College of Humanities and the Arts

Travel Guidelines


Location of Travel Forms
Contact the college office administrative support coordinator (924-4309 or fkaplan@email.sjsu.edu) to acquire the following forms: 

· Chair’s/Director’s Absence from Campus Notification Memo
Use the following URL to find the Request for Approval of Travel Form on the Provost Office website: 

http://www.sjsu.edu/provost/forms/
Use the following URL to find the Foreign Travel Liability Insurance Program (FTLIP) Request for Quotation, the Foreign Travel Liability Insurance Program (FTLIP) Acceptance/Declination Form, and the Student Travel Informed Consent on the Human Resources website under the heading of Safety and Risk:

http://www2.sjsu.edu/hr/forms/index.html#safety 
Use the following URL to find these forms on the travel desk website: http://www.sjsu.edu/pass/forms/  
· Registration Payment Request 
· Travel Expense Claim 
Travel Form Procedures
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.”
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 trip within the U.S. and one month prior to an international trip. A travel advance is available for international trips or team travel only. 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. The Dean’s office must be informed of these arrangements. 
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 before it is forwarded to the Dean’s office for approval. 

International Travel 

A Request for Approval of Travel Form for international travel must be forwarded to the Dean’s office at least one month prior to the travel date. The international travel section of the form must be completed and signed by the traveler. 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 must be filled out completely or the form will be returned to the department/school office. 
The Foreign Travel Liability Insurance Program (FTLIP) Quote Request is used to request a quote for additional insurance for a trip if desired. The cost of additional insurance will be assumed by the faculty person or the Department/School. This form should be submitted to the Safety and Risk office prior to completing the Request for Approval of Travel Form, so that a quote may be generated.  If the traveler decides to accept the additional insurance, they must indicate this on the Request for Approval of Travel Form and complete the Foreign Travel Liability Insurance Program Acceptance/Declination Form (FTLIP). The (FTLIP) Acceptance/Declination Form should accompany the Request for Approval of Travel Form when it is submitted to the Dean’s office for approval. The Chair/Director must initial the box that indicates their awareness of acceptance of additional insurance.
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 Expense Claim Form 
The Travel Expense Claim Form is used to request reimbursement for travel expenses, it must be signed by the Dean before it is forwarded to the travel desk for payment. The Travel Expense Claim Form 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 claim must be accompanied by original receipts, taped to a piece of paper. For complete instructions for completing this form, see the Travel Desk web pages and the Travel Claim Instructions on the back side of the form. 
A Travel Expense Claim form will be returned to the Department/School if the following information is not provided or is incorrect:

Employee ID Number.

Requisition Number. This number is assigned by the Department/School Administrative Coordinator. 
Chartfield String/Account Numbers.  Be sure to include the account number(s) from which funds have been allocated to pay for trip expenses. It is important to place the numbers in the correct order: Account# (6 digits) – fund# (5 digits) – dept ID# (4 digits) – class#. 
Meal Expenditures. The meal reimbursement amounts shown on the travel claim must reflect the actual price and not the per diem cap. If the price of a meal exceeds the per diem cap, the excess should be noted in the “Remarks” or “Comments” section.  Receipts for meals are required if the cost exceeds $25.00. Alcohol is not reimbursed by the State of California. 
Mileage Reimbursement. The rate for mileage reimbursement is currently .445 per mile, check the travel website for updates: http://www.sjsu.edu/pass/facultystaff/travel/guide/transportation/index.shtml 
Private Vehicle License Number (for private car use).  It is necessary to provide the license number. 
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.  
Lottery Funds for Travel
Any staff, faculty, or student may apply for lottery funds through the College’s annual award process. Fund recipients and allocation amounts will be determined by the Lottery Committee. The college office will notify all applicants of the award results. 
If awarded lottery funds, the recipient may only use them for the purpose stated in the application. If circumstances change, and the funds can not be used for their intended purpose, the award recipient must address a letter to the Dean’s Lottery Committee requesting to use the funds for an alternate purpose. 
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