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Guidelines to Completing Forms 
 

Travel Authorization and Expense Report (TAER - Form 106) 
Estimated Expenses - Prior to traveling (at least 2 weeks prior to traveling) 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

1 

2 

3 

5 

4 

Traveler’s Responsibilities 
 
1. Select the appropriate Payee association 

with Wayne State University 
 

2. Enter the Payee information 
• Enter the Payee’s name 
• Banner ID or Social Security Number 

or write in Guest of WSU 
• Payee’s complete mailing address 

 
3. Enter the departure and return dates 
 
4. Enter the Destination for the WSU travel 
 
5. Enter a brief reason for the trip, any 

coverage provisions and any other 
remarks needing to be documented 
pertaining to this travel (plans to use the 
travel’s private vehicle or riding with 
another employee/student in their vehicle, 
etc…) 

 
6. Enter the name of the person to contact 

for additional information concerning this 
TAER 

 
7. Enter the dates of travel under the 

corresponding day 
 

7 

6 
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Guidelines to Completing Forms 
 

Travel Authorization and Expense Report (TAER - Form 106) 
Estimated Expenses - Prior to traveling (at least 2 weeks prior to traveling) 

 

 
 
 
 
 
 
 
 

8 

Traveler’s Responsibilities 
 
8. Enter Estimated Expense Totals for those expenses 

that will be incurred during the trip.   
• Do not included any expenses that are covered by 

the conference fee 
• If using private automobile in lieu of public 

transportation is approved, the reimbursement 
for meals, lodging and other expenses are limited 
to the dollar amount that is required during the 
normal air travel time. 

d) Meals  
e) Taxi and or Shuttle Services 
f) Telephone  
g) Parking/Storage, Bridge, Turnpike, Tunnel Tolls, 

Tips 
h) Lodging  
i) Other 
j) Car Rental  
k) Mileage  
l) Conference Fee - If prepaid by an SPA record the 

SPA number & attach a copy of the SPA and 
enter prepayment amount 

m) Transportation- check the mode of transportation 
and enter the estimated amount 

 

NOTE:  
• The designated travel agency is committed to provide preliminary exploratory 

information and assistance for all types of services (airlines, hotels, motels, 
rental cars, etc.) required for planning any projected trip.  Do not hesitate to use 
this agency to formulate plans and make reservations far in advance of the 
actual travel date. 

 

• Notate any expenses that are included in another expense (example: shuttle 
service is included in the conference fee) 

 
 



Page 5 

 

Guidelines to Completing Forms 
 

Travel Authorization and Expense Report (TAER - Form 106) 
Estimated Expenses - Prior to traveling (at least 2 weeks prior to traveling) 

Early Reimbursement 
 
 
 

 
 
 

 
 
 
 

Traveler’s Responsibilities 
 
9. You may be eligible for Early Reimbursement if 

prepayments of airfare, lodging and or hotel 
deposits, registration fees and conference fees were 
made by personal credit card so far in advance that 
the credit card statement is received 15 days or 
more prior to the approved travel date.  Whenever 
possible combine your early reimbursement 
requests for airfare, lodging, registration fees and 
conference fees into one pre-trip TAER. 

 
On the original TAER: 

a) Note ‘Early Reimbursement’ on the 
appropriate expense lines being requested for 
early reimbursement 

 
b) Enter the associated expense amounts in the 

Total Actual Expenses column 
 

c) Enter total of Prepaid items  
 

d) Attached copies of supporting documentation 
(Credit Card Statements, identify the 
corresponding charge, Conference Brochure 
to support cost, Airline Receipt or Internet 
Invoice/Receipt etc…) 

 
 

9 
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NOTE: Early Reimbursement Request:  In order to secure better rates, receive discounts, or insure hotel accommodations a traveler who pays for airfare, 
registration fees, and/or hotel deposits on a credit card so far in advance that they receive their credit card statement 15 days before their travel may be 
eligible for early reimbursement of such credit card charges.  Whenever possible, please combine your early reimbursement request for airfare, conference 
fees, and or hotel deposits into one pre-trip TAER. 

 

Guidelines to Completing Forms 
Travel Authorization and Expense Report (TAER - Form 106) 
Estimated Expenses - Prior to Traveling (at least 2 weeks prior to traveling) 

 

 
 

Guidelines to Completing Forms 

11
 

  

Traveler’s Responsibilities 
 
10. Enter Total of all the Estimated Expenses 
 
11. Enter the total of all Prepaid Items  
 
12. Enter total of all reimbursements from 

other sources 
 
13. Enter total of all Employee’s share or 

expenditures 
 
14. Enter Amount Approved (Total 

Expenditures - Reimbursements from 
other sources – Employee’s share or 
expenditures) 

 
15. Payee must sign and date the TAER 

confirming the accuracy of the 
information 

 
16. Make a copy of TAER for your file and 

forward the original TAER and all 
supporting documentation to department 
head, chair or director for approval. 

 

NOTE:  
• Upon receipt of approved TAER, order travel tickets from the University's authorized travel agency.  Inform the travel agency first that this is 

official University business travel; give the traveler's name and the TAER number (preprinted five digit number) on the properly approved Travel 
Authorization and Expense Report. 

 
• Traveler must complete the TAER with actual expenses within 15 days of returning from travel 

 

15 

 
  

14 

13 

12 

10 
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Travel Authorization and Expense Report (TAER - Form 106) 
Estimated Expenses - Prior to traveling (at least 2 weeks prior to traveling) 

 

 

Guidelines to Completing Forms 

Department Responsibilities 
 
17. Review the TAER and supporting 

documentation for accuracy and 
completeness: 

 
a) Approve TAER by entering the full 

account distribution information and 
signing for approval. 

 
b) If not approved return to traveler with 

explanation for corrective action 
 

18. If approved enter the encumbrance into 
Banner and record the encumbrance 
information (Index, Fund, Organization, 
Account, Program and Location) on the 
TAER 

 
19. Identify the person who entered the 

encumbrance and the date 
 
20. Documentation distribution: 

• Provide a copy of the approved TAER to the 
traveler and or Student Center and 
Program Activities Office  

• For Early Reimbursements - Forward a 
copy of the TAER along with all the 
supporting documents to Disbursements.  

•  Original TAER is retained by department 
for completion upon return from the 
authorized trip. 

• File original TAER until trip is completed 
 

18 

17a 

19 
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Travel Authorization and Expense Report (TAER - Form 106) 
Actual Expenses (must be completed 15 days of returning from trip) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Traveler’s Responsibilities 
 
1. Enter the actual meal expenses 

(breakfast, lunch and dinner) for each 
day and enter the sum total in the Total 
Actual Expenses column.   
• Do not included any expenses that are 

covered by the conference fee 
• If using private automobile in lieu of 

public transportation is approved, the 
reimbursement for meals, lodging and 
other expenses are limited to the dollar 
amount that is required during the 
normal air travel time. 

 
2.  Enter the actual expenses for each day 

and the sum total in the associated Total 
Actual Expense column: 

e) Taxi/Shuttle Services  
f) Telephone 
g) Parking/Storage, Bridge, Turnpike, 

Tunnel Tolls, Tips 
h) Lodging 
i) Other 
j) Rental Car 
k) Auto Mileage 
l) Conference Fees 
m) Transportation  

 
Receipts and or supporting authorized 
documentation must be attached for all 
expenses claimed for lines 7h through 7m 

 

2 

1 

NOTE:  
Auto Mileage Expenses: 
• If using private vehicle in lieu of public transportation is approved, the reimbursement for 

meals, lodging, and other expenses are limited to the dollar amount that is required during 
the normal air travel time. 

 

• Mileage should not include from home to work, this mileage is considered commuter miles.  
Use the standard mileage rate allowed by the Internal Revenue Service, the current rate is 
displayed in the APPM.  For calendar year 2010 the rate is 50 cents per mile. 

 
• For reimbursement of monthly mileage by WSU the Monthly Mileage Log Report must be 

properly completed and attached to the TAER.  Monthly mileage must be submitted by the 
end of the following month. 
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Guidelines to Completing Forms 
 

Travel Authorization and Expense Report (TAER - Form 106) 
Actual Expenses (must be completed 15 days of returning from trip) 

 

 

Traveler’s Responsibilities 
 
3. Enter the Total Expenditures (sum of Total 

Actual Expenses lines 7d thru 7m) 
 
4. Enter total of all Prepaid Items and or Early 

Reimbursements (conference fees, airfare etc…) 
 
5. Enter the Total Expenditures less prepaid items 

(difference between line 8 and line 9) 
 
6. Enter the Travel Advance amount if received for 

this approved trip 
 
7. Enter the total of all Reimbursements from 

other sources 
 
8. Enter the total of all Employee’s Share or 

Expenditure 
 
9. Calculate the sum of Total Expenditures less 

prepaid items, less Travel Advance, less 
Reimbursements from other sources, less 
Employee’s share or expenditures.  
(Line 10 less Lines 11-13) 

 
a) If less than zero enter the Amount Owed 

WSU on line 14 and make a deposit of the 
amount owed and attach the receipt. 

 
b) If greater than zero enter the 

Reimbursement Amount on line 15a 
 

9a 
8 

6 

9b 

3 

5 

7 

4 
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Guidelines to Completing Forms 
 

Travel Authorization and Expense Report (TAER - Form 106) 
Actual Expenses (must be completed 15 days of returning from trip) 

 

Traveler’s Responsibilities 
 
10. Determine if reimbursement amount 

exceeds the approved estimated expenses 
 

a. If the Total Actual Expenses do not 
exceed the approved estimated 
expenses, the TAER does not require 
further approval.  Attach all 
supporting documentation and 
forward to Disbursements and send a 
copy to the department.  

 
b. If the Total Actual Expenses exceed 

the approved estimated expenses send 
TAER and all supporting 
documentation to Department Head, 
Chair or Director for approval. 

 

10a 
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Guidelines to Completing Forms 
 

Travel Authorization and Expense Report (TAER - Form 106) 
Actual Expenses (must be completed 15 days of returning from trip) 

 

 
 

Department Responsibilities 
 
11. Review TAER and supporting documentation to 

authorize total expenses in excess of estimated 
expenses  

 
a) Enter the full account distribution 

information and sign for approval.   
 

b) If not approved return to traveler with an 
explanation of corrective action 

 
12. If excess travel expenses are approved determine if 

an adjusting encumbrance entry is required 
 
a) An adjustment to the original encumbrance is 

necessary if the actual total expense exceed the 
encumbered approved estimated expenses by 
$50 or more   

• Enter the encumbrance adjustment into 
Banner 

• Record the adjustment encumbrance 
information (Index, Fund, Organization, 
Account, Program and Location) on the 
TAER 

• Identify the person who entered the 
adjustment and the date of the adjusting entry 

 
b) No adjustment to the original encumbrance is 

necessary if the actual total expenses do not 
exceed the encumbered estimated expenses by 
$50  

 
13. Forward the approved original TAER and all 

supporting documentation to Disbursements 
 

12a 

12a 

11a 




