Year End Travel

· Fund #3, Encumber as normal, keeping in mind that when a trip starts and finishes in the same fiscal year the date establishing the encumbrance in banner should reflect that years date.
· Fund #1, if the trip is going to Start before July 1st and complete before July 31st you can encumber the travel this year (FY11) and the trip will be paid against (FY11) money.

· Fund#1, if the trip starts after July 1st, you can’t encumber the trip before the FY12 budget is rolled out (note last year the temporary budget was established early in May). After the budget is rolled out, you should encumber the money and it is not to be treated as an “after the fact” encumbrance. When encumbering FY12 money the transaction date in Banner must reflect a July 1st 2011 date or later.

· Fund #1 FY12 travel purchases such as “airfare” or “registration fees” that need to be purchased before the FY12 budget is in place, should be purchased on the Department Travel Card or Pro Card.  In Pathway reconcile the accounting to 103010 no orgn 0446 and in the Notes section put the TA#, FY12 travel, and the correct accounting to be charged.  Send a copy of the purchase and the TA to the Travel Office. (fax 6468) “YOU” need to prepare a reverse JV to process after the new fiscal year for everything you put in account 0446.
· Remember all University Travel must have an approved TA with the accounting information before any financial commitment or purchases can be made on behalf of the University.
Dale Anderson

Travel Manager, UAF

