Travel processing procedure
Coordination of travel arrangements are delegated as follows:
· Program Dept – Dionne King
· Donor Relations – Karen Pacioni
· President, Finance Dept, all outside parties, Bradley Prizes – Terri Famer
Dionne, Karen and Terri will back each other up during vacation or other time off.
Travel Associates will continue to copy Terri Famer on all final travel arrangements.
Upon receipt of final travel itinerary from Travel Associates, travel coordinator will scan and email the following to Judy Peters, as well as save the pdf to the H:\Travel folder:
· Email subject line should include name, destination and dates of travel
· Approved T&E form, with account number noted
· Staff traveling with VP for Donor Relations should be specific about the business purpose, as there are separate accounts for regular travel budgets and development expenses.
· eInvoice from Travel Associate’s Virtually There
· Any other relevant documentation
If arrangements have been changed, scan the T&E form and the updated eInvoice.  When emailing Judy, include a brief message to summarize the change.  The message and updated eInvoice should be saved as a pdf in the H:\Travel folder, noting “(2)” to indicate an update to the original reservation.  See attached examples.
If flight credits are being applied for re-use, scan the T&E form, the eInvoice, and include the original eInvoice for complete documentation.  When emailing Judy, include a brief message relaying that a flight credit is being applied.  See attached example.
If there are questions, discrepancies, or any undocumented charges on the Foundation’s credit card statement, Judy will send an email to Dionne, Karen and Terri for follow up. 
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