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Agenda
Roles and Responsibilities

Justification/Purpose

Supporting Documentation: Justification, itinerary, payment confirmations

Per Diem: Meals & Incidental Expenses, and Lodging 

Submittal Deadlines: sign up for ePayments

Guidelines and Helpful Reminders: Allowable vs Not Allowable Expenses

Resources / Contacts



UH Administrative Procedure (AP) 8.851

https://hawaii.edu/policy/?action=viewPolicy&policySection=ap&policyC
hapter=8&policyNumber=851

This presentation is based on the policies and procedures written in the University 
of  Hawaii Systemwide Policies and Procedures Information System (PPIS) for 
Employee Out-of-State and Intra-State Travel.

AP 8.851,

https://hawaii.edu/policy/?action=viewPolicy&policySection=ap&policyChapter=8&policyNumber=851
https://hawaii.edu/policy/?action=viewPolicy&policySection=ap&policyChapter=8&policyNumber=851


Roles & Responsibilities
Traveler/ 
Preparer:
Provides all 
necessary 
documentation for 
Travel Request and 
Travel Completion 
and ensures 
information is 
correct and accurate 
and that the account 
has funds for travel.

Supervisor/PI/
Dept Chair:
Authorizes that the 
purpose of  the trip 
benefits UHM, that 
the employee has 
permission to travel, 
that the employee’s 
workload is covered, 
and that the account to 
charge is correct.

Fiscal 
Administrator:
Authorizes that the 
funds are available and 
that policies and 
procedures are 
followed.

Dean:
Authorizes travel.

AP 8.851, SEC III, C, 1-2



Roles & Responsibilities: Approval Flow

Travel Request

Travel Completion

No-Cost Travel 
Request

No-Cost Travel 
Completion

Traveler PI Dept 
Chair FA Dean

Traveler PI Dept 
Chair FA

Traveler PI Dept 
Chair

Traveler
Dept Chair 
(only when 
travel dates 

change)

AP 8.851, SEC III, C, 1-2



Justification/Purpose
WHO, WHAT, WHEN, WHERE, WHY?
Examples: 

[Grad student] is traveling to Berkeley, California to participate in the General AntiParticle 
Spectrometer (GAPS) integration from July 11-15, 2023.

Dr. Veronica Bindi is traveling to Geneva, Switzerland to attend the Alpha Magnetic Spectrometer 
(AMS-02) general meetings with collaborators at CERN (European Organization for Nuclear 
Research) from September 10-17, 2023. 

AP 8.851, SEC III, D



Justification/Purpose
Coverage of  duties: List duties that must be covered during your absence and identify who will be 
covering them for you. 

Signature Authority for Grad Chairs and Dept Chairs: Provide a memo to your Department (cc 
to Dean’s Office) that states who your signing authority will be during your absence. 
◦ PeopleSoft
◦ KFS
◦ PCDOs
◦ UH Leave System

AP 8.851, SEC III, C



Supporting Documentation
1. Invite

2. Event Information

3. Confirmations and Receipts

AP 8.851, SEC III, M



Supporting Documentation: Invite
Invitation Letter or Email: Required when no publicly advertised event function is taking 
place (such as a collaboration or project meeting). Follows the Justification/Purpose rules 
(WHO, WHAT, WHEN, WHERE, WHY) plus the account and per diem info.
◦ Name of  traveler, reason for travel, per diem that will be allowed (M&IE flat rate per day vs FAR, lodging costs), 

list all  expenses that will be covered by the project, dates and location of  function (no acronyms)

EXAMPLE 1: Grad student / travel to a meeting /collaboration project (Invitation Letter)

Dear [Grad Student],
This letter authorizes your travel to Berkeley, California from June 12, 2023 to June 16, 2023. The purpose of  this trip 
is to participate in the General AntiParticle Spectrometer (GAPS) integration. I will reimburse your economy round 
trip airfare and ground transportation to and from the airport, hotel, and meeting sites. I will also give you a flat rate 
of  $50/day for per diem, which includes meals, incidentals, and lodging expenses. Remember to submit all your 
receipts upon completion of  your trip.

AP 8.851, SEC III, M



Supporting Documentation: Invite
Invitation Letter/Email: Required when no publicly advertised event function is 
taking place (such as a collaboration or project meeting)
◦ Name of  traveler, reason for travel, per diem that will be allowed (M&IE flat rate per day vs FAR, lodging 

costs), list all  expenses that will be covered by the project, dates and location of  function (no acronyms)

EXAMPLE 2: PI travel to meet with collaborators (email to Preparer)

I will be traveling to Geneva, Switzerland to meet with project collaborators from Sept 10, 2023 to Sept 17, 
2023. The purpose of  this trip is to discuss our research paper, supervise post-docs, test instruments, and 
participate in shifts. Please charge account 6XXXXX for my economy round-trip airfare, taxi to and from 
airport, hotel, and meeting locations. I will take the full FAR for my per diem. 

AP 8.851, SEC III, M



Supporting Documentation: Invite
Invitation Letter or Email: Required when no publicly advertised event function is 
taking place (such as a collaboration or project meeting)
◦ Name of  traveler, reason for travel, per diem that will be allowed (M&IE flat rate per day vs FAR, lodging 

costs), list all  expenses that will be covered by the project, dates and location of  function (no acronyms)

EXAMPLE 3: PI travel to meet with collaborators (email to Preparer)

I will be traveling to Haleakala, Maui from Feb 8, 2023 to Feb 11, 2023 to survey a potential site for the new 
Neutron Monitor Instrument that will be located on the summit, and to assess the amount of  work needed in 
preparation for construction. Please charge account 6XXXXXX for full M&IE, lodging, and airfare expenses.

AP 8.851, SEC III, M



AP 8.851, SEC III, M



Supporting Documentation: Event
Name of  meeting, conference, workshop, seminar, event function (NO 
ACRONYMS)
◦ PDF or screenshot of  online event brochure/workshop flier/seminar announcement/agenda
◦ PDF or forward emails to your preparer
◦ Provide PDF of  advertised registration fees for events that require a fee for registration in 

addition to your registration confirmation.
◦ PDF or screenshot of  detailed event agenda

Dates and location of  function: (NO ACRONYMS)

Travel Itinerary: Flights, train tickets, lodging, etc

AP 8.851, SEC III, M







Note About Event Registration Fees

In some cases, a preparer cannot access information about registration fees. If  this is 
the case, you must login to your profile and print to PDF the registration info and 
include it as supporting documentation.











Supporting Documentation: Expenses
Receipts: Confirmations will not be advanced or reimbursed. Receipts must show:
◦ Method of  payment 
◦ Confirmation of  payment
◦ Amount charged
◦ Name of  card holder if  paid via credit card

Foreign Transactions: Must provide your redacted credit card statement that 
shows:
◦ Amount charged in USD 
◦ Name of  cardholder and last 4 digits of  card
◦ Oanda.com currency converter may be used for cash transactions

AP 8.851, SEC III, M



Example of  redacted statement showing 
conversion rate



Per Diem aka M&IE and Lodging
Federal Allowable Rate (FAR): Max rate for per diem for any location

https://www.travel.dod.mil/Travel-Transportation-Rates/Per-Diem/Per-Diem-
Rate-Lookup/ ↑

Lodging $182/night
Meals $69/day + Incidentals $5/day = $74/day for M&IE
Total per diem $182 + $74 = $256/day

Travel Dates: 06/12/22 to 06/15/22

↑
AP 8.851, SEC III, H
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M&IE Per Diem 
You cannot claim meal per diem for each meal that is included in any event 
or lodging charges.
◦ Breakdown: Breakfast 20%, Lunch 30%, Dinner 50% of  total Meal per diem/day

If  Traveler chooses a meal as an added cost to the cost of  the event, then that 
meal shall be deducted from the Meal per diem.
◦ Example: Breakfast is included at an additional cost of  $12/day with event registration. So, 20% 

of  the FAR Meal is removed from the daily per diem for each day that the meal was purchased.
◦ If  FAR Meals is $69/day, then 20% is $13.80 for breakfast.

Calculating M&IE with the Quarter Day Calculator
◦ https://www.hawaii.edu/trvl/calculatorDisplay.do

AP 8.851, SEC III, H

https://www.hawaii.edu/trvl/calculatorDisplay.do
https://www.hawaii.edu/trvl/calculatorDisplay.do


Note About M&IE Per Diem 
You will receive 100% of  your M&IE, but it is at the discretion of  your FA on how 
they want to distribute your M&IE. You may receive only 50-75% in your advance, 
and the remainder upon approval of  your completion. 

Receipts are not needed.

Advances cannot be received prior to 30 days of  travel or less than 10 days of  
travel.

AP 8.851, SEC III, F



Note About M&IE Per Diem 

Same-day Inter-island travel M&IE: $20 (taxable income)

AP 8.851, SEC III, F



Lodging Per Diem
Excess lodging (rate is over the FAR for lodging): Must be approved before you leave 
and must include justification such as: two business price quotes from the same area and 
same day, or if  the lodging is listed as the preferred site for the event, or when safety is a 
concern, or if  this hotel is closest to the meeting site, or if  taxes and fees made up for the 
excess amount.
Always choose single-occupancy room rate, unless double-occupancy room rate is 
less than or equal to single-occupancy room rate (you must provide quotes as 
supporting documentation).
Example: 
FAR Lodging = $118/night. Your hotel is charging $250/night, an excess of  $132/night. 
You must pull costs of  rooms at 2 other similar rated hotels (quotes) in the same area that 
show that your hotel is the cheapest rate OR if  the cost is not the cheapest rate, you must 
provide a justification of  why you are choosing that hotel.

AP 8.851, SEC III, H



Lodging Per Diem
Sharing lodging with another Traveler
◦ Lodging cost will be reflected on both Traveler’s request documents, with reference to both travel 

documents. 
◦ “Traveler A, travel doc #, is sharing a room with Traveler B, travel doc #.”

◦ Upon checkout, one Traveler will pay the bill.
◦ In the travel request comments, name who is planning to pay for the lodging upon completion.
◦ “[Name of  Traveler 1] will pay the bill for the shared lodging and [Name of  Traveler 2] will reimburse [Name of  

Traveler 1] directly upon completion of  travel.”

AP 8.851, SEC III, H



Note About Lodging Per Diem
In-State and Domestic: Lodging FAR is before taxes and fees

Foreign: Lodging FAR includes taxes and fees

Reservation Confirmation vs Reservation Receipt: Confirmations that don’t 
show proof  of  payment or proof  of  deposit shall not be reimbursed or advanced. 
Receipts that show proof  of  payment, method of  payment, name of  card holder, 
and amount paid can be reimbursed or advanced.



When are Quotes needed?
Airfare: When there are both business and personal days in the same trip. Provide a 
business-only airfare itinerary at the same time you booked your trip to ensure a fair 
comparison. The cheaper airfare will be reimbursed. Per diem will only be paid for 
the business-only itinerary.

Lodging: When the hotel costs exceed the FAR except when the hotel is the 
preferred lodging location for an event.

TIP: When making PDFs/screenshots of  online quotes, make sure all details are 
listed such as taxes and other associated costs that make up the total cost (what does 
the price include?).

AP 8.851, SEC III, H, 10A, 4



Transportation FAQs
US Airlines: Must book flights on US owned airlines only unless you qualify for the 
Fly America Act exemption

Economy Fare: Only economy will be reimbursed. Must provide a fare quote if  
Traveler purchases a non-economy fare.

Airfare is cheaper if  traveler arrives earlier or returns later: Extra days will be 
counted as personal days (no per diem). 

Refundable Economy Tickets: Allowed if  refundable ticket is less than or equal 
to the same non-refundable ticket. Quotes shall be provided.



Transportation FAQs
Rental Cars: Justification is always required for vehicles other than economy. 
Insurance will not be reimbursed unless there is no option to opt-out (such as with 
international agencies). Keep all gas receipts for reimbursement.

The Collision Damage Waiver charge is permitted for Out-of-State 
Travel but is not permitted for rentals in the State of Hawai’i (Refer to 
A8.265 – Specialized Purchase Procedures; A8.400 – Risk 
Management).  When renting vehicles within the State, employees 
should decline all insurance options.  In case of an accident, provide 
the rental agency with a copy of the explanatory Memo. Click on "Car 
Rental Accident Memo".

AP 8.851, SEC III, I, 4-5

https://www.hawaii.edu/etravel/rates.html
https://www.hawaii.edu/policy/docs/temp/State_Insurance_Policy_Letter.pdf
https://www.hawaii.edu/policy/docs/temp/State_Insurance_Policy_Letter.pdf


Transportation FAQs
Using airline credit to purchase tickets: Must include the original ticket that was 
purchased and any cancelled travel documentation.
Uber/Lyft/Taxi/Metro/Bus/Train: Tips are not reimbursed. Note on your receipts 
FROM and TO destination for each ride.
Baggage Fees: 1 allowed check-in bag can be reimbursed. Justification required for 
additional bags.
Layovers: Travel shall be economical and direct, with the least amount of  stopovers. 
Cheaper flights with more layovers will incur additional M&IE and/or lodging – and it is 
less economical and less direct.
Boarding passes: Required anytime there are flight time changes that affect M&IE 
calculations. And required if  there will be no other travel expenses except for M&IE, as 
proof  that Traveler went on the trip. Screenshots are acceptable.



Allowable Expenses (receipts and/or 
statements required)
All allowable expenses must be approved BEFORE travel (Request and 
Advance).
◦ Transportation (air, train, ground/rental), gas for rental car, parking fees
◦ Internet (WiFi, phone cards, etc)
◦ Lodging
◦ Certificates required for travel (birth, health, identification such as Passport or Visa)
◦ Currency exchange fees, Traveler’s check fees

AP 8.851, SEC III, I



Allowable Expenses (receipts and/or 
statements required)
All allowable expenses must be approved BEFORE travel (Request and 
Advance).
◦ Baggage (no advance, reimbursed by receipt only)
◦ Fax
◦ Event fees, telephone fees
◦ Business-related purchases (materials and supplies)
◦ Toll fees
◦ Estimated expenses are okay

AP 8.851, SEC III, I



Disallowed Expenses
Frequent Flyer Fee

Airfare insurance

Car rental insurance and premiums (except when no option to opt-out such as out-
of-state rentals)

Traffic fines, towing charges, porterage fee (bellboy, doorman, etc), trans-ocean 
travel by surface ship

Gifts, tips, laundry

Personal purchases and entertainment

AP 8.851, SEC III, I



Submittal Deadlines
Travel Request and Advance: 14 days before travel (must sign up for ePayments)

Travel Completion: 10 days upon return

Note about advances: cannot be submitted more than 30 days before travel. 
Advances cannot be paid if  there are previous travel documents that are still 
outstanding.

Earlier is always preferred! Even if  you do not have all your travel plans solidified, it 
is best to notify your department administrators and/or FAs of  your upcoming 
travel.



Guidelines and Helpful Reminders, etc
Package Deals: make sure it’s 
itemized; Traveler can only claim what’s 
not already covered.

Receipts: Label, circle, and annotate, 
especially TO and FROM locations on 
taxi receipts, include the dates on your 
travel doc. Translate all foreign receipts 
to English.

(Athens, Greece)



Guidelines and Helpful Reminders, etc
Comments: Explain unusual circumstances and write out all calculations to show 
how you got your numbers

Always spell out acronyms

Sign up for ePayments: http://www.hawaii.edu/epayment/ 

http://www.hawaii.edu/epayment/


Guidelines and Helpful Reminders, etc
Non-employees (Fellows): still have to complete travel requests and completions

Travel Agencies: Can be used to book air, lodging, and/or car rental via PO

Remember: You are creating a story for someone with no knowledge of  your 
travel!



Resources
UH Administrative Policies and Procedures (for Travel AP 8.851):

 
https://hawaii.edu/policy/?action=viewPolicy&policySection=ap&policyC
hapter=8&policyNumber=851 

https://hawaii.edu/policy/?action=viewPolicy&policySection=ap&policyChapter=8&policyNumber=851
https://hawaii.edu/policy/?action=viewPolicy&policySection=ap&policyChapter=8&policyNumber=851


Resources
UH eTravel Website: www.hawaii.edu/etravel

↑

http://www.hawaii.edu/etravel


Resources
RCUH Website: www.rcuh.com

Your Department Administrators and FAs are available to help you!
◦ HEPG Preparers: Vannida Phommachanh (vannida@hawaii.edu) and Caitlin Murphy 

(murphyca@hawaii.edu)

◦ Physics Preparer: Cassidy Tabata (cmlum@hawaii.edu)

◦ FAs: Liane Murai (lianekm@hawaii.edu), Janice Kam (janicetk@hawaii.edu), and Joy Magarifuji 
(magarifu@hawaii.edu)

http://www.rcuh.com/
mailto:vannida@hawaii.edu
mailto:murphyca@hawaii.edu
mailto:cmlum@hawaii.edu
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