Travel Per Diem Update

EOD class 388

Review the changes to per diem on Travel
Policy 4030 effective January 1, 2012
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Travel Per Diem Reimbursements
Timely Reimbursement Submissions

The completed DPA Form and attachments must be sent to the applicable
Financial Services accounting office for approval as soon as possible, but no
longer than twenty (20) business days after completion of the travel.

In State Travel Per Diem

For in state travel, per diem charts are no longer used. For in state travel, the
maximum per diem amount that may be reimbursed is $46.

For Contracts and Grants, the only change for in state travel per diem is the
amount. Only $46/day may be reimbursed on your contract or grant for per
diem expenses incurred in state.

Out of State Travel Per Diem
There is NO CHANGE to the amount for out of state travel per diem rates.

Out of state reimbursements for Contracts and Grants will be made as before.
The amount will continue to be the Federal per diem amount, unless your
contract specifies a lower amount.

Foreign Travel

There is NO CHANGE to the amount for foreign travel per diem
reimbursements. Continue to use the foreign travel (M&IE) per diem amount
for the area visited.

Foreign Travel reimbursements for Contracts and Grants will also continue to
be made as before.

New Payor Limits

In State Travel — reimbursement from state funds is now limited to $30 per day,
the balance to be paid by institutional funds.

Out of State Travel — reimbursement from state funds is now limited to $45 per
day, the balance to be paid by institutional funds.
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State funds are defined as Funds appropriated to the University in the General
Appropriation Act or those provided in the New Mexico Constitution.

Institutional Funds are defined as all University funds not defined as state
funds.

New Account Codes

In State Travel
3805 — Instate Travel-Per Diem State $

3810 — Instate Travel-Per Diem Non State $

Out of State Travel
3825 — Out state Travel-Per Diem State $

3830 — Out state Trvl-Per Diem Non State $

Foreign Travel
3841 — Foreign Travel-Per Diem State $

3842 — Foreign Trvl-Per Diem Non State $
Separate DPEZs for In State, Out of State, and Foreign Travel

Each of these types of travel now requires a separate DPEZ. When submitting
multiple DPEZs for same trip, (generally foreign travel) the best practice is to
submit the DPIs together and reference the other documents. These may be
hand written on the originals, if necessary.

Use the Same Account Code you have been using!

The most frequently used Travel account codes are:
3800 — In State Travel Gen

3820 — Out of State Travel Gen

3840 — Foreign Travel Gen
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DPEZs will have per diem amounts automatically moved to the new per diem
accounts when it is appropriate. When reconciling your travel expense
accounts you need to recognize that per diem expense will be split to the new
account codes when the document posts. Currently, this will not show on the
printed Direct Pay Approval form.

Multiple Account Codes

When more than one account code, for example 3800 — In State Travel and
31B0 (because alcohol was purchased during the trip) are used in the DPEZ,
the program that calculates the per diem split will not attempt the split. The
accounting offices will review these DPIs and make any necessary journal
entries needed. Action by the department is not required at this time.

Multiple Indices

When more than one index is used, per diem will be split on a prorated basis.
If any adjustments are needed, the accounting office will make the adjustment.
Action by the department is not required at this time.

FZADPEZ Changes Reviewed

Banner Form FZADPEZ has been modified to incorporate the new per diem
account codes.

Programming changes will automatically allocate per diem amounts to comply
with Regent’s policy amendment. UNM Business Policy 4030 — Travel has
been updated to comply with the Regent’s policy. This policy can be accessed
using the following link: http://www.unm.edu/~ubppm/ubppmanual/4030.htm



http://www.unm.edu/~ubppm/ubppmanual/4030.htm
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In State Travel

2O
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foreign Individual or Fareign Compar
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Begin creating a travel DPEZ in the usual way. Select the type of traveler.
Here, the traveler is a UNM Employee.
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Paymant Type

Athletic Gamea Ofoating
Books, Panodicals
Confarerce Registrations
Damages of Seatfemants
Dues, Faes

Goods

Moving Expersas

Notary Publi Aoplications
Partopant Faes

Select Travel.
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Complete the form as usual, and select Next Block.
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Complete the Travel/Other Screen. We will demonstrate only the Meals tab.
None of the other tabs has changed.

Ble Ede Qpoons Bork ftem Becord Query Took Help
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Select Next Block to go to the Meals Tab. Note that there is a new drop down
menu at the destination field.

TP ™ ""3 gE=c=3
SRR R | ';? N h"'u@

Find and highlight the correct city and select it.
% Oracle Developer Forms Runtime - Web: Open » FZADPEZ

Cile Edit Options Block tem Becord Query Tools Help

B E RAEE 3% BEE & & BB S ¢ % & @)

_E Cormmodity Information FZADPEZ

EE_E
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Insert the number of meals and select Next Block to compute the Meal Total.
Note that the total reflects the new $46 in state per diem maximum amount. 4
x $46 = $184.

File Edit COptions Block Item Eecord Query Tools Help

&l @

T[T NG Distribution FZADPEZ 8.0 (DB i Ty T T T T

X
T ——
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[02-DEC-2011 12:00:00 AL
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2900 [restrited et HSC admin | 7]
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T

[P131
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[
S0 i Stste Trovel Gen

12400

On the accounting screen (accessed by selecting Options, Accounting Screen)
put the index to which the travel is to be charged and the in State Travel
account (3800) to which the travel is to be charged. Banner will divide the
expense as needed between the new account codes, behind the scenes. Input
the amount to be charged and select save. Your Balance to be allocated will be
zero. Select Complete. You will be given the opportunity to print your DPEZ
at this point. Notice that the DPEZ indicates the charges have gone to the
index and account you selected.
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Direct Pay Approval Form

DFl#: 10745515
- LA
- DP-EZ #: DZ0403320
Thee U oty of Pow Mica koo
Travel
UMM Employes

¥ou hawve opted to receive 3 "Direct Deposit for this payment or reimbursemeant

Payes: Lobs Montoya Date: 12022011
Banner ID: 100044587 Requestor Deparment Unresiticiad Actounting HSC Ofice

Sacaon | ACCoUNting

ACcount
Index Descrigtion

R Account Descripion Fund Amounit
Z58000 )"‘II‘E:S-'_"I::I.ECI Apct HEC Admin (33[:0) In State Trawel Gan R ] 5184.00
Toor Amount to be Pald | Relmoursad: 5134.00

Saction . Trawsl Datalls

Dapariure Reum
Desination
Date / Time Dtz § Time
Zanta Fe, MM 112811 0500 AM

120411 000 PM

Susness FLI"pl:tSEZ Aftend Business Conference and Prasant 3 Paper on Imtemal Medicine Pracices In Rusl
Additional Informiation: ‘COMITRINTEE

Secton L Weal Per DHem |lSEs provided mesals)
Ereaifas Lunch Dinpey Meals @
# ## | Dest

Dsstinaton Der Diem ? Rate ToEl Rate Total +# Rae Total nation
WM Santa Fe 8600 4 ggop 53EE0 4 s1150 SEDD 4 52530 SI01.D $184.00
Meals Total S1E4.00
Total Hemized Amourt F154.00

Section IV

I "E'I'EET'GEHW e EXpENEES Incurmed, &s reporied on this form, wens NeCaEEary and DDer, E'EJUSI and tnse In all I'EEPBIE-, and
that no part

of the amount requesiad to be pald or reimbursad has been pald or reimbursad by any ofer source. | also certify
hat any travel associated with the above expenses nas bean compisted for the stated LUINM Business Purpase.

Payes's Hame: Lok Montoya

Payes's Signature

Printad Names

Daan, Dirsctor or Department Haad s, Supsrvisors;
o PI's slgnaturs |a= applicabls par Pollcy 40003
Requasior: Shosbotham, Temy E
Requesinors Tile: Business Managemant Specl:
Requestors Phons: 272-DBES

Piaase forward 3 printed copy of this regues], dong Wil oniginal backup documentation, io the Tollowing office(s). ]
Daie Printed: 12022071 10028 AM

Page: 1of 2
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Behind the Scenes- In State Travel

e Per Regent’s Policy, Section 7.7, which is located at
http://www.unm.edu/~brpm/r77.htm, state funding of per diem for in
state travel cannot exceed $30 per day.

e New account codes will be used to track state and non-state portion
of the per diem expense.

e All amounts will post to index code.

e The per diem amounts REMOVED from account 3800, and divided
(automatically) between “3805- State” and “3810-non state” account
codes created for per diem expenditures.

"= InwoicefCredit Mema Query Form FAIKVE B {DEVL)

Document : 10745515 = Hulfiple Direct Pay

Vendor: 10044557 Mankoya, Lois | I¥ender Hold

Commodity Recerd Count: 1 Commndity: Dncument &cohg Distrbusan
Bccounting Record Count: E Transaction Dates  02-DEC-2011 Tien: i
Sequence: 1_
New State payment account
/ Commit
COA  ¥r Index Fund Ovgn Lot Prag Rctw Lecn Proj Type
v iz [esama0 3044 2S8R P13l SHACTY B
Bank: I}i_ Disbursemenks-docounks Payzble Income Type: [ |

4 days at $30-State funded Portion

Commodity Acoount] -——Indicakors---—
Approved: 16400 k 171.03 Partial fTetal Liguidation: [
Discount: ¥ ~Tr NSF Ovesride: B
Tax all]I] 0.02 Suspense: h_
Additional: aan .03 MSF Suspense: f
Net: 170,00
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1000448557 ‘Montoys, Lo

o W0 Wessono (oo fsee  (ooco~ Wrin Mssacy W W

o4 sbursemerns Accous Pavobis nomatype:

Notice that there are three accounting records showing how the per diem
amount was spread to different accounts.
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Edf Qetons Bock e Becora Query Tovks el
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This DPEZ shows one day of in state per diem.

ﬂ- ! Slos Qu-vl s o
(@all €88 D ISEH QA& RN S 4@ LIX

Chart: Th Orgesizetion: 554 |=  France Syy Nngt Supson
Foseal veam 12 [t Fund: 2oz (% muIRG

Index: ez [+ Progeam: pIsL (= Insttionat Suspon
1 Quury Specific Aroowst Accheak: - .I:
@ Inclode Rewsoun Accounts Accoent Type: {*

Acthvity: GMACTY [T Gonerdl Activey

Commit Type: l‘ ad - Lecation: =

Acrsunt Type Tithe Adjested Dudget Y10 Activity ot dablv nal

- - 4 v !
- A B
oL _ltnatate Travel-Fee Dinm R | | 1t
ez £ |Cut OF Tnte Trave —— 143840
» i) 3_ [Telecom Charges Gan H 1,500 00 W07 L 1A5%27
Bied E |V sail Box Gen 20003 E5.16. 200 14464
—_
nle) E [Cethslar Changes Gan 420009 4% 20 1,696 00 1,626 00
%201 Enm:mm [ TN a0 21
WIAD 3 Taes Gar 250000 1400 00 600 5,100.00
win B |Legel Swrvices Gen 1.500.00 ERTLR L] s00 <365 -
Nt Vatet | 00| ata1n e azz e se|
Dup 4arn e Conw Court Ouery for 0ogn. Eusmevary Dup e fov Evcun List |
A b i ansd

In form FGIBDST you can see that the amount has been divided between 3805
and 3810 with none posted in 3800.
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Out of State Travel

Sile Edit Options Block Iterm Record Query Tools Help

BYE BAEE 3 F BEXE QSRR T HIE I £1@1 01X

73 Direct Pay EZ Form FZADPEZ 8.0 (DEVL)

[pzoazzat |

[Y1 UM Ermployee ]
[P20° [Travel (]
——
|

Mo gy 4 IIZ]

PoBorsTl | gy b
L e
I

—
i u

Mow - I
|

[Shosbotham, Terry E

[2584 [Unrestricted Acconnting HSC Office |
Busi.ness MManageraent Specialist :
[272-0865
T

Manager, Urrestricted Accounting

This is the same trip as demonstrated in the initial in state DPI, but the
destination is out of state. Complete the first DPEZ screen as you normally
would, then select Next Block.
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ll n ﬁloct |u -v Help
@R SCR8 Y9 DS Q& OB DI S HTD L TX

Dol | P Goen OA G0 0640 AN 1201011 10 W—E

Complete the second screen as you normally would, then select Next Block.

Logng | 1
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Select the Destination drop down box, enter “GA%”, and select find. When
you scroll through the drop down box, you will notice Ft. Gordon is not listed.
You must find the county the City is in, if the City is not in the drop down
menu.

T . ---l

@ Per Diem cannat be greater than 28, resetting per
dern rate 1o defal

If you select an incorrect amount, you may get the above error message. Look
the county up again and correct your error.

Finding the County

Go to Unrestricted Main Campus Accounting Website. Select the Travel area
on the left. Select “What county is it in?”

17



Travel Policies and Procedures

5 U (hvemcted Acrowtng My - Aindene Soarvet Lipkcw

= .~ v ade
& Conmt = [ 5anc
o « Q- v o IR
foveren @ NN Stanchert Accoartn

O UM Wyt ted A Courtnvg Mo

Sk Links
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Select “City-County Search, Put “Fort Gordon” in the City Name, and select
“Search for County”.

€5 City-County Search - Windaws Internet Explares

u@v {4 ity we.NaC0.00g C aunties Pages/Coyiearch.as v] ‘yl,« () fing P o~
x & Convet ~ B?_Sded
X @~ En. - " Transiate ! ‘ Detne | .\‘\m” Translate pag X ” G+
o Favontes | 3 2 UNM Standard Accountan..,
W CityCounty Search M v B =2 me v Pagev Sietyv Took~ -~
i 1l \ 15k
NA' Naioas! Assoelaton of Coaeties i rmashol losiheasst e
’
- SEARCH
The bven of Amadkeas Counties
About Counties | About NACO l Legusiation & Foy I Meetings & Education | News Room |  Soltions Center l Resesrch & Pubh
Find A County
* Find the county a city 1s located = by eithes
2 browsing thraugh all the cibes for a selected
History of County Government state or by typng the name of the city in the
Redearch County Narmés space prowded
Tetl the Public What Counbes Do . 'j:ﬂnnthn county and city for a parthicutar zip S 1
Gounty ‘”y" mment YWorks * \iew a ¥st of cities within 3 particular county
y i * To raport any updates, corections or ask a
i o question ragarcing Cay-County
send your iInquines 10 apa
Countes Work Game
Code of Ethics
City Search
Publications
County Masagemant & Seuchs
o o2 s ® Search For County by Name of City
Health Hu 1 Senvices and
justhce N |  SearchforCounty |
Emaronmant and Infrasructos
Entar the name of & city then saarch for the county in which thaet oty resides
Search For County by Zip Code
e
Enter & 2ip code then sesrch for the county that 2ip code i located n -
P i .
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' Find A Couty MACH » 4001 Caervien 0008 =2
Ciyp-Counts Searcy

Crunty Sus City-County Search

Countas with Etected Exeifive

Coastal Caurties

i Cr—
] * Find the county  cy i located i by sithee

o O Gearvwmimant
e = broesing thecogh sl the ctwes for 3 selectod

Hintory o Taammy Gowweresan ssle of by typing the rin=we of the city in the s ip G oL
Hesaaich Counly Names 1pace pronded Loxcho som
| Tolt 00 Putdic Wt Cosiaties Do Bt Aciiieo diatol gt LIS Canzus
R L * View a list of cties withi a particular county.
1 o . * To repart any updates, comections or ask 3
revapadnisabtarce s Question segardng City-County Sesech, please
send your nquines to apoeaiiginace g
Countios Work Game
— e |
~ Pubkcatons
Conty Manugeetieim & Qseniin o

Hesth Hanan Savices snd
s

Emdrsoment and infrasductioe

One Oty by the name of “Forl Goedon”™ was located,

You find the county is Richmond County, and a Richmond county is listed.
Select the city in Richmond County.

Financial Services will verify that Fort Gordon is in the same county as
Augusta.
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i e Develaper Forms Rutime - Wei Open> FZADREZ
Eile Edit Options Block [tem Becord Query Tools Help

@o 0 RARE Y REE S

BWR B G F @@ 0X

After selecting GA Augusta, input the number of meals and select Next Block.
Your Computed Meal Total will be populated.

(Oue C€ State Tranal Gen

Select the accounting Distribution. Input the Index code and the REGULAR
(3820) account code. Select Complete.
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What if County is not Listed

Sometimes you cannot find the county on theDPEZ drop down menu. If the
travel was to Alamosa City in Colorado, a county search will result in:

NA'I“ <8 wire | Coontct s | dym walo | 5in oo (I
I
- SEARCH
The Vonie o Azwrira's Caawny -
AboutCousses | AbowaCs | LegsimonPokey | Meenngs 8 Eduaton | News Soom ceomr | e s A | anpmace |

City-County Search

e
—y -
e e
S < - 4 * Findtha county a cty is kcatod y #the
v Sroogh sl & selectsd
Histoey of SOewITy n the SPE Op Code Loskus

Tl the Putiic; What Comties Do

) " ! it - unes to o0 L2200
Wosn
Code of Fincs
City Search
Putibcatons
oy wrein & SHUCa e
v =
Hirmai Serdtes at
2 Cises with the name of "Alamosa” were kcated.

Alamosa city is located in Alamosa County. However, the DPEZ drop down
menu for Colorado shows no Alamosa County.

CO Dermrver Arapahoe 86
CO Derrver Demver E6
CO Denyer Jefferson 86
CO Daouglaz Courty Douglas 81
CO Durange L= Pists B1
CO Fort Callrs Larimer 86
CO Glerwood Springs Garfeld

CO Gerwood Springs Mesa

Qi | Cancst |

22
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Notice that Colorado does not have an Alamosa city or county in the drop
down menu of the DPEZ.

If the county is not shown, the per diem rate to use is the lowest federal rate
listed, currently $46. To select this rate select “US US Location Not Listed”
from the drop down menu in the DPEZ on the Meals tab:

Note: Be careful when typing information into the “find” field. If you type
anything other than the state abbreviation, you may not retrieve the
information you are trying to retrieve. For instance, if you type “%Colorado”
into the find field, you will only retrieve Colorado Springs in the drop down
menu, though there are many other possible selections for Colorado.

23
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Another Out of State Travel Example:

|

loweigee (RN ey Reme 0
atrached

This travel DPEZ was to Las Vegas, Nevada.

=)

Per Diem totals $198.80.

24
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ﬁ Direct Pay Approval Form DPI #: 10745825
"o
—

DP-EZ #: DZ0403686
The Ustversity of New Mut?
Travel
UNM >
mployes Accl,
You have opted to raceive a ‘Check’ for this payment or resnbursement. Review
Payes: Meave Stevensdominguez Date: 01/10/2012
Banner ID: 100006501 Requestor Department: Urvestricted Accounting HSC Office
Section | Accounting Acoourt
Index Code  Indax Description Code Account Description Fung Amount
$94002 Finarce Systems Mansgemant <3m QCut Of Stale Travel Gan > 200224 $573.80
Total Amount to be Paid / Relmbursod: $573.80
Section Il Travel Detalis
arture Return
Destination b
Date / Time Dalo / Time
Las Vegas, NV 111111 09:00 AM 111311 11:59 PM
Business Purpose: To attend IT conference
Additional Information:
Section lll. Meal Per Diem (less provided meals)
Breakfast Lunch Dinner Meals @
Destination Por Di # Rate Total # Rate Total # Rate Total  pestination
NV Las Vegas

$7100 2 §1420 s2840 3 $17.75

$53.25 3 33905 $117.15 $198.80
Meals Total:
Section IV, Lodging (per diem or actual)

Destination Day(s) Per Diem Actual Lodging @ Destination
Las Vegas, NV 2 $0.00 $150.00 $300.00
Lodging Totat $300.00
Section V. Travel / Other Expensos
11/15/2011 Out-of-pocket tax| charges. Receipts attached $75.00
Travel / Other Expenses: §75.00/
Total ltemized Amount; $573.80
Section VI

IImmhycuﬂfyMeomincwod.asmdadmmb(mn.

malnopandnnmuumquwod&obopﬂd or reimbursed

Were necessary and proper, are just and true in all respects, and
has been paid or
that any travel associated with

rohwbyanyothorm.ldsocenw
the above expenses has been completad for the stated UNM Business Purposs,
Payee's Name: Meave Stevensdominguez

Payee's Signature

25
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Notice that this out of state travel per diem amount appears to be expensed to
3820-Out of State Travel.

Behind the Scenes — Out of State Travel

e Per Regent’s Policy, Section 7.7, which is located at
http://www.unm.edu/~brpm/r77.htm, state funding of out of state
travel per diem cannot exceed $45 per day.

e New account codes will be used to track state and non-state portion
of the per diem expense.

e All amounts will post to index code.

e The per diem amounts REMOVED from account 3820, and divided
(automatically) between “3825- State” and “3830-non state” account
codes created for per diem expenditures.

These two accounts contain only out of state travel per diem.

‘= Invaice/iCredit Memo Query Form FAIINVE 9.6 (DEWL)

Document : 0745512 | % Mltple Direct Pay

WYendor: 100005501 | Wagp, Parveen Z. Yendor Hold

" Accounting AMounks FATINVE B.6 (DB or5 i e e e T T L T L T

Commodity Record Count: 1 Commaodity: Document Aochy Distribution
Accounting Record Count: E Transactiom Dake:  01-DEC-2041 Item: D
Sequence: ! New State payment account-Out of
State Travel Commit
oA Yr Index Fund Orgn Prog Actw Locn Proj Type
u e 594002 2unzzd S4B 1825 F131 GHACTY B
Bank: |04 |Dishursements-Azzounts Payahlz Income Type:

New State funded amount for out of
state travel

Commodity Rocounting . o~ - Indicators--—--—--
Approved: 573,50 C s Partial /Total Liguidation:
Discount: 0.00 0.0 NSF Override: [ |
Tax: 0.00 D00 Suspense: H
Additionak 0.00 0.00 MSF Suspense: N
Net: 2524

26
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i07assiz |

100065504 ‘Nagy, Parveen Z.

i | 1 ommority Document Act Distribui
] -_; Iransac 1 01 :
3

oo [oubursements s Porsle .

100005501 Nags, Parvesn 2,

Cesb urun_l_nntcv ?qyapll

Notice that there are three accounting records showing how the per diem
amount was spread to different accounts.
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A MW&-I@-.&M.M _;_i_la_ﬁl
Fie Edt Qotions Sock Jram Bacord Quary Jock Hap

| @0 AEBRE 5 DR Q B BB S B X

W »m T 0 t

W EEVIY ¥ Fnance Sys Mgt Support
Thoel Year: = ¢ oz (8 MUIRG
032 . PLal % st # Suppon
........ I
GIACTY [ Ol Aty
Cummit Type
Account Yype Tie Adjusted Budgot ¥TD Activity c s ilable Balance
BEE = ouss Membesshos Gor 130.00 000! s08 000 =
JI;O é Fwrbing Permats Gan 1%0.00 13000 200 DOooD
11K £ Foage Gen 0.00 IR Y o2 437
] 7 y 15000 pao [} 15000
3000 In State Travel :r; 0.00 paoo 200 D00
15 .\'» Tresmate Travel-Per Diem & { 0.m ioa0 0 3000
1 ——— 0,00 1600 209 1600
- g S eI0N - l‘.l',.' A0
al-Par Diem 0,00 13524 509 )
wr Dwm & 0w 7254 200 g
arges Gon 1.500.00 E=TORE) [ 1,39%2)
200 (ll‘ a%le 00 R
Q Iﬂ. ADA 207 A8 A22390.02
Darp Burn foe Ditad C oure Quary 13¢ Orge. Sustmiry, Dup Fed 1o Encun Lt | I
Rocond: 11022 §iiz) | | | <0EC~

In form FGIBDST you can see that the per diem amount has been divided
between 3825 and 3830.

Foreign Travel

As with In State and Out of State travel DPEZs, fill out the initial form in the
usual way, inputting the Payee type, and selecting Travel as the Payment type.
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Select Next Block. Only the Meals tab will be reviewed. It is the only tab that
has changed. Next Block until you reach the Meals tab(1).

Select the drop down menu (2). Type foreign in the box after the %(3). Select
find. The Foreign Travel destination will appear. Select OK (4).
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This will populate the destination field with Foreign Travel. You must now
look up the Federal per diem rate in the usual way, and input that number in
the Per Diem Rate field. In this case, our traveler has traveled to Canberra,
Australia.

The default amount is the highest foreign per diem in existence. Do not use
this amount. Rarely will it be correct. Accounting will verify the per diem
amount you select. Always look it up.

To look it up, select the IRS Per Diem Chart from the General Accounting web
site on the Travel tab.
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Site.

Select Foreign Per Diem Rates by Location. Then select the drop down menu

and highlight Australia (1). Select Go (2).
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Foraign Per Diem Rates In U.S. Dollars

Country: AUSTRALIA
Pulilication Date: 01/01/2012

Prevous Rates 01012012 - [Gto:]

Maximum
Country Season  Seasom Moximum M &IE Effective
PostNomw  “pegin  End  Lodging Rate Rate P 0w Footacte

Name Rate Date
wances
ndexes AUSTRALIA  Adelaide 01/01 120 292 174 ax? NA 1101/2088
AISTRALIA  Brsbane [ 12 7 140 a7 A 102013
AUSTRALIA  Carns 0101 12731 104 28 Noa 11012011
AUSTRALIA  Canberra 01/01 12731 232 7 N4 10012018
Darwin
AUSTRALIA  Northem 0401 09/30 232 150 368 NoA 11012018
Terrtory
Darwn
AUSTRALESR  Northem 1001 03731 142 147 280 A 11032081
Teirkory

The M & IE Rate for Canberra is $135. Input this number into your DPEZ,
along with the number of meals being reimbursed. Select Next Block to
compute the total.
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Complete the DPEZ in the normal fashion, inputting your index code and
account 3840-Foreign Travel, on the Accounting Distribution Form. Input the
amount to be reimbursed and select the Save icon.

WO D ReRE 3V U6E @ 2 BE BE < 5 P 0 X

DZ0403663

05-TAN-2012 120000 AM
SHOZ
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Select Complete and print your DPEZ. Notice that a flag and “Acct. Review”
have been printed near the top. This indicates Accounting will need to Review
the DPEZ to verify the per diem rate. This flag will occasionally appear on
other Travel DPEZs. In some rare cases the division of the DPEZ between the
different accounts involved in the State and Non-State funded accounts may
need to be adjusted by JV. The accounting offices will make any such

adjustments. If you see JVs posted to travel accounts in your indices, this may
be the reason.

‘2._;‘.,”,_;‘___:‘\:3 Direct Pay Approval Form DPI #: 10745816

— __b

e s i DP-EZ #: DZ0403663
Travel

UNM Empioyee
You have opted to recalve a ‘Check’ for this payment or relmbursement ot

Payea:
you: Lance Smith Date: 01052012

Banner ID: 101329524 Requestor Department:  Unrestricted Accounting HSC Cffice
Section | Accounting Acco
dex Codda  Index Descripion Coo: ;

Account Description Fund Amouni
907000 Acmini& G 3840  Foreign Travel Gen U004 $270.00
Total Amourt to be Pald / Reimbursed: $270,00

Section . Meal Per Diem (less provided meals)
Breakfast Lunch Dinner
! o Per Diem o Rate Total # Rate Total # Rate Totad pase O

Dessinasion
F
areign Travel $I500 2 s700 55400 2 $3375 $6750 2 7425 $148.50 $270.00

Meais Total: $270.00

Total Remized Amount: $270.00
Section 77
| heraby certify the expenses incurred, as on this form,
Mgt b caim et reported \ WOre necessary and proper, are just and Irue in all respects, and

: be paid or reimbursad has been pald or reimbursed by an other source. |
that any travel associated with the above expenses has been completed for the stated UNM Bu;nesys Purpose i

Payee's Name: Lance Smith
Payee's Signature

Printed Name Dean, Director or Department Head's; Supervisor's;

or PT's signature (as applicable per Policy 4030.3)
Requestor: Shoebotham, Terry E
Req r's Title: Busi Manag nt Specli
Requesior's Phone: 272-0865

Please forward a printed copy of this request, along with ariginal backup decumentation, to the following officeqs).
Unrestricted Acctg - HSC
MSC09 5222

Signature
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Honorariums/Participation Fees

Sometimes Honorarium or participation fee expenses include per diem
expenses. The individuals being reimbursed in these cases are not employees.

Again, you fill out the first form in the usual way.

05 JAN-2012 120601 PM

SEA  (Unrestrictod Accountaig HSC Office w]

“n

Select Honorarium or Participant Fees, as appropriate. Select Next Block. If
you have selected Participant Fees, you will have only the Other tab available.
Use that tab to record the per diem reimburse-ment as indicated below. If you
selected Honorarium, You will have three tabs; Honorarium/Meals (Actual),
Meals (Per Diem), and Lodging. If you are reimbursing an in state visitor at
the Federal per diem rate, you cannot use the Meals (Per Diem) tab because
this tab will not allow you to use the Federal rate. You must use the
Honorarium/Meals (Actual) tab to reimburse per diem at the Federal M&IE
rate.
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Select the appropriate account code, generally 63E0 for Honoraria General, or
4640 for Participant Incentives general. Complete the DPEZ.

05-JAN-2012 31233:20 PM

Unrestncted Acct HSC Admn bt
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ﬂ Direct Pay Approval Form DPI #: 10745817
LY
- DP-EZ #: DZ0403664

The University of New Mesios

Honorarium

US Individual or US Company b
Income Typa: NC  Nonemployes Compensation Review

You have opted to racelve 3 "Check for ths paymant or reimbursement.

An honorarium is a payment to an individual of special achiavement or renown, in return for that Individual’s willingness to
visit the University and participate in 8 Univorsity event of short duration (such as speaker, reviewer, sominar paricipant,
etc.), with the understanding that payment does not constitute compensation commensurate with the actual services

Amdpimlmsywishtomdud-aamedit«rizaﬁmofhmewmusubmﬂmnalmlm. These expenses may be
noomqonmlonnorsubnﬂmmeaTnvelDP-Evam. Thhwndowﬂnsemuslobodedmmm

Payee: Aaron Jones Date:
Banner 10; 101578112 Requestor Department; Unrestricied Accounting HSC Office

Section | Accounting Account

Index Code  Index Description Code Accoun! Descriplion Funa Amount
258000  Unrastricled Acct HSC Admin umu Gen 30044 $212.00
Tolal Amount to be Paid / Reimbursed: $212.00
Section Il Travel Details
Departure Rsturn
Destination
Date / Time Date / Time
Albugquerque 01/01/12 12:00 AM 01/04/12 12:00 AM
Business Purpose: Deliver prosentation on the Higtory of Microbes to Medical and History students
Additiona! Information;
Section V.Honorarium / Other Expenses
2 perdiem at Fedora! rate of $56 for non .
010522012 Honorarium Payment md:‘” employee - . Fitee
01/05/2012 Honorarium Payment Fee in honor of presentor $100,00
Honorarium / Other Expenses: $212.00
Total ltemized Amount: $212.00

Section Vi

lhambyeanwmems‘nmd.umwmmmbhm,mnmmmm.mmmwehamw
munopmof!\omn!rmouadbbcpm of reimbursed has been paid or reimbunedbymyolharmm‘ldeomrﬁw
Mlnynvdnsodaledwimm.m«mhasbemwmbtadhruMUNM&mPurpou

Printed Name Dean, Director or Department Head's Signature

The honorarium payment charged to the honorarium account.
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In Summary:

The maximum reimbursement as of January 1, 2012 for in state travel is
$46/day, regardless of travel destination.

The Federal per Diem rate for out of state or foreign travel remains the same.
Separate Travel into different DPIs

In State, Out of State, and Foreign Travel each require a separate DPEZ.
Meals Tab

e Has received programing changes.

e The Meals tab has a new drop down to assist in per diem rate selection.

e On the rare occasion a non-employee is receiving a per diem rate in New
Mexico at the Federal per diem rate, the Meals tab cannot be used. Use the
Other tab for participant fees, and the Honorarium/Meals (Actual) tab for
Honorarium reimbursements.

Timely Travel Submission

e The maximum number of business days allowed for submission of a travel
DPI to the appropriate accounting office for review has increased to 20
business days. (It was 15)

e Travel DPEZs submitted more than 20 business days after the end of travel
will require a memo from the traveler signed by the Dean explaining why
the DPEZ was late. The submission of a memo does not guarantee that the
reimbursement will be approved.

Other Travel Updates

As of January 1, 2012 the new maximum UNM mileage rate is 51 cents/mile.
Departments may choose to allow reimbursement at a lower rate. No higher
rate is allowed.
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