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Travel Authorizations

- TA’s should complete the approval process before travel begins.  If it has not been 
approved there is no guarantee that your travel will be reimbursed.

- Year-long (open TAs) should be for mileage only.  These are for under 12-hr/day trips.

- Include actual dates of meeting and/or conference.  Attach agenda for conference.

- Attach or include itinerary in the comments.  Include personal days or multiple 
destinations with dates.

- When requesting Automobile at Airfare Rates use Travelocity or similar online tools to 
research the average cost of airfare for the destination at least two weeks before travel.  
Attach the airfare comparisons to the TA, along with estimated associated expenses for 
flying i.e., mileage, parking, transportation, baggage, etc. 



Select Anticipated Expenses

Additional Travelers
If traveling with other USU Employees 
or youth who will not be submitting a 

Travel Authorization.
If traveling with someone you are 

related to please fill out Companion 
Travel Approval Form. 

http://travel.usu.edu/files/companion_
travel_approval.pdf

Enter A#
Tab over and the rest of the 
information will populate.



Description
- Event title, mileage
- Include event dates

Index
If more than one index
please indicate percent or
dollar amount.

For example:
Dollar Amount
A00000  600.00
A00001  remaining
Percent
A00000  60
A00001  40

Multiple Destinations
If multiple destinations indicate dates at each destination



Registration
Conference title and dates 

of conference.

Airfare and Lodging
Fill out as much 

information as possible.



If driving pickup or 
SUV please indicate 

reason in the 
comments.

Other Expenses
Explain other 

expenses



Meals
Remove any meals that 

will be provided.

Comments
Comments are very important.  
Please leave comments about 
personal days, other expenses, 

etc.



Travel Reimbursements

- Itemized receipts must be attached.  If possible attach as one document.  Circle 
reimbursable amounts.  Include notes or calculations to clarify a confusing receipt.  Include 
receipt for items not being reimbursed for but pertain to the travel (registration, airfare 
purchased through Christopherson, etc.)

- Include actual dates of meeting and/or conference.  Attach agenda for conference.

- Attach or include itinerary in the comments.  Include personal days or multiple 
destinations with dates.

- When prorating expenses (personal travel, etc.) show this clearly on the receipt.

- For mileage reimbursement include map.

- TR’s for open TA’s should not have food/lodging.  These are only for day trips with fewer 
than 12 hours.  Include a mileage log with date, miles and purpose.  

- Include notes about anything that is out of the ordinary.



If TA was 
submitted 

through Service 
Now Select TA.  
This will autofill 
the rest of the 

form.
If not select 

reason.  You will 
need to fill out 
the rest of the 

form.

Make any 
changes



Fill in amounts and 
payment method.  

For Other Expenses 
list what expense was 
for in the comments.



Meals

Insert or remove any amounts.

Include a schedule or agenda for events whenever 
possible to confirm meals provided and dates of events.

If claiming actuals put the amount on the receipt.  If 
reimbursement for actual costs for any given meal is 

requested, then ALL meals for THAT DAY of travel must 
be reimbursed at actual costs.

Travel Days are always first and last day and paid at 75%.

For single day travel where the individual is in travel 
status for more than 12 hours but is not required to stay 
overnight, the meal reimbursement will be at the actual 

cost or 75%.



Index

Check Index and correct if necessary.

Once index has been entered another 
box will populate for multiple indexes.

Please enter amount or percentage 
that should go to each index.

Be clear about remaining amounts.
For Example:

A00000 600.00
A00001 200.00

A00002 Remaining
Comments

Please leave comments.  This 
will help to get the TR 

processed without having to ask 
questions.  

Estimated amount will not 
be correct if there is 

mileage reimbursement.


