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Agenda

• Travel Policy 4030 – Common non-compliance issues
• https://policy.unm.edu/university-policies/4000/4030.html

• Comprehensive Travel Booking Tool

• Questions and Next Training Topics
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Travel Policy Non-compliance 

• Not including required documentation 
• Purchasing meals for other UNM Employees at Conferences
• Airline Quote Issues
• Rental Cars
• Ride Hailing Apps and Taxi charges 
• Upgrades, room charges and other additional costs
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Required Documentation
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Flight Purchase Support
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• Section 8.2 - The University will pay the cost of commercial 
airline travel at the least expensive economy- or coach-class 
rate with reasonable additional fees that meets the business 
needs or requirements of the traveler.

• Need supporting documentation for verification that the least 
expensive options was purchased. 

• Travelers may always upgrade to other than economy- or 
coach-class accommodations at their personal expense, 
including through the redemption of frequent flyer benefits.
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Exceptions to Economy 
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• Section 8.2.1 – There are available exceptions to purchase for 
higher class. 

• International Travel is certain cases
• When a higher class results in a savings to the University 
• To accommodate a documented medical disability or other 

special need.
• It is the traveler’s responsibility to provide documentation of 

the appropriate exception when applicable. 
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Personal Travel 
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Purchasing Meals for others on Travel
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Ride Hailing Apps and Taxi Services
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Rental Car Purchase
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Upgrades, room charges and other additional costs
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• Not staying at conference location
• Room upgrades
• Flight changes and/or cancelations
• Room charges for food not deducted from the hotel invoice
• Deviations from policy or normal/traditional travel expenses 

should include robust documentation and all required 
supporting documeantion
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Why is this necessary?
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• Review and approval of requirement documentation and 
policy requirements helps to:

• Expediate payment to the traveler 
• Protect the traveler from incurring purchases that cannot 

be reimbursed.
• Provide stand alone documents in Audit or Sponsor 

Review.
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Resources
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• UNM Travel Portal -
https://travel.unm.edu/index.html?_gl=1*sispa1*_gcl_au*MjAyMzY0NzkxLjE2ODQ4NjE4NjI.

• Chrome River Resources-
• http://chromeriver.unm.edu/

• Chrome River Info Sessions (CRIS) 
• Unrestricted Accounting Checklist

• https://ua.unm.edu/travel/checklist-for-chrome-river-travel-report-preparers.html

• UNM Travel Booking Tool
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Next Training Topics

• NIH Salary Cap Calculation Best Practices
• Consultants vs Subrecipients
• Extra Compensation
• Participant Incentives 
• General Use Equipment/Software
• Honorarium
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Questions


