(Following pages are from a 5/24/00 policy document)
PROCESSING TRAVEL ADVANCES AND SUBSEQUENT TRAVEL EXPENSE REPORTS IN SFS

Note:  These guidelines have been prepared by UW-Milwaukee.  Please contact Karen Gundrum if you have any questions.   (414) 229-6345

Travel advances will be processed as AP vouchers.  The Travel Advance # will be the invoice # on the voucher.  The following chartfields will be used:

	Account
	6166

	Fund
	991

	Organization
	Requesting Organization

	Program
	1


The creation of an $800 travel advance voucher will result in the following journal entries.


Voucher Create

	Dr. 6166-991-Requesting Org-1
	$800

	Cr. 7100-991-Requesting Org-1
	  800



Payment

	Dr. 7100-991-Requesting Org-1
	$800

	Cr. 6100-991-Requesting Org-1
	  800


When the TER is processed, there can be two methods for processing.  If the travel expenses claimed on the TER are greater than the amount of the advance, an AP voucher must be created.  If the actual travel expenses are less than the travel advance, a GL journal should be created.

AP Voucher

(Assumes travel advance of $800 and actual expenses of $1,200.)  The traveler is entitled to a reimbursement check for $400.  A voucher will be created with a gross amount of $400.  The travel advance # will be the invoice # on the voucher.  The voucher distribution lines are listed below.  This example assumes the requesting organization is fund 101 and program 1.

	2100-101-Requesting Org-1
	$1,200

	6166-991-Requesting Org-1
	- $800


The creation of the TER reimbursement voucher will result in the following journal entries. 


	Dr. 2100-101-Requesting Org-1
	$1,200

	Dr. 7100-991-Requesting Org-1
	     800

	Cr. 6166-991-Requesting Org-1
	     800

	Cr.  7100-101-Requesting Org-1
	  1,200


The creation of the TER reimbursement payment will result in the following journal entries.

	Dr. 7100-101-Requesting Org-1
	$1,200

	Dr. 6100-991-Requesting Org-1
	     800

	Cr. 7100-991-Requesting Org-1
	     800

	Cr. 6100-101-Requesting Org-1
	  1,200


The net result of all of these journal entries is a debit to the Requesting Org for the travel expense and an offsetting credit entry to Cash.

GL JOURNAL

(Assumes travel advance of $800 and actual expense of $750.)  The traveler is required to submit a check for $50 to reimburse the Travel Advance fund.  The Travel Advance # should be included on the journal header panel as the Journal Reference Number.

The journal entry for this transaction would be:

	Dr. 2100-101-Requesting Org-1
	$750

	Dr. 6100-991-Requesting Org-1
	  750

	Cr. 6100-101-Requesting Org-1
	  750

	Cr. 6166-991-Requesting Org-1
	  750


The reimbursement cash will be deposited to the Bursar’s Office and the following journal entry will complete the Travel Advance transaction.

	Dr. 6100-991-Requesting Org-1
	$50

	Cr. 6166-991-Requesting Org-1
	  50


Note from System Administration:  Each business unit must have an established method of reconciling outstanding travel advances and should perform that function monthly.  You must be able to accurately verify that outstanding balances at the end of a fiscal year are zeroed by reimbursements processed in the following year.
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