	TA Processing Changes for “Pre-Travel Reimbursements” effective 8/10/09

	TA Page
	“Old” Process
	“New” Process

	Temporary Travel Expense
	· Select "Pre-Travel Reimbursement" Expense Type to reimburse travelers for pre-travel expenses paid for with personal funds. 
	· Select "Pre-Travel Reimbursement" Expense Type to advance 100% of pre-travel expenses paid for with personal funds.   
· Enter 2nd line and enter "Travel Encumbrance" Expense Type to encumber pre-travel reimbursement advance. 



	Accounting
	· TR02 Event Type used to reimburse traveler for pre-travel expenses paid for with personal funds (e.g. airfare, conf registration).  
· Reimbursement is recorded directly to expense when payment is made.
	· XTR2 Event Type used to reimburse traveler pre-travel reimbursements paid for with personal funds (e.g. airfare, conf registration).  
· Reimbursement is recorded as a cash advance for 100% of reimbursement.  
· The reimbursement must also be encumbered with a TR01 Event Type accounting line as the reimbursement advance does not record an expense to the department’s expense budget (similar to a cash advance).



	
	
	

	
	
	

	TP Processing Changes for “Pre-Travel Reimbursements” effective 8/10/09

	TP Page
	“Old” Process
	“New” Process

	Travel Expenses
	· DON'T INCLUDE pre-travel reimbursements paid for with personal funds.  Expense recorded on TA document.

	· INCLUDE pre-travel reimbursements paid for with personal funds.  

	Accounting Page
	· Cutout (delete) TR02 line copied forward from TA document.  
· Expense recorded on TA document.
	· Cutout (delete) XTR2 line copied forward from TA document.  
· Close TR01 Pre-Travel Reimbursement encumbrance line copied forward from TA for actual expense.  
· The closing of the TR01 line liquidates the encumbrance and records the expense for the pre-travel reimbursement.




