D – Travel for Extension Programs – 

D1Q- We have many boarder counties, where we regularly travel to Virginia or South Carolina for day trips (no overnight stay).  Are these trips required to be entered in the Travel Authorization System (TAS)?

D1A- No, only overnight travel stays are required to be entered into the TAS.  However, departments still remain responsible for prior approval of any meals associated with a day trip.  At their option, the departments may use the TAS for this purpose or use other options including e-mail, letters, internal authorization forms, etc.  Also see Blanket Authorizations in D2A.
D2Q- Follow up to D1A for insurance/liability purposes do day trips out of state need Authorization either with the new system or other way for example email?

D2A- For insurance/liability purposes, employees should make sure that they can support the related travel activities as being for official university business.  For persons that have frequent and routine travel activities, the department should consider providing a blanket authorization for such activities. Blanket authorizations are made by departments via e-mail, letter or an internal form and must include specific authorizations as required by the TAS and can cover periods not to exceed one year.   For non-frequent and non-routine day trip travel activities, the employee should document the related business travel by communicating such travel plans and the business purpose of the trip with the supervisor or administrative assistant.  It is recommended that such communication be documented prior to the trip – e-mail would be a good way to do this.    

D3Q- As a NCCES employee we may be using local county funds to pay the travel reimbursement, do these trips need to be entered in the Travel Authorization System?  Are there liability issues for not doing so?  Insurance issues?  

D3A- When paid by county funds, the department is responsible to ensure that the travel authorization requirements of the specific county are being complied with and are documented.  It is likely that the specific county has a specific form that is required to be completed for the authorization.  These trips do not have to be recorded in the TAS unless the county requires that NCSU’s authorization procedures be used.  If so, the departments should use the TAS for this purpose and flag the authorization as ‘No Reimbursement Needed’ or may use other options that would meet the county requirements including a blanket authorization, internal travel authorization form or the university’s travel authorization form on the university controller’s WEB site.  See F2A for answer to insurance/liability issues.

D4Q- Follow up to D3A, we have NCSU employees who are 100% county paid, they do not have an NCSU employee id, or unity id.  For insurance/liability issues do they need an Authorization for travel?

D4A- If the person is paid 100% from county funds, D3A continues to apply. 
D4Q- What happens with new hires?  Sometimes new hires come to Raleigh for training and stay overnight.  As new hires, they may not have the time or opportunity to enter the trip in the Travel Authorization System.  Will this be a problem?

D5A- New hires should use the TAS.  However, if the person does not have an NCSU employee id, TAS can not be used and the department should use other options such as its internal travel authorization form or the university’s travel authorization form on the university controller’s WEB site. 
D6Q- Sometimes with county travel the approvers are not available to approve the travel and if there is an emergency situation such as a natural disaster, and agents will be in overnight or out of state travel, will this be an issue?

D6A- Departments should consider Blanket Authorizations for employees that have frequent and routine travel activities and those responding to emergency situations.  In emergency conditions where an employee does not have a blanket authorization and an approver is not available, departments should provide an e-mail or letter explaining the emergency condition and the approval for employees to travel with any specific authorization as required by TAS noted.  

