
	
	Domestic Travel

	International travel

	Form to submit before the trip
Note: keep the Travel Authorization Form Number for reference when claiming reimbursement. 

	· Travel Authorization Form
	· Travel Authorization Form
· Travel Registration And Questionnaire
· Supplemental Travel Authorization form – Only if travel to warning countries

	Canceling a Travel Authorization/Trip
                
	See Link  (applicable to both domestic and int’l trips)

	Insurance for rental vehicles
	· DECLINE the collision damage insurance waiver (CDW) unless you are under 25 years old 
· Do NOT pay for the damages. Refer the rental agency to UA Risk Management Services for claim instructions
	· SHOULD buy insurance
· Keep the insurance contract

	Emergency procedure
(if you are injured, or involved in an accident or need emergency assistance)

UA Risk Management Services
220 W. 6th St., Tucson AZ 85701
2nd Floor, USA Bldg. #300B
P.O. Box 210300, Tucson AZ 85721
Phone: (520) 621-1790
Fax:     (520) 621-3706
E-mail: risk@email.arizona.edu
	For AUTO accidents: 
· Call 911 (common sense!) and inform the supervisor
· Do NOT admit liability or make any promise or representation that any person's damages will be covered by the university. 
· Persons interested in making a damage claim should be referred to Risk Management Services for claims forms and information.

	If you need assistance you may call the UA's international assistance service (24/7)

· Contact Info:         
· Outside US and Canada:  IDD + 1 + (202) 659-7777
· From US or Canada:  1 + (800) 766-8206
· The UA's Europ Assistance Plan No. is 01 SP 585
· Name of Insured: State of Arizona, University of Arizona







	
	Domestic Travel
	International Travel

	Reimbursement:
· Logde Travel expense report  within 10 working days after completion of the trips (otherwise reimbursement may be delayed) 

OR

Send the Travel Reimbursement Worksheet to the Business office for reimbursement
· Attach original itemized receipts when required. If deciding to claim (partial or full) meal per diem, no need to provide receipts for meals. 
· 90 day limit: after 90 days, reimbursement may be taxed as an income!!!
	
Domestic Travel Reimbursement worksheet (Excel spreadsheet)
	
Foreign Travel Reimbursement worksheet (Excel spreadsheet)

	Meal & Per diem: 
· are determined by the traveler’s destination
· actual cost of meals can be reimbursed, but not to exceed the per diem allowance rates
· Can claim partial per diem (% of max. meal per diem rate) which could be higher than actual meal costs.
· Entitled partial day per diem meal allowances:
· Breakfast: if leave on or before 6:00 a.m.
· Lunch: travel commences at or before 11:00 a.m. and ends at or after 2:00 p.m. 
· Dinner: if leave for travel at or before 6p.m OR in travel status after 8p.m
	State of Arizona Meals/Lodging Per Diem Allowances


	United States Department of State Foreign Meals/Lodging Per Diem Allowances

For Sweden: $169 per day

	Lodging per diem
· Depends on the destinations
· Actual lodging cost exceeding the maximum rate can be reimbursed, if justified and approved in advanced (normally in the Travel Authorization Form).
· Rate does not include tax.
	State of Arizona Meals/Lodging Per Diem Allowances


	United States Department of State Foreign Meals/Lodging Per Diem Allowances
For Sweden: max. $269 per day

	Some receipt requirements:
· Do NOT use highlighter, duct tape, masking tape and/or staple
· Invoice should be billed to UA for it to be paid by the Uni.
“University of Arizona
Soil, Water, & Environmental Science
Room 424 Shantz Building
Tucson, AZ 85721-0038”
Otherwise, the traveler has to pay for the invoice and get reimbursement later.
	
	· Convert foreign receipts into US dollars
· Source for exchange rate FX Converter
· [bookmark: _GoBack]The business office may ask traveler to translate the receipts.



