Department Travel Credit Card Program

Procedures to Record Travel Expenses - Department
Department should prepare journal entries to record travel expenses in PS.  The journal numbers should be recorded in the bank system (SDOL). 

Step 1
Department must have a Travel Request and a receipt for each transaction charges to the Travel Credit Card.

Step 2
By using the information in the Travel Requests and receipts, Department creates journal entries to record travel expenses in PS and budget check them.  


Using Local Funds for Expenses (see Attachment A for details/example)
JR Line Description:
The last four digits of the travel card, traveler’s name, departure date, and destination city.

Debits:


Appropriate expense accounts (5XXXX) and cost centers.

Credits:


Account 20110 and default cost centers recorded in SDOL.

The journal should be submitted to General Accounting by the 20th of each month (within 10days from the end of billing cycle).  Travel Requests, receipts, and the Expense Report printed from SDOL should be attached to the journal.

Step 3
Department records the journal numbers, departure dates, and destinations in SDOL by the 20th of every month.  The following is the SDOL website: http://sdol.bankone.com/app_sdol/login.reg
The billing cycle for Bank One account is the 10th of every month.  It is important that Department prepare journal entries in PS, submit them to General Accounting, and record the journal numbers in SDOL by the 20th of every month.  See the following time table:
	11th - 10th (Billing Cycle)
	20th
	20th – 30th 

	Transactions are posted to the Bank One account approximately two business days after the purchases.  
	Due date for Department to complete Step 2 & 3 for all transactions posted in the recently closed billing cycle.
	AP converts SDOL data into PS vouchers and processes them to initiate wire payments to Bank One.


Reallocation of Expenses from Local to State

All expenses charged to the Travel Credit Cards should be initially recorded to local cost centers via journals.  Subsequently, departments may reallocate expenses from Local to State.  See Attachment B for the instruction.

Timeline Example

Billing Cycle: October 11 – November 10

Oct 11
Department receives a Department Travel Credit Card and begins using it.

Oct 11 – Nov 10
Department reviews transactions in SDOL at least weekly to verify all receipts and travel requests are accounted for all charges in SDOL.

Nov 1 – 10
Department creates a November journal entry for Department Travel Credit Card transactions posted in SDOL for the Oct 11 to Nov 10 billing cycle.  

Nov 11 – 15
Department enters the journal ID in SDOL for all transactions for the Oct 11 to Nov 10 billing period.

Department prints the Expense Report from SDOL for the billing cycle.

Department verifies the Expense Report for the billing period matches total of debit (expense) entries on journal.  (Your should create a journal debit line for each transaction recorded in SDOL)

Department verifies that credit (liability) entry uses the default cost center and Travel Credit Card liability account (20110).  (You can create one credit line for the total amount of all debit lines.)

Department verifies that each transaction on the Expense Report is supported by a receipt, travel requests, credit memo, or other documentation.

Nov 20
Deadline for department to submit journal entry with receipts/travel requests and Expense Report to General Accounting.

Nov 20 – 30
Accounts Payable downloads Travel Credit Card transactions from SDOL for Oct 11 – Nov 10 to initiate payment to bank.  System-generated vouchers debit the default cost center and account (20110) in SDOL.

Dec 1 – 5
Department creates a December journal entry for Travel Credit Card transactions posted in SDOL during the Nov 11 to Dec 10 billing cycle.

Department uses UHS_TRAVEL_CARD_LIAB_BALANCE query to verify the balance of account 20110 is zero for their default cost center(s).  All payments and journal entries through the Nov 10 billing cycle, which offset each other, should have posted.

Note: Departments may create two separate journals for one billing cycle.  The requirements for supporting documents and verification processes described in the above Timeline Example should be complied.  For the above billing cycle (October 11 – November 10), the journal entries may be created as follows:

	Journal
	Date of Journal
	Charges to be recorded in Journal
	Journal Due Date to GA

	1st Journal
	October
	Travel Charges posted in SDOL from October 11 through the end of October (The end of October date may vary depending on time needed to meet the journal due date for this journal)
	October 31

	
	
	
	

	2nd Journal
	November
	Travel Charges posted in SDOL for the remaining dates of October and through November 10
	November 20


AP Responsibilities
(1) Assist in issues/concerns for the on-line reservation process and for the bank system (SDOL).  
(2) Issue and maintain departments’ centrally billed airfare accounts.

(3) Obtain a default cost center from each department.   Account 20110 and default cost centers are used for payment purposes. 

(4) Assign appropriate access to the departmental employees and set up in SDOL.

(5) Provide training for SDOL end users.

(6) Receive state vouchers for the Travel Credit Card program and approve them.

(7) Between 20th and 25th of every month, run a SDOL fixed width report and initiate conversion process to PS vouchers.

(8) Review PS vouchers to ensure that the voucher information is accurate (i.e., vendor, dates, etc.) and budget check the vouchers.

(9) Review SDOL and PS vouchers to ensure that the statement amount agree with the total voucher amount.

(10) By the 30th of every month, initiate wire payments to Bank One.

(11) Record wire payments to the PS vouchers.  

(12) Monitor the liability account #20110 and notify departments of any outstanding balances that need to be cleared.

