPROVAL OF THIS TRAVEL IS REQUIRED PRIOR TO TRAVEL OUTSIDE THE COMMONWEALTH.  This applies to employees, contractors on the College payroll and students.


	
	 

	
	
	
	

	Date Prepared 
	
	
	
	
	Amount Approved  $

	
	
	
	
	
	
	
	
	
	
	
	

	Name of Traveler(s)
	Type of Traveler
(Employee, Contractor on FSC Payroll, FSC Student)

	
	
	
	
	
	



	 
	 

	 
	 

	 
	 

	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Destination
 
 



	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	



	Dates of Travel (From/To)
 
 



	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Mode(s) of Transportation (Private Auto, Airplane, Train, etc.)
 
 



	
	
	
	
	
	
	
	
	
	
	
	

	Purpose and Benefit of Travel
 
 
 
 
 



	
	
	
	
	
	
	
	
	
	
	
	

	Amount                              Fund                                 Org                                    Account                         Program
$                                                                                                                                                                                   

$                                                                                                                                                                                              

Department Director Authorization   ________________________________________     Date____________________




	
	
	
	
	

	__________________________
	_________
	_____________________________
	__________
	

	  Preparer's Signature

	
	   Date
	
	Vice President Signature                       Approval to Travel
	   Date

	



