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                                BUSINESS SERVICES PROCEDURES


 Instructions - Filling Out TAR Form


Travel Authorization Request (TAR) Instructions
Travel may not occur unless a TAR number has been issued.

· TAR Number:  The TAR number will be assigned by the Travel Specialist, so please leave this space blank when submitting.  
SECTION I. Traveler’s Information

· Name is the traveler’s name.  The TAR can be in only one person’s name. In the case of students traveling with an advisor, the advisor’s name must appear on the TAR, which covers the students.  Any expenses or advancements will be made to the advisor and then distributed to the students if necessary.

· TAR numbers are traveler and trip/date specific. An amended TAR must be submitted if any changes are made in the travel period from the originally submitted TAR (i.e. you changed your flight to leave two days earlier because the conference you are attending is having a work session one day earlier than originally scheduled).
· Employee ID:  Please provide the traveler’s employee id number; if the traveler is not a College employee, please leave field blank.
· Email address: Upon issuance of an official TAR number, the Travel Specialist, or their backup, will email the TAR number assigned to this email address.

· Phone Number is the traveler/employee’s campus office phone number or a number where he/she can be reached.

· Department Name is the traveler’s home department (if a College employee).

· Campus is the traveler’s home campus (if a College employee). 
· Purpose of this Travel: Please provide a brief description.

· The Benefit to the College is a required field.  Please provide a brief description of the benefit to the College in by virtue of such travel.  This response should not duplicate the response to “purpose of the travel.”

· Are you receiving anything of value…in conjunction with this travel? Check box “Yes” or “No”. Florida Statutes apply, so please be sure to complete this section by checking the appropriate box.  If your answer is yes, you must contact the Office of General Counsel prior to submission of the TAR. Refer to BOT Procedure P6Hx23-2.031- II A: Solicitation and Acceptance of Gifts or Travel, which discusses this subject in detail.   Example: Employees shall not accept business travel paid for or reimbursed by vendors. In some circumstances, such as when an employee is a speaker at a conference or a member of a professional organization’s board, and employee may accept business travel expenses paid for or reimbursed by an outside entity, other than a vendor, upon first obtaining written approval pursuant to an approved travel authorization.
SECTION II. Estimated Expenses
· Airfare is the estimated cost of airfare; you must contact the College’s contractually approved travel agency (AAA effective 07/02/07) to obtain price quotes prior to submitting the TAR.  AAA will arrange to “Hold” your reservation for 24 hours until you can obtain an official TAR number.  AAA’s contract prohibits them from issuing a College-funded ticket to you until you provide them with a TAR number. The dedicated toll free number is 888-369-3170. (For more details AAA Cliqbook Frequently Asked Questions.) The new SPC dedicated counselors are: Becky Hall, Mary Ems and Rhonda Fant – corporatetravel@aaa-alliedgroup.com .  Cliqbook Support Desk – 877-463-0543.
Note: Airfare via the internet or your own travel agent may not be reimbursed.
 Car Rental: AVIS is our contracted vendor. See the document on travel and car rentals (click here).

· Lodging includes the room rate plus any taxes.
· Meals: Meal allowance rates are set by Florida Statute, Chapter 112. Travel must have begun before and ended after meal time listed below:

Breakfast $6.00 (when travel begins before 6am and extends beyond 8am)

Lunch $11.00 (when travel begins before 12pm and extends beyond 2pm)

Dinner $19.00 (when travel begins before 6pm and extends beyond 8pm)
·   Driving Mileage: Put the estimated cost here; (Multiply the estimated miles against the approved rate per mile ($.445 effective 7/01/06). 
·   Miscellaneous Expenses refers to various expenses you may incur during your travel.  Indicate estimated total costs and be sure to read the Travel FAQ's for allowable expenses and to understand your responsibilities for receipts before you travel.
· Registration Fee: Cost of a conference, convention or seminar. Note: You may request an advance of a registration fee; for an out-of-district event you must still complete the TAR form in addition to completing a Check Request (Click Here for blank form and Travel FAQ's for more information) for the amount of the advance.  Whether or not you request an advance, you must still indicate the registration fee cost here.  If the event is a conference, convention or seminar, please be sure to attach a copy of the program or agenda including registration information to the TAR. You may not submit a check request for payment to be made directly to the organization or agency. Advance registration fees are paid only to the traveler (except in rare cases when a large population is attending the same event).

SECTION III. Budget and Approvals

· G/L Number (6 digits) is the corresponding general ledger account number. The Travel Account Codes are included in this document for your convenience.

· Fund (2 digits), DeptID (8 digits), Program/Site (5 digits) combination is called a “Cost Center.”  Please provide the cost center that is funding your trip. If the travel is funded by another department than your own, please have that department’s Budget Supervisor approve the TAR form.  

· Project-Grant: Project (15 digits) refers to construction projects.  Grant (10 digits) refers to restricted funds.  
Email approved TAR form to TAR@spcollege.edu

TRAVEL GENERAL LEDGER ACCOUNT CODES

	Payroll G/L Code
	In District Zone Travel
	Out of District Zone Travel
	Out of State Travel
	Foreign Travel

	51XXXX Administrative and Management
	605010
	605020
	605030
	605040

	52XXXX, 560XXX Instructors

561XXX-Mentors (CROP)/Instructors ONLY
	605011
	605021
	605031
	605041

	53XXXX, 54XXXX, 565XXX, 57XXXX, Others & 561XXX Non-instructional
	605012
	605022
	605032
	605042

	570000, 58XXXX, Students, AmeriCorps Students, and SSS
	605061
	605062
	605063
	605064

	Non-employees (includes students in CROP, Center of Excellence, Yes, AmeriKids, etc. programs)
	605071
	605072
	605073
	605074

	Meals for CROP & AmeriKids students, and AmeriCorps members for non-overnight trips
	680012
	
	
	

	Field Trips paid by Students
	605101
	605102
	605103
	605104

	Travel reimbursed by outside agency
	605050
	
	
	

	Taxable travel
	605100
	
	
	


Mark Passmore Travel Specialist, 727-341-3225
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