
Travel Professionals Group
3rd Quarter, 2018

September 20, 2018

Presenter:  Cindy Lyons, 
Acting Assistant Controller



Agenda

1. What’s New

2. International SOS – Guest Speaker Bonnie 
Bissonette

3. Supporting Documentation

4. Upcoming Events

5. Open Discussion and Questions
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Part 1.  What’s New?
• FY2018 Travel Totaled over $13.5 million!

• Financial Services Travel Website
– Note the two interactive boxes on the left panel:

• Notification when page content changes
• Business Travel Feedback

• LMS requirement for new Travel Administrators and Travel 
Approvers

• TravelOn is now Travel Leaders Corporate
– Visit 

http://www.umaryland.edu/financialservices/disbursements/travel/tr
avel-agencies/ for updated contact information
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http://www.umaryland.edu/financialservices/disbursements/travel/
http://www.umaryland.edu/media/umb/af/fs/travel/Please-send-this-information-to-department-heads.pdf
https://travelleaderscorporate.com/
http://www.umaryland.edu/financialservices/disbursements/travel/travel-agencies/


Part 1.  What’s New?
• Learning Management System 

(LMS) Requirement
http://www.umaryland.edu/media/u
mb/af/fs/travel/Please-send-this-
information-to-department-heads.pdf

• Link to LMS Manual:
http://www.umaryland.edu/media/u
mb/af/fs/travel/Manual-for-
Completing-the-UMB-Business-Travel-
Curriculum.pdf
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http://www.umaryland.edu/media/umb/af/fs/travel/Please-send-this-information-to-department-heads.pdf
http://www.umaryland.edu/media/umb/af/fs/travel/Manual-for-Completing-the-UMB-Business-Travel-Curriculum.pdf


Part 1.  What’s New?

• Pocket Guide for Business Travel
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http://www.umaryland.edu/media/umb/af/fs/travel/Pocket-Guide.pdf


Part 2.  International SOS

– Presentation by Bonnie Bissonette

– International SOS Website:

https://www.internationalsos.com/Members_Home
/login/clientaccess.cfm?custno=11BCAS519702
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https://www.internationalsos.com/Members_Home/login/clientaccess.cfm?custno=11BCAS519702


International SOS Questions?



Part 3.  Supporting Documentation – Itineraries 
and Agendas

• “Itinerary” and “Agenda”

– Terms are commonly used interchangeably

– Have different meanings  

• The itinerary or the agenda may be attached, 
but both are needed
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Part 3.  Supporting Documentation

• Itinerary refers to time and location

– Dates

– Destination
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Part 3.  Supporting Documentation

• Itinerary
–Flight arrangements

–General support for business travel 
dates listed on the eform, airport 
parking, etc.

–Identifies traveler(s), seating class, 
costs, whether meals are provided, etc.
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Part 3.  Supporting Documentation

• Agenda

–Conference Dates, location

–UMB/traveler’s role at the conference

–Identifies whether meals are included 
with the cost of the conference

–May support lodging rates
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Part 3.  Supporting Documentation

• Wish List Item!

Working with CITS to write code that will 
transfer attachments in the TR form into 
the TE form.
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Part 3.  Supporting Documentation - Receipts

• Per IRS and State of Maryland, an 
itemized receipt is required to support: 

– Proof of payment

– Expenses eligible for reimbursement/payment
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Part 3.  Supporting Documentation - Receipts

From the State Comptroller:

Reimbursement request shall include 
itemized receipts and such other 
supporting documentation of expenses.  
General Accounting Division (GAD) will not 
accept receipts with just the credit card 
charge, amount and signature.
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Part 3.  Supporting Documentation - Receipts

From page 25 of the Employee Procedure:
Itemized receipts, except for meals, Mileage, 
and as specified in Section XI E- Other 
Expenses, to support actual costs incurred and 
paid. It is not sufficient to submit only the 
credit card receipt showing the total charged. 
Receipts emailed by vendors to the traveler 
may be used if they contain required 
information. 
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Part 3.  Supporting Documentation - Receipts

• A valid receipt MUST contain the 
following five elements:

1. Name of vendor

2. Transaction date

3. Detailed description of goods or services purchased

4. Amount paid

5. Form of payment (note:  generally, cash, check, or 
credit card is used; but sometimes frequent flyer 
miles or points are used)
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Part 3.  Supporting Documentation - Receipts

• Transportation also requires itinerary –
starting and ending points, mileage, etc.

• Business meals also require list of 
attendees and business purpose
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Part 3.  Supporting Documentation - Receipts

• Acceptable – example
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$22.62 
Thanks for choosing Uber, Pavlas 

April 18, 2018 I uberX 

---------  - 
\• ) 10:14pm I 7 Friendship Rd, Baltimore, MD 

(j ) 10:35pm I 811 St Paul St, Baltimore, MD 

 

11.61
miles

00:21:54
Trip time

uberX 

Car 



Part 3.  Supporting Documentation - Receipts

• Acceptable – example for Mileage shows:

– Starting and ending addresses

– Mileage
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Part 3.  Supporting Documentation - Receipts

• Unacceptable 
– Screenshots of credit card activity

– Documents that do not contain all of the required 
information

• Hired car service receipts do not include pickup and 
drop-off locations, times, miles, breakdown of costs

– Altered documents that inflate costs, or attempts 
at altering descriptions for unallowable charges

• Whiteout used to cover “hourly parking”

20



Part 3.  Supporting Documentation - Receipts

• Examples of Unacceptable 
Documentation that we have received!
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Part 3.  Supporting Documentation -
Unacceptable Receipts
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ABC Driving Services 

5700 Park Avenue 

BALTIMORE, MD 21229 



Part 3.  Supporting Documentation –
Unacceptable Receipts

• Airfare:

• Meal:
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Part 3.  Supporting Documentation –
Unacceptable Receipts

• Mileage:
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Part 3.  Supporting Documentation –
Unacceptable Receipt – Mileage Support

• Using “My Location” on a device does 
not indicate the starting address.  Output 
reads “My Location.”
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Supporting Documentation Questions?



Part 4. UPCOMING EVENTS
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Part 4.  Upcoming Events

Disbursements Workshop: 
Making Payments to Research Study Participants

September 26, 2018

10:00 – 12:00

School of Pharmacy, Room N111

To Register:  myUMB>Enroll in UMB Systems 
Training>Add Course>Course Type is Disbursements 
Workshop
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Part 4.  Upcoming Events

Procurement Card Refresher Training

September 27, 2018

10:00 – 12:00

School of Pharmacy, Room N111

Registration is full.  However, drop-ins are welcome.
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Travel Professionals Group 4th Quarter Meeting

December 5, 2018

10:00 – 12:00

Location:  School of Nursing, Room 130

myUMB>Enroll in UMB Systems Training>Add 
Course>Course Type is Travel Professionals Group
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Questions?


