STATE OF ALABAMA

NEW IN STATE TRAVEL PROCEDURES 

EFFECTIVE DECEMBER 16, 2011
FOR INDIVIDUALS PAID THROUGH GHRS

The new travel voucher process will be required for all individuals paid through GHRS.  Only 0300 In-State Travel & Other Per Diem will be included. This includes all expenses, i.e. travel, postage, supplies, registration, etc related to the travel event. 
All travel processed under 0400 Out of State Travel will be processed using the existing payment voucher process. DO NOT INCLUDE any object 0400 related travel in with the new object 0300 travel process.  Travel reimbursements to individuals NOT paid through GHRS will remain the same. All non-travel related reimbursements should be paid through the normal voucher process.
NOTE:  Object/Sub-object code 0400 09 Employee Subsistence - Not Overnight has been converted to 0300 49 Employee Subsistence – Out of State - Not Overnight. Any related expenses to the 0300 49 travel event i.e. mileage, parking, etc. should be coded to the appropriate in-state travel object/sub-object combination.
The new process will begin with all requests for payments entered on or after December 16, 2011. 
Travel vouchers will be keyed in to the agency system (ie. AFNS or Non-AMS accounting system) and integrate to CAS. These transactions need to be processed in separate batches in order to facilitate special handling in the Comptroller’s Office. There will be a basket located in Suite 274 at the voucher drop off location.  
Once the voucher is approved and processed the information will be transferred to GHRS to be paid through the individual’s paycheck. 
The following steps and exhibits will help provide the information necessary to process the travel voucher.
· Agency will key in the travel voucher as usual with the appropriate coding.  
· An additional line will be entered to offset the expenditures to a balance sheet account code for the payroll transfer.  
· Offset decrease line will be to balance sheet account number 2098 - Travel Vouchers Payable. 
· Each fund referenced on the voucher will have an offset decrease to balance sheet account 2098 – Travel Vouchers Payable.  
· See the exhibits that follow for examples of a voucher referencing one fund and a voucher referencing two funds.
· Travel will be paid on the employee’s paycheck. No action is required in the payroll system.  
· Travel transactions will be reflected on the PAYROLL CHECK STATUS INQUIRY (QCHK) Table. The event code for the non taxable travel is NTTRV and the code for the taxable travel is TXTRV.   
For additional information please contact the following:

For AFNS assistance contact the AFNS Hotline at (334) 242-2686

For GHRS assistance contact the GHRS Hotline at (334) 242-2188

For CAS assistance contact the Travel Hotline at (334) 242-4859

EXHIBIT 1

Example of travel voucher referencing one fund.

[image: image1.emf]FORM FRMS-9 REV 04/2004

John Q. Traveler

123 Main Street

Montgomery, AL  36117

D

Date



Departmental Auditor



Auditor of Disbursements                                         

Division of Control and Accounts



Date

itemsrequiringtheapprovaloftheGovernor,IcertifythatIhaveobtainedtheGovernor'sapprovalfor

payment.



Date



29990000001

123456

999

12/20/2011



1

12



Notary Public



Authorized Departmental Approval

VOUCHER TOTAL 0.00

Examined and Approved for Payment

Sworn to and subscribed before me this day

Audited:



Date

I hereby certify that the named article(s) and/or service(s) as stated on the invoice attached have been

received,arethekindandquantityordered,arenotexcessiveandarenecessaryfortheuseofthis

departmentinconductingpublebusinessonly,andthisaccountiscorrect,dueandunpaid.Forthose



55.50

225.00

56.25

336.75



2098



01

03

09



0300

0300

0300



4567

4567

4567



123

123

123



0100

0100

0100



0100

12/16/2011

12/16/2011



12/16/2011



I      

/     

D

P     

/     

F   



12/16/2011

REPT  

CATG

DEPT  

USE

AMOUNT

APPR

ACTI- 

VITY

OBJ/ 

REV

SUB  

O/R

INVOICE           

NUMBER

FUND ORG

BS  

ACCT



RQ/                                                                                                              

PO-AGENCY-NUMBER-LN



State of Alabama

DEPARTMENT OF FINANCE

STATE COMPTROLLER

REFERENCED DOCUMENT



ACCOUNTING DISTRIBUTION

WARRANT #

VOUCHER #

BATCH #

AGENCY #

MONTGOMERY, AL 36130

PAGE:

BUDGET FY:

COMPTROLLER'S COPY

DATE:

ACCT PRD:

 


EXHIBIT 2

Example of travel voucher referencing two funds.
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John Q. Traveler

123 Main Street

Montgomery, AL  36117

D

D

MONTGOMERY, AL 36130

PAGE:

BUDGET FY:

COMPTROLLER'S COPY

WARRANT #

VOUCHER #

BATCH #

AGENCY #

DATE:

ACCT PRD:

State of Alabama

DEPARTMENT OF FINANCE

STATE COMPTROLLER

REFERENCED DOCUMENT



ACCOUNTING DISTRIBUTION



RQ/                                                                                                              

PO-AGENCY-NUMBER-LN

INVOICE           

NUMBER

FUND ORG

BS  

ACCT

DEPT  

USE

AMOUNT

APPR

ACTI- 

VITY

OBJ/ 

REV

SUB  

O/R

I      

/     

D

P     

/     

F   



12/20/2011

REPT  

CATG



12/20/2011

12/20/2011

12/20/2011

12/20/2011

12/20/2011

12/20/2011



0200

0100

0200

0200

0100

0100

0100



890

890

123

123

123



1234

1234

4567

4567

4567 0300

0300

0300

0300

0300



01

03

09

01

03



2098

2098



55.50

225.00

56.25

111.00

300.00

336.75



411.00



VOUCHER TOTAL 0.00

Examined and Approved for Payment

Sworn to and subscribed before me this day

Audited:



Date

I hereby certify that the named article(s) and/or service(s) as stated on the invoice attached have been

received,arethekindandquantityordered,arenotexcessiveandarenecessaryfortheuseofthis

departmentinconductingpublebusinessonly,andthisaccountiscorrect,dueandunpaid.Forthose



Notary Public



Authorized Departmental Approval



Date



29990000002

123457

999

12/29/2011



1

12

Date



Departmental Auditor



Auditor of Disbursements                                         

Division of Control and Accounts



Date

itemsrequiringtheapprovaloftheGovernor,IcertifythatIhaveobtainedtheGovernor'sapprovalfor

payment.

 


Frequently Asked Questions

1. Some travel vouchers may be charged to a different funding from payroll.  How will this work?

Travel expenditures will charge out in CAS using the fund coding on the travel payment voucher.  After the voucher is accepted by the Comptroller’s Office, the payment will be transferred to Balance Sheet Account 2098.  The payment on the paycheck will be pulled from this balance sheet account.
2. How will I know if my voucher has been paid in CAS and when will it be paid on the employee’s paycheck?

Voucher detail can be viewed as usual in CAS.  Once the voucher is accepted by the Comptroller’s Office, the voucher will show paid in CAS.  Assuming the travel was approved by the deadline, the payment will appear on the employee’s next payroll warrant.
3. Are travel payments subject to retirement and state taxes?

No, travel payments are not subject to retirement and state taxes.  
4. At what tax rate will the traveler’s payment be taxed?

Federal taxes will be withheld in accordance with the employee’s regular federal withholdings.  FICA/Medicare will be taxed at the current flat FICA rate.
5. Since all travel is paid through payroll, will the entire travel payment be taxed?

No.  Only the non-overnight per diem payments (0300 09 and 0300 49) are taxable.  All other related travel payments will be paid on the payroll check but it will not be taxed.  
6. Will the entire travel payment be included in gross wages?

No.  Only the taxable travel payment is considered wages.  The non taxable travel payment will not be included in gross wages.  
7. How will employees be able to tell the amount of the travel payment they are being paid?

The travel payment amount will be separately identified on the employee’s pay stub in the blocks labeled TAXABLE TRAVEL and  NONTAXABLE TRAVEL.  The total of these two blocks will be the amount of the travel payment.  

8. How will the end of year encumbrance process for travel be affected?

The end of year encumbrance process for travel will not change.  The travel vouchers will charge out in CAS as normal so agencies will follow the same guidelines as before when encumbering unpaid travel at fiscal year end.  
9. How will travel for non state employees be paid?

The new travel reimbursement process is for all individuals paid through the GHRS payroll system.  Travel reimbursement for individuals not paid through GHRS will not change.  

10. How will the travel payments be reflected on the payroll journal vouchers?

The travel payments will show on the journal voucher as individual TRVL documents with a charge from the designated fund and Balance Sheet Account 2098.  The event code for the non taxable travel is NTTRV and the code for the taxable travel is TXTRV.  
11. What happens if travel is submitted for an individual before he is an active employee in GHRS?

CAS will no longer allow travel payments for individuals before they are showing as active employees in GHRS. It is important to have employees entered in to GHRS as soon as possible in order for the CAS vendor file to be updated.  CAS employee vendor records are updated daily from the GHRS new/active employee records.  If the individual has an active employee record in the CAS vendor file, the travel payment voucher will be processed and paid.  Travel can be paid in payroll for individuals up to 60 days after the termination date. 

_1384086766.xls
Payment Voucher

		FORM FRMS-9 REV 04/2004																								State of Alabama																																WARRANT #

																										DEPARTMENT OF FINANCE																																VOUCHER #						29990000001

																										STATE COMPTROLLER

																										MONTGOMERY, AL 36130																																BATCH #						123456

		John Q. Traveler

		123 Main Street																																																								AGENCY #						999

		Montgomery, AL  36117

																																																										DATE:						12/20/11								PAGE:						1

																																																										ACCT PRD:														BUDGET FY:						12

																																																				COMPTROLLER'S COPY

		REFERENCED DOCUMENT																												ACCOUNTING DISTRIBUTION																																				AMOUNT														I      /     D		P     /     F

		RQ/                                                                                                              PO-AGENCY-NUMBER-LN																		INVOICE           NUMBER										FUND				ORG				APPR				ACTI- VITY				OBJ/ REV				SUB  O/R				REPT  CATG				BS  ACCT				DEPT  USE

																				12/16/11										0100								123				4567				0300				01																55.50

																				12/16/11										0100								123				4567				0300				03																225.00

																				12/16/11										0100								123				4567				0300				09																56.25

																				12/16/11										0100																												2098								-336.75														D

		VOUCHER TOTAL																																																																0.00

																																								I hereby certify that the named article(s) and/or service(s) as stated on the invoice attached have been

		Audited:																																						received, are the kind and quantity ordered, are not excessive and are necessary for the use of this

						Date										Departmental Auditor																								department in conducting puble business only, and this account is correct, due and unpaid.  For those

																																								items requiring the approval of the Governor, I certify that I have obtained the Governor's approval for

																																								payment.

		Examined and Approved for Payment

																																								Date												Authorized Departmental Approval

																																								Sworn to and subscribed before me this day

		Date														Auditor of Disbursements                                         Division of Control and Accounts

																																								Date												Notary Public
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Payment Voucher

		FORM FRMS-9 REV 04/2004																								State of Alabama																																WARRANT #

																										DEPARTMENT OF FINANCE																																VOUCHER #						29990000002

																										STATE COMPTROLLER

																										MONTGOMERY, AL 36130																																BATCH #						123457

		John Q. Traveler

		123 Main Street																																																								AGENCY #						999

		Montgomery, AL  36117

																																																										DATE:						12/29/11								PAGE:						1

																																																										ACCT PRD:														BUDGET FY:						12

																																																				COMPTROLLER'S COPY

		REFERENCED DOCUMENT																												ACCOUNTING DISTRIBUTION																																				AMOUNT														I      /     D		P     /     F

		RQ/                                                                                                              PO-AGENCY-NUMBER-LN																		INVOICE           NUMBER										FUND				ORG				APPR				ACTI- VITY				OBJ/ REV				SUB  O/R				REPT  CATG				BS  ACCT				DEPT  USE

																				12/20/11										0100								123				4567				0300				01																55.50

																				12/20/11										0100								123				4567				0300				03																225.00

																				12/20/11										0100								123				4567				0300				09																56.25

																				12/20/11										0200								890				1234				0300				01																111.00

																				12/20/11										0200								890				1234				0300				03																300.00

																				12/20/11										0100																												2098								-336.75														D

																				12/20/11										0200																												2098								-411.00														D

		VOUCHER TOTAL																																																																0.00

																																								I hereby certify that the named article(s) and/or service(s) as stated on the invoice attached have been

		Audited:																																						received, are the kind and quantity ordered, are not excessive and are necessary for the use of this

						Date										Departmental Auditor																								department in conducting puble business only, and this account is correct, due and unpaid.  For those

																																								items requiring the approval of the Governor, I certify that I have obtained the Governor's approval for

																																								payment.

		Examined and Approved for Payment

																																								Date												Authorized Departmental Approval

																																								Sworn to and subscribed before me this day

		Date														Auditor of Disbursements                                         Division of Control and Accounts

																																								Date												Notary Public
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