College of Humanities and the Arts

Travel Guidelines


Travel Forms
· Chair’s/Director’s Absence from Campus Notification Memo:
(Contact the college office for a copy of this form.)

· Request for Approval of Travel Form: http://www.sjsu.edu/provost/docs/form_travel_advance.pdf
· Registration Payment Request: http://www.sjsu.edu/pass/docs/ap/forms/registration_pmt.pdf
· Travel Reimbursement Process: https://cmsweb.sjsu.edu/
· SJSU Travel Guide: http://www.sjsu.edu/pass/ap/travel/travel_guide/index.htm
Travel Form Procedures
Request for Approval of Travel Form 
The Request for Approval of Travel Form is used by the college office to ensure that the Department/School Chair/Director and the Dean are aware of and consent to faculty and student travel. A Request for Approval of Travel Form must be completed and delivered to the Dean’s office at least two weeks prior to a domestic trip and one month prior to an international trip. Travel advances are available for international trips or team travel only, and must be signed by the Dean and submitted to the Provost’s office at least 30 days in advance of the trip. Please fill out this form completely to avoid delays in processing. 

A Request for Approval of Travel will be returned to the department/school if the following information is not provided:
Course Instruction Coverage. If an instructor will miss class while traveling, they are required to make alternative arrangements for class coverage. Please indicate the names of the instructor(s) who will be responsible for your classes (TAs may provide instruction, but GAs may not). 
Estimated Expenses.  Provide approximate amount of expected travel expenses. The Chair/Director is expected to complete the “Maximum Amount Approved for Travel Encumbrance” line.  If no university funds will be used to pay for the trip, please enter “0” in the estimated expenses box and write “Insurance Only” in the “Chartfield String” box. 
Chartfield String/Account Number(s). This applies only to travel requests that will be funded by the state. Indicate the account number(s) from which funds have been allocated to pay for trip expenses. If funds have been awarded through a CSU Grant, please indicate this on the form, and the Dean’s office will forward a copy of the form to the Graduate Studies office. 
Approval. The request must be signed by the traveler’s Direct Supervisor or the Department Chair/School Director before it is forwarded to the Dean’s office for approval. 
International Travel 

A Request for Approval of Travel Form (including page two for international travel only) is due to the Dean’s office at least one month prior to the travel date. This form must be approved by the Department/School’s Chair/Director and the Dean, before it is forwarded to the Provost for final approval.  All fields of this form need to be filled out completely or the form will be returned to the department/school office. The account number for international travel is 606800. 
International trips require the purchase of additional insurance, the cost of international travel insurance will be assumed by the Department/School. The cost is $50 for a trip under 15 days and $65 for a trip lasting up to 30 days. Note that the international travel insurance does not include coverage for travel to countries that are "the subject of trade or economic sanctions imposed by the laws or regulations of the USA." General funds (70000) may be used for international travel insurance, however, this fund cannot be used to pay for actual travel expenses; only foundation or continuing education accounts may be used for international travel expense reimbursement. 
Registration Payment Request Form 
The Registration Payment Request Form is the preferred method of payment for a registration fee. Once the form has been completed and submitted to Accounts Payable, the vendor is paid directly by check. 

Travel Reimbursement Requests
Travel Reimbursement Requests are competed online using the Finance Web Component; training is accessible to all University employees through the Synaptis Learning Management System (http://my.sjsu.edu/employees/training/step2/).  Once the form is completed online, it must be printed, signed by the traveler, the department chair, and then the Dean. Travel Reimbursement Requests must follow an approved Request for Approval of Travel Form.  The claim total may not exceed the “Maximum Amount Approved for Travel Encumbrance” indicated on the Request for Approval of Travel form. 
The Travel Reimbursement Requests must be accompanied by original receipts, taped to a piece of paper. For travel by car, reimbursements are given for mileage, but not the cost of gas. Travelers will be reimbursed for the cheapest mode of transportation, if a claimant chooses to drive (even though it is more costly than flying), they will be reimbursed for the cost of the cheapest flight as quoted by the university travel agency. 
Chair’s/Director’s Absence from Campus Notification Memo

The Chair’s/Director’s Absence from Campus Notification Memo is used to notify the Dean of a Chair/Director’s absence from campus for more than a half-day for any reason. The information provided through this form is very important for the Dean’s office since it provides a department/school contact person in case of an urgent situation. It is essential that this form be filled out completely and that the Chair/Director’s alternate be informed of their responsibilities in advance of the absence. A Request for Approval of Travel Form will accompany this form if the Chair/Director’s absence is work related, in this case, the person who has been assigned as an alternate for the Chair/Director will sign-off on the form as the “Direct Supervisor or Dept. Chair.”
SJSU Foundation Travel Authorization and Requisition of Funds Form
The SJSU Foundation Travel Authorization and Requisition of Funds Form is used to request reimbursement for travel expenses using funds from SJSU Foundation accounts, it must be signed by the Dean before it is forwarded to the Foundation for payment. The Foundation Travel Authorization and Requisition of Funds Form must follow an approved Request for Approval of Travel Form.  
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