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EX.030.601 - Overview of Team Travel for Non-Employees
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic explores the concept of an employee paying for non-employee travel expenses and how these expenses should be documented/reimbursed.

When an employee incurs an expense, whether it be for a one day business trip, an emergency office supply purchase paid out of his/her personal funds for the department, or for some schools - a Flexible Spending Account reimbursement, all of these expenses are processed by the traveler/employee through the Self-Service Expenses application. Meaning... the employee (or his/her delegate) creates an expense report and the employee is reimbursed for the expenditures.

Expenses for non-employees are handled differently. Because non-employees do not have access to the Expenses Self-Service system, their expenses are paid directly through Accounts Payable using a voucher. Examples include a visiting lecturer's travel expenses and honoraria, student travel, and consultant travel fees.

A general rule is that employee expenses are self entered by the employee into the Expenses module whereas non-employee expenses are paid directly through Accounts Payable. This guideline becomes blurred, however, whenever an employee pays for a non-employee's travel expenses.

First, a high level discussion of the significance between employee and non-employee expenses. The Official Code of Georgia 50-6-27 requires that employee travel expenses be tracked per employee and reported to the Georgia Department of Audits and Accounts. Non-employee travel is tracked separately. For this reason, if an employee pays $100 for his athletic team's lunch out of his personal funds, and then inputs this expense on his Expense Report - it appears that the employee spent $100 on his personal lunch. In reality, the coach's portion may have been $7.50 and the rest of the expense was for non-employees. 

The most common situation in which an employee pays for non-employee travel involves team travel for athletics. For this reason, this topic (and the Expense Types in the Expenses system) use the team travel scenario. 

A note of caution: This topic outlines the business process for how the Expenses module can accommodate an employee paying for a non-employee travel expense. Please check with your institution to ensure that any related institutional guidelines are adhered to.

For a printout of this topic and scenario, please click here.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify why expenses for employees and non-employees must be tracked separately.
- Identify the Expense Types to be used to indicate a non-employee expense.
- Discover how an employee can be reimbursed for expenses paid for non-employee travel.
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Procedure

This topic discusses how an employee can be reimbursed for expenses he/she paid for non-employee travel. This topic will use the scenario of a coach (who is an employee) paying for expenses for a team travel road-trip. Let's see how this is done.

	Step
	Action

	1. [bookmark: ID0x000003A8] 
	Due to State Guidelines and reporting requirements, travel expenses for employees and non-employees must be tracked separately. 

First, a quick overview of how regular employee travel is documented. This will help distinguish between how paying for non-employee travel is different, and how this should be handled.

	2. [bookmark: ID0x000003A9] 
	Normally, when an employee seeks reimbursement for a business trip, he/she will create an expense report with Expense Types of "Breakfast," "Lunch," "Automobile Mileage," etc. 

An Expense Type identifies the nature of an expense and it allows the system to automatically assign the correct account number. Additionally, the expense type indicates whether the expense was incurred for the sole benefit of the employee or whether the expense relates to non-employees. 

In the screenshot below, the employee John Parker is indicating that he spent $268.50 on official business that was solely for himself. Because of the expense types selected, these expenses will be accumulated and totaled with all of John Parker's other similar travel expenses for the year so that the total amount paid to John Parker for his travel expenses can be reported for the year.

	3. [bookmark: ID0x000003AA] 
	This screenshot displays the Expense Types that are available from the drop-down menu. Most expense types (those within the red boxes on this screenshot) indicate that the expense is solely for the employee who is submitting the expense report.

	4. [bookmark: ID0x000003AB] 
	There are five Expense Types which should be used to indicate that the expense was for a non-employee. These values are:

Team Breakfast Expense
Team Dinner Expense
Team Lodging Expense
Team Lunch Expense
Team Misc Expense

When one of these expense types is entered, the system will automatically assign the correct non-employee travel account number, and this amount will not be considered in the employee's travel expenses for the year.

	5. [bookmark: ID0x000003AC] 
	The Team Travel Expense Types should not be used for Group Employee Travel:

Consider the following scenario where three employees attend a Conference. 

If one employee pays for all charges and then submits a single expense report, then this employee inaccurately over-reports his travel expense, and the other employees have no travel expense. To ensure that each employee reports the correct travel expense, each of the three employees should submit a separate expense report. Thus, the institution can track relevant travel expenses by employee.

IMPORTANT CONCEPT: The "Team Travel" Expense Types should not be used in this scenario. These expense types should only be used to signify that an expense was for a non-employee. 

	6. [bookmark: ID0x000003AD] 
	Now that the concepts have been explained, let's look at an example: 

The Head Softball Coach, John Parker, is taking his college team to a Softball Tournament in Athens, GA June 7 & 8th, 2008. Coach Parker is the only employee going on this trip as all team members are non-employees. 

	7. [bookmark: ID0x000003AE] 
	Coach Parker estimates that the trip will cost $1,716 and will cover the following:

Coach Parker's meals for 2 days: $56
Coach Parker's lodging for 1 night: $100
Team meals (excluding his own) $560
Team lodging (excluding his own) $1,000

Coach Parker is planning on driving a bus owned by the school, so no mileage expense will be incurred.

	8. [bookmark: ID0x000003AF] 
	Before attending the Softball Tournament, Coach Parker checks with his institution to see if he is eligible to receive a cash advance and if he needs to complete a travel authorization.

The Coach finds out that he can request a Cash Advance and that his school requires a Travel Authorization to be completed before any travel occurs. 

(If your institution does not use cash advances or travel authorizations you can skip the next few slides)

	9. [bookmark: ID0x000003B0] 
	Coach Parker creates the cash advance shown on this screen using the Employee Self-Service Application.

He requests the full anticipated amount of the trip ($1,716) so that he can pay for his expenses, and those of his team members.

	10. [bookmark: ID0x000003B1] 
	Coach Parker also uses the Employee Self-Service Application to complete a travel authorization.

Coach Parker correctly separates the employee expenses from the non-employee expenses by selecting the appropriate Expense Type.

	11. [bookmark: ID0x000003B2] 
	Coach Parker's team wins the Softball Tournament and finishes the season undefeated!

When he returns home, Coach Parker uses the Employee Self-Service Application to create and submit an Expense Report for the trip.

	12. [bookmark: ID0x000003B3] 
	Coach Parker finds that he estimated his expenses exactly, and he provides the following summary.

	13. [bookmark: ID0x000003B4] 
	Coach Parker creates his Expense Report from the Travel Authorization that he submitted before traveling. Also, the Coach correctly applies all of the $1,716 cash advance he received.

If there had been any changes between his estimated and actual expenses, he would update this expense report with the correct amounts and expenses. 

	14. [bookmark: ID0x000003B5] 
	The travel process is now complete! 

Both the Employee and Non-Employee expenses were recorded on the same Cash Advance, Travel Authorization and Expense Report. Because Coach Parker selected the correct Expense Types, the institution can correctly track his expenses compared to those of his team. Great job Coach Parker!

	15. [bookmark: ID0x000003B6] 
	Now, let's consider a few variations to the scenario.

What if instead of driving the bus himself, the school provides a full-time employee bus driver to take the team to Athens and back.

In this situation, the bus driver is an employee of the institution. Because all employee travel must be tracked per employee, Coach Parker cannot include the bus driver in any of his expenses. The bus driver must create his own cash advance and travel authorization and he must pay for all of his own expenses. After returning from the trip, the bus driver will apply the travel authorization to his expense report for his own expenses only. Also, if the bus driver receives a cash advance he will apply this amount to his expense report.

	16. [bookmark: ID0x000003B7] 
	What if the Team Doctor accompanies the team to Athens? The Doctor is a contracted employee, who is not on the institution's payroll.

Because the Doctor is considered to be an independent contractor, she is a non-employee, thus her travel expenses can be grouped in with the other team members. There is no need to distinguish between contractor employees and students.

	17. [bookmark: ID0x000003B8] 
	What if Coach Parker over-estimated the cost of the trip and requested (and received) a cash advance of $2,000?

The total expenses were only $1,716, so Coach Parker returns the unused cash of $284 to the institution.

	18. [bookmark: ID0x000003B9] 
	In summary, it is extremely important that employee travel be kept separate from non-employee travel. This can be accomplished in Employee Self-Service by selecting the correct Expense Type (there are specific types for employee travel and non-employee travel).

Additionally, employee travel must be kept separate by employee so that your institution can correctly report the actual travel expenses per employee at the end of each year. This is accomplished by each employee submitting his or her own expense transactions.

	19. [bookmark: ID0x000003BA] 
	Congratulations. You have just completed the Overview of Team Travel for Non-Employees topic. Below is a summary of the key concepts of this topic:

- The Official Code of Georgia 50-6-27 requires that employee travel expenses be tracked per employee and reported to the Georgia Department of Audits and Accounts. Non-employee travel must be tracked separately.
- There are five Expense Types that should be used to indicate that the expense was for a non-employee: 
     - Team Breakfast Expense
     - Team Dinner Expense
     - Team Lodging Expense
     - Team Lunch Expense
     - Team Misc Expense
- When one of these Expense Types is entered, the system will automatically assign the correct non-employee travel account number, and this amount will not be considered in the employee’s travel expenses for the year.
- Check with your institutional policies regarding non-employee expenses.

For a printout of this scenario, please click here.
End of Procedure.
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