Travel Procedures 
College of Engineering Faculty and Staff
This document summarizes the procedures when traveling on university business, whether using a personal vehicle, a state-owned vehicle or other transportation.

T2 – Request for Absence from Campus Form

This form is required when:

· Any faculty or staff member is away from campus on university business for any reason or any length of time, whether or not they are incurring expenses related to the trip, and whether they are using their own vehicle, a state owned vehicle, or other transportation.
· Faculty are away from campus on personal business during times when they are scheduled to teach.

The T2 form is located at: http://bfa.sdsu.edu/ap/pdf/t2.xls
The T2 must be completed and approved BEFORE the faculty or staff person leaves for the trip.
The T2 form:  1) informs the university, for liability purposes, of your travel on their behalf, 2) officially informs your supervisor of your whereabouts and gets their approval of your trip, and 3) secures pre-approval of expenses before you incur them.  

Procedures for completing the T2:
· Faculty or staff member completes the form.

· Signature from supervisor is obtained (usually department chair).
· Form is submitted to department.
· If an advance is requested, the T2 is forwarded to “Travel” in Accounts Payable.

· If no advance is requested, T2 is held at the department.
· If an expense claim is submitted after the trip, the T2 is attached and submitted along with the claim.

· If no advance is requested, and there are no expenses submitted, the department forwards the T2 to the Dean’s Office, where it is filed in the faculty or staff files.

Blanket T2 for Regular Local Trips
If a faculty or staff person makes regular local day trips within San Diego County for errands, deliveries or other business on the university’s behalf, a blanket T2 form for the entire fiscal year can be submitted, in lieu of filling out a form for each short trip.

A template for the blanket T2 is available from the Dean’s Office.  

The Blanket T2 should be completed by the employee, signed by the supervisor, and submitted to the Dean’s Office, who will then route it to the Travel Office.  To maintain a system for renewal, Blanket T2s should always be dated for the fiscal year – July 1 to June 30.

Other Requirements to Drive a Vehicle on University Business
In order to be authorized to drive a motor vehicle on university business, a faculty or staff person must have on file:
1.  A Defensive Driver Training Certificate.  This training is provided by the University and must be renewed every four years.

2.  Form 261, Authorization to use Privately owned Vehicle on State Business  (if you are using your own personal vehicle). http://www.documents.dgs.ca.gov/osp/pdf/std261.pdf 
Form 261 must be renewed each year, and in the College of Engineering, we will get onto a system to renew them at the beginning of the fiscal year.               
Reimbursement of Expenses

Expenses incurred while traveling on behalf of the university should be reported for reimbursement on a Travel Expense Claim form.

For travel reimbursed by the State:  http://bfa.sdsu.edu/ap/pdf/travelexpense03.xls
For travel reimbursed by the Foundation:  http://www.foundation.sdsu.edu/xls/FOA_Travel_Reimb.xls
Original receipts for all expenses must be provided along with the claim forms.  Receipts must show details – for example, include the detailed receipt that shows what was ordered at the restaurant, along with the credit card receipt.  
Claims to be reimbursed for mileage driven in your private car must be accompanied by a Yahoo map verifying the mileage claimed.

Reimbursement for use of Personal Vehicle under Blanket T2:
If you use your personal vehicle for errands, deliveries, or other university business covered on a Blanket T2 already on file, you are eligible to be reimbursed a mileage reimbursement (currently $.485/mi.) to cover your gas, maintenance and wear & tear on your vehicle.
Mileage for trips taken in one month should be summarized on a Monthly Report of Official Mileage by Private Car form at:  http://bfa.sdsu.edu/ap/pdf/mileexpense02.xls.  A yahoo map verifying mileage is not required for short trips within San Diego County covered by a blanket T2.
The total monthly mileage should be then transferred to the Travel Reimbursement form as one line item.  
Mileage for multiple months can be submitted on one travel reimbursement form (include multiple “Monthly Report of Official Mileage by Private Car” forms).
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