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Q&A from the SMART Upgrade Meeting 8/18 – Part 2, Travel and Expense
Q1:  Will travel occurring between now and November 13th use the old account codes and expense types? 
A1:  A new date was announced on September 4, 2015 for the implementation of CONUS rates which includes use of the new account codes, expense types and rates.   New policy and guidelines for travel reimbursement will be effective January 1, 2016 rather than November 13, 2015.   Agencies should continue using the current expense types, rates, and account codes for all travel that occurs prior to January 1, 2016.   For all travel that occurs January 1, 2016, or later, new expense types, rates, and account codes shall be used.   SMART will be programmed to recognize the effective date of January 1, 2016, for the new codes based on the travel date entered on the travel authorization and expense report.
Q2:  Will SMART provide screenshots, etc. to guide entering Travel and Expense?
A2: Yes, new job aids and UPKs (User Productivity Kits – i.e. computer simulations) will be provided to assist users with the changes for travel authorizations and expense reports.
Q3:  What happens to the travel authorizations entered between November 13, 2015, and January 1, 2016?
A3: Travel authorization rates are based on the date of travel.  For travel authorizations entered and approved from November 13, 2015 through December 31, 2015: 
· If the travel occurs prior to January 1, 2016, then current account codes, expense types and rates are used.  
· If the travel occurs January 1, 2016 or later, the new account codes, expense types and rates are used.  
Agencies won’t be able to enter travel authorizations with new rates before November 13th.  If an agency has already entered a travel authorization for travel that occurs after December 31st, and the old rates were used, the original travel authorization can be canceled and a new one entered on, or after, November 13th.  
Q4: Will an existing travel authorization already processed stay with old account codes?
A4:  If a travel authorization is entered and approved prior to November 13th and the travel will occur after December 31st, the current expense types, account codes, and rates will be used and will not be changed in the upgrade process.  It will be the agency’s discretion as to whether the travel authorization is processed with the old rates, or if the agency wants to cancel and submit a new one using the new rates.   However, agencies should recognize that rates could be different between the travel authorization and the expense report for these cases. For travel authorizations entered and approved prior to November 13, 2015 and travel occurs after December 31, 2015, expense report payments will be made using the new account codes, expense types, and rates.
Q5:  Will the State drop the out-of-state travel expense types?
A5:  In-state, out-of-state, and international travel expense types will be combined into one expense type for each different type of expenditure.  The Location field is required for all travel and this will allow for reporting at the in-state, out-of-state, and international levels based on the Location Group.  A report is being developed to provide this information to agencies from the Travel and Expense module. 
Q6: For reporting, will information be pulled from Travel and Expense or the General Ledger? 
A6: All existing reports will be maintained.   A new report will be created using information from the Travel and Expense module to assist agencies with reporting at the in-state, out-of-state, and international levels.  Location Group will be used to distinguish between these categories.
Q7:  I have people traveling November 10 through November 15, would I pay them at two different rates? And with both the new and old account codes?
A7:  Since the new effective date for CONUS rates is January 1, 2016, November travel will no longer be impacted and the current account codes, expense types and rates will continue to be used.  Any travel that crosses the new effective date of January 1, 2016 should be split onto two different travel authorizations and expense reports using the appropriate account codes, expense types and rates based on the dates of travel.  
Q8:   Will prepaid airfare be on an expense report instead of a P-card?
A8:  Prepaid airfare that has been paid with a P-card should be reconciled, and then paid through the Accounts Payable module, the same way agencies are currently doing in the 9.0 system.  If the employee will have an expense report for the travel event, any prepaid expenses should be added to the expense report as a prepaid item.   This will become more important in SMART 9.2, as the expense report will allow for the transaction to be linked to a Location and Location Group to track in-state, out-of-state, or international travel expenditures.
Q9:  Can my agency continue to use the old account codes in the Travel and Expense module, or within the P-card reconciliation process?
A9:  Agencies will be expected to use the new account codes for all travel that occurs on or after January 1, 2016 for both transactions in the Travel and Expense module and the P-card process.  The only exception to this will be the Regents institutions since they do not use the SMART Travel and Expense module.
Q10:  Has the Division of Budget been included in the account code changes?
A10:  Yes, the Division of Budget has approved the account code changes.
Q11:  Will Location and Location Group be added to the Outbound Payment Information interface (AP03)?
A11:  At this time, the layout for the Outbound Payment Information interface is not being changed to include Location or Location Grouping for travel and expense vouchers.  (See A12 below)
Q12:  Budget managers can quickly look at the GL8020 report for out-of-state costs instead of having to run a separate query.  Many budget managers receive reports only and don’t have system access.  How will budget managers be able to gather out-of-state travel costs in the future?
A12: A new report is being created in SMART that will provide agencies with everything needed to monitor travel expenditures, including the breakdown between in-state, out-of-state, and international travel for all expenses processed in the Travel and Expense module.   Each agency can schedule the report to be executed and delivered to designated e-mail addresses to meet agency reporting requirements.   The recipients do not need to be SMART users.   
Q13: Will the limit for the Lodging expense type be restricted to the “rate” allowed for the location or will a little cushion be built in to allow for taxes or additional charges? Or will there be another way to override this limit? 
A13: If a user enters a lodging amount on an expense report that exceeds the allowable rate, a box will open requiring the user to type in an explanation that includes the breakdown between the room rate and the amount of the associated taxes.  There are a few other circumstances where lodging amounts are permitted to exceed the established rate.   Examples include:  1) conference lodging, and 2) the agency head has approved an amount up to 150% of the normal limit.  The box will allow for the appropriate explanation to be typed in.   
Q14: What to do with P-card transactions in-state and out-of-state?
A14: P-card transactions for travel related items should be paid using the new account codes for expenses that occur on or after January 1st, 2016.   If the employee will have an expense report for the travel event, the agency must add the P-card prepaid item(s) to the employee’s expense report.  Adding the P-card prepaid item to the expense report will allow for the Location and Location Group to be linked to the item for reporting purposes.
Q15:  The State will pay for both the quarter the traveler leaves in and returns in?  Originally, I thought I had heard that we would not be paying for the return quarter.
A15:  Originally, the policy was presented that way but as we’ve systematically worked through the adoption of CONUS rates, it’s been determined that the policy will include per diem meals for both the quarter the traveler leaves and returns with the implementation of CONUS rates on January 1, 2016.
Q16: We have only reimbursed for maid tips in limited situations in this agency.  Since all of the service tips will be together and do not have a receipt, there is nothing to stop all travelers from claiming the $5.   Do the Feds have it in the meal category since the thought would be that most tips would be incurred on meals?  If we don’t allow the tip amount, the travel will be reimbursed less than the daily rate today.   Including this in the Meal rate then stops travelers from claiming maid tips under the lodging limits.  
A16: The State will be following the federal guidelines with respect to Meals & Incidental Expenses to avoid any taxability issues.   The combined per diem rate will include:
· Meals – the cost of meals, taxes, and tips
· Incidental Expenses – all travel related fees and tips given to hotel porters, bellhops, doormen, and maids. 
Q17:  Could you clarify what the meal deductions are again?  When using the 15%, 35%, and 50%, I match breakfast and dinner on the GSA chart.  What is the lunch deduction?  It appears that the incidental expense is in the lunch amount mathematically but not deducted (i.e., $46 x .35% = $16, but deduction is $11).  
A17:  The meal deductions will be 15% for breakfast, 35% for lunch, and 50% for dinner.  The percentage deduction applies to the total Meals & Incidental Expenses rate when a meal has been provided to a traveler.  The incidental expenses amount is included in the combined rate and is not associated with a particular meal.
Q18: If all meals are provided for a day does the employee still get to claim the $5 incidental amount?  Although the answer may be obvious, our staff will ask, especially if they are also looking at this GSA chart.
A18: If a traveler has all meals provided for a single day, their Meals & Incidental Rate for the day will be reduced to $0.  The traveler will not be able to claim an additional amount for incidental expenses for that day.
Q19: Tips will still be allowed for taxi and shuttle as part of that expense? 
A19:  Tips will still be allowed for taxi and shuttle as part of that expense.  Taxis and shuttles (and the associated tips) are considered miscellaneous expenses and are not associated with CONUS rates.
Q20:  Is there anything changing for same day travel?
A20:  A new expense type has been added to the Travel and Expense module for the meal associated with same day travel.  The expense type is Same Day Travel Meal and will be available for travel that occurs after December 31, 2016.  It will have a default value of $0, so the user will have to enter the amount that is allowed for the one meal being claimed.   Please see the Employee Travel Expense Reimbursement Handbook for the guidelines on receiving a meal with same day travel.
Q21:  Would you be able to provide more specific information on the quarter day allowance that will be implemented with the SMART upgrade?  Also, please provide exactly how the meal reduction is applied when the employee only travels for part of the day.
A21:  Here is a chart showing the exact times for each quarter when determining the amount of Meals & Incidental Expenses due to a traveler for a partial day of travel:
	Part of Day
	Time 

	Quarter 1
	12:00 am  – 5:59 am

	Quarter 2
	6:00 am – 11:59 am

	Quarter 3
	12:00 pm – 5:59 pm

	Quarter 4
	6:00 pm – 11:59 pm



Here is a chart showing the deduction percentage applied to the Meals & Incidental Expenses (M&IE) rate when a meal is provided:
	Meal Provided
	Percent Deduction Applied to M&IE Rate 

	Breakfast
	15%

	Lunch
	35%

	Dinner
	50%



Example:  A state employee travels to a conference in Overland Park, Kansas, on January 4, 2016.   The M&IE amount for the full day is $64.00.  On the day of departure, he leaves home at 10:00 am, and dinner is provided at the conference.  The calculation of the employee’s M&IE for that day is: 
M&IE for three quarters ($64 x .75)				$48.00
Less Per Diem Deduction for Dinner ($48 x .50)		$24.00
Amount of M&IE 						$24.00

Q22:  What are the new account codes that will be used in the Travel and Expenses module and the pre-paid expenses paid through the Account Payable module?
A22:  Below is a chart illustrating the original account codes SMART 9.0 and new account codes in SMART 9.2.
	 
	SMART 9.0
	 
	SMART 9.2

	 
	In-State
	Out-of-State
	International
	 
	All

	Travel Related Account Code Descriptions
	 
	
	 
	 
	 

	TRAVEL & SUBSISTENCE
	52510
	52520
	52530
	 
	52550

	PRIVATE VEHICLE MILES
	525110
	525210
	525310
	 
	525510

	HIRE OF CARS PLANES BUSES
	525120
	525220
	525320
	 
	525520

	STATE CAR EXP
	525130
	525230
	525330
	 
	525530

	AIR RAIL AND BUS FARE
	525170
	525270
	525370
	 
	525570

	MEALS AND LODGING
	525180
	252280
	525380
	 
	525580

	NON SUBSISTENCE
	525190
	252290
	525390
	 
	525590

	Moving Account Code Description
	 
	
	 
	 
	 

	MOVING EMPLOYEES' PERSONAL EFFECTS
	521300
	521400
	 
	 
	521500



Q23:  In SMART, what Expense Types will be going away and what new Expense Types will be added?
[bookmark: _GoBack]A23:  The attached table includes expense types being eliminated and new expense types added due to the adoption of CONUS rates and other additions in FY 2016.  See Attachment Q&A 8-18-2015 Old and New Expense Types.    
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