
Travel authorization & travel voucher
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A guide for the UVI community

Faculty, staff and students
Travel on university business

Before travel: approved TA
After travel: completed voucher and supporting documents

All university business travel must comply with the University’s Travel Policy.



When travel documents are required
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All university travel Faculty, staff and students must complete and route both 
forms through SoftDocs.

Before the trip Complete the TA weeks before travel and obtain approval 
before purchasing tickets or other travel items.

After the trip Submit the travel voucher immediately upon the conclusion 
of the trip, with receipts and supporting documents.

No cost to UVI? A TA is still required.



Travel authorization and university coverage
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The TA provides coverage while the employee is away 
on university business.

Complete the TA even when another organization pays the costs or there 
is no cost to UVI.

Indicate “No cost to UVI” in the funding source or memo field.



TA: traveler identification
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Enter the internal TA 
tracking number in the 
document number field. 
Select the fiscal year.

Select Employee or Student. 
Include full name, UVI ID 
and title.

Complete the date, island 
and department fields.



TA: dates, carrier and business purpose
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Enter travel dates and 
payroll status.

Identify the intended carrier 
based on the cost analysis.

Include the destination and 
reason for university travel.



TA: Account Information and funding 
distribution
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Funding sources Enter the fund number under Account Information. Include 
each funding source and its share of the travel costs.

Multiple funds Use Add Row to add each funding source. Confirm that the 
distribution covers the total requested amount.



TA: estimates and approved amount
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Enter the estimated costs 
in the applicable expense 
categories.

Specify the requested 
amounts. Reviewer enters 
Amount Approved.

Accounting must confirm 
available funding before 
purchases.



TA: approval routing
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Required: traveler, 
dean/director and 
department head.

Include PI and other 
approvers as applicable to 
the trip and funding.

Accounting or Grant 
Accounting approval is 
required before purchases.



Travel purchases after TA approval
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Approval first Begin making purchases related to the trip only after the 
travel authorization has received all required approvals.

UVI procurement Make all travel purchases through UVI-approved 
procurement processes.

Personal funds Travelers should refrain from using personal funds to 
purchase university-related travel.



Travel voucher: traveler and TA reference
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Complete and route the 
travel voucher through 
SoftDocs immediately 
after the trip.

Include name, employee 
number and complete 
mailing address.

Enter the dates covered. Use 
the TA’s internal tracking 
number in the TA# field.



Travel voucher: distribution and costs
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Complete the funding 
distribution. Use Add Row 
as needed.

Include all costs incurred and 
the amount for each 
expense.

Attach itemized invoices, 
receipts and other 
supporting documents.



Voucher receipts and supporting documents
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All costs incurred Include all trip costs on the voucher and attach support for 
each expense.

Approved TA and 
receipts

Attach a copy of the approved TA, along with itemized 
invoices and receipts supporting the amounts reported.

Prorated expenses Clearly identify each prorated expense and explain how the 
amount was calculated.

Boarding passes are REQUIRED for reimbursement on all Fund 2 travel.



Currency conversion support
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Attach a sheet that connects each foreign currency receipt to the amount 
reported on the voucher.

Receipt details Identify the expense, receipt date, original currency and 
original amount.

Rate applied Show the conversion rate used for each applicable 
expense.

Calculation Show the calculation and resulting U.S. dollar amount 
reported.



Travel voucher: approval routing
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Traveler reviews and 
approves the completed 
voucher.

Route to the PI, department 
head or component head as 
needed.

Include Accounting or Grant 
Accounting for review and 
approval.



Internal tracking number links the TA and 
voucher
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Travel authorization Enter the internal TA tracking number in the document 
number field at the top of the TA. Select the fiscal year.

Travel voucher Enter the same tracking number in the TV’s TA# field and 
attach a copy of the approved TA in SoftDocs.

One trip, one 
reference

Use the tracking number assigned to that specific trip.



Separate travel authorizations for each trip
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One TA per trip Each trip requires its own travel authorization. A TA 
approved for one trip cannot be used for another trip.

Separate 
documentation

Keep travel authorizations and related expenses separate 
for each trip. Do not combine or commingle trips.

Voucher reference Reference the TA for that specific trip on the travel 
voucher.



Expense changes and amended travel 
authorizations
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Substantial changes Submit an amended TA with the adjustments needed when 
expenses change substantially from the approved TA.

Amended TA Complete and route the amended TA through SoftDocs for 
the required approvals.

Travel voucher The travel voucher should be reasonably similar to the 
approved TA, including any approved amendments.



Travel submission checklist
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Before purchases TA complete, travel dates included, funding identified and 
all required approvals obtained.

During travel Retain itemized invoices, receipts and other supporting 
documents for all costs.

Immediately after 
travel

Complete the voucher, attach the approved TA and all 
support, and route for approval.

Every university business trip requires travel documentation.
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