8/27/2018

DEPARTMENT OF WORLD LANGUAGES AND LITERATURES
TRAVEL REQUEST PROCEDURE

The Department of World Languages and Literatures uses the Shared Services Center for domestic and international travel requests: www.memphis.edu/ssc/.  

Timeline:

· For domestic travel, the process should be started at least 14 days prior to your departure date.
· All international travel requests must be submitted at least 21 days prior to the departure date.
· Requests for reimbursements should be submitted within 10 days of returning.  
· For trips that are in late June and early July, please see Glynda.  
  
Process:
                    
· Email all travel requests to Dr. Thompson (wjthmpsn@memphis.edu) for approval.    One trip request per email.  Please copy Glynda on the email (grluttmn@memphis.edu).  Attach your acceptance letter or program to the email.  
· If you are using any other university source of funding (such as Startup Funds), please include that information in your request.  
· You may be reimbursed for some or all costs including airfare, mileage, parking, taxis, hotel, conference registration, meals, incidentals, rental car, trip insurance.
· International travel requests must include a budget (i.e. airfare, accommodations, registration and food).  You will need to include this breakdown in your request to Dr. Thompson and in the “Trip Summary” box on the Shared Services request.  The Provost/President’s offices will not approve requests without the budget information included. 
· [bookmark: _GoBack]Internet travel sites such as Expedia, Travelocity or Kayak can only be used to purchase single travel services such as an airline ticket or a hotel reservation.  Package deals are not accepted.  
· Once Dr. Thompson has approved your travel request, Glynda will send you the index # that you will need to include in the request.   
· Go to the Shared Services site to initiate your request.

Completing the Travel Request in Shared Services

· All fields with an asterisk (*) must be completed).
· You will be asked to enter department contact information in the request.    
· Please use Glynda Luttman, grluttmn@memphis.edu, 2506 (phone) as the Alternate contact.
· Name of trip: Use the conference name, please do not just write conference. 
· Blanket Travel: always answer No
· Trip Summary
· Mode of Travel
· Purpose of Travel
· Departure Date	
· Return Date (Both dates must match the airline/hotel receipts or a justification is needed.)
· Department Index #   (Enter six digit number without hyphen) 
· Amount for Index: Approved amount, not estimated cost of trip (ex.  500.00)
· Attachments: Conference brochure (plus English translation if necessary), travel estimation worksheet must be uploaded.   Any other details that pertain to the trip.   
· Submit (small button at the bottom of the page on the left side)

Submitting the Travel Claim

· When you return from your trip, please bring your receipts to Glynda before you scan and upload them to Shared Services, so that she can verify that no additional information is needed.
· If not obvious, please indicated on the receipt what it is for (hotel, travel, registration, etc.)
· Scan and upload receipts to the Shared Services site.  Shared Services will create your claim form.   
· Receipts need to show the last four digits of your credit card number as the method of payment or you will need to attach your credit card or bank statement.  Claims will not be reimbursed without this information.
· All international receipts have to be converted to U.S. currency before being uploaded or submitted to Shared Services.   Give Glynda your receipts and she will convert them and return them to you to upload in the system.  
· When you receive the travel claim from Shared Services, please check it for accuracy.  If the reimbursement amount is more than the approved amount, please let Shared Services know to correct it.  You will not be reimbursed for more than the approved amount.
· Original paper receipts need to be attached to the claim form that Shared Services has prepared and that you sign and submit to Glynda for processing.   
· Direct deposits are strongly recommended.  This allows you to get the reimbursement sooner.   The form is on the Shared Services center website (link above) and should be submitted to the Accounting office, Administration 275.    

If you have any questions, please contact Glynda.

