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Did you Know?

Travel booked outside of Anthony Travel/Concur may not be reimbursed if the trip is

cancelled.

Train the Trainer Sessions
e Beginning in February the Travel department will host Concur Train the Trainer sessions where we go in
depth on specific topics and provide an avenue for open discussion on frequently asked questions that

arise within travel and the use of Concur.
e Sign up for one of our Train the Trainer sessions or quarterly training sessions at the link below:

https://travel.uconn.edu/training-and-resources/

e  Cost comparisons are required for all travel when a business trip is combined with personal travel. When
personal and business travel is combined, the traveler will only be reimbursed for expenses equal to or
less than the cost incurred for the business portion of the airfare (excluding personal travel). Cost
comparisons must be captured the same date that the airfare is booked.

e Acceptable cost comparison documentation includes one of the following:

O Email or call the University’s contracted and preferred travel agency to obtain a business date
price comparison a reasonably priced flight was selected which was relatively consistent with

the time necessary for the business travel.

O Print a list of airfare options from the Concur online booking tool. Instructions on how to
completed the airfare comparison in Concur is available here: UConn Business Airfare

Comparison.

Expensing Cancelled Travel

In efforts to simplify and streamline the expense report process we have recently updated the guidelines for
cancelled tickets originally purchased through Concur or Anthony travel.

As soon as you know that your trip needs be cancelled, reach out to Anthony travel to request the
cancellation and request a refund.

e If the cancellation results in a refund where the Travel card was used for the purchase add both the
original airfare charge and the refund to the expense report and submit for approval.

e If the cancellation results in a refund where a personal card was used no expense report is required
to be submitted as the refund will be issued directly to your personal card.

e [f the cancellation instead result in an airline credit add the original airfare charge to an expense
report and submit for approval.

O Your airline credit will be in Anthony Travel’s UConn Travel Bank for your future use.

O If you have no future travel plans, advise Anthony travel to allow them to proceed with name
changes on eligible tickets to allow other UConn travelers to use the credit so that it is not a lost
value.

O If aname change occurs Anthony Travel will provide a report to the Accounts Payable
department with the new KFS account the charges should be transferred to, which will be done
via a General Ledger Transfer (GLT) in KFS after the concur expense report is fully approved.

Additional information:

e On each expense report indicate in comments that the airfare expense is from a cancelled trip, also
indicate if you have a future trip that you will be using the credit towards.

e Cancelled airfare expenses are not allowed to be expensed to a research grant KFS accounts so
travelers will need to enter either a IDC account or departmental account in Concur for processing. If
the credit is reused in the future for a research grant related trip you can proceed to do a GLT in KFS
at that time to transfer the charges to the grant KFS account.
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