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 TRAVEL PROCEDURES  

SPONSORED RESEARCH AWARDS 
 

Overview 
 
North Carolina law states that travel must involve a destination located at least 35 miles from the 
employee’s regular assigned duty station or home, whichever is less, to receive reimbursement.   
 
Travel supported by sponsored research must follow award, sponsoring agency, and State and 
University travel guidelines, and the travel must provide a direct benefit to the sponsored award 
being charged.  Travel is permitted without prior sponsor approval if the budget for travel is 
written into the award budget.    
 
Conference registration, transportation, lodging, subsistence, and reasonable incidentals are 
allowable only to the extent such costs do not exceed charges normally allowed by UNC 
Charlotte in its regular operations as the result of UNC Charlotte’s written travel policy.  Un-
allowable travel expenses include (a) commuting or travel expenses when not on “travel status,” 
and (b) airfare above “lowest economy fare class” (coach or equivalent). 
 
Travel outside of the U.S., the District of Columbia, and U.S. territories and possessions is 
considered international or foreign travel. A trip is considered foreign travel for all legs of the 
itinerary if the traveler does not return to his or her post prior to departure for a foreign 
destination.  Note: Make sure the budget and award and sponsor terms and conditions allow for 
international travel if not written into the original award.   
 
Federally funded travel requires the use of U.S. Flag Air Carriers for air transportation to, from, 
between, or within a country other than the U.S., of persons or property whenever such carrier is 
available for which is code sharing is present.  Compliance with the Fly America Act is satisfied 
when the U.S. flag air carrier’s designator code is present in the area next to the flight numbers 
on the airline ticket, boarding pass, or on the documentation for an electronic ticket (passenger 
receipt). 
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The Open Skies Agreement is an exception to the Fly America Act requirement and allows 
travelers to fly on airlines from the European Union, Australia, Switzerland and Japan under 
certain circumstances.  Qualifying travelers, whose travel is supported by federal funds, may 
travel on U.S. Flag Air Carriers, or European Union airlines as long as they touch down in an EU 
country.  Note:  Travelers with DOD funding are not allowed to take advantage of the “Open 
Skies” agreement. 
 
Approving Travel Authorizations (TAs) 
 
All travel funded by sponsored research awards must be pre-approved by the research 
administrator in the COE Contracts & Grants Office.  Travel Authorization (TA) forms should 
be approved by the traveler, the appropriate supervisor, and the COE Contracts & Grants Office 
at least two weeks before travel. 
 
When the COE Contracts & Grants Office receives the TA for approval, the budget for the fund 
being charged is checked in both Banner and SAM.  If there is no available travel budget in the 
award, the research administrator in the COE Contracts & Grants Office will check the award 
and/or sponsor terms and conditions to see if travel is allowed.  If no restriction is found and 
there is budget remaining in the other fund categories, the research administrator in the COE 
Contracts & Grants office will notify the BSS that a budget revision (BR) is required to be 
processed before you can sign off on the TA.   
 
The COE Contacts & Grants Office will check the TA for accuracy/completion/compliance and 
make sure required backup documentation is attached showing how the estimated and/or actual 
costs were derived. If the research administrator in the COE Contracts & Grants Office finds any 
discrepancies, the BSS will be contacted. 
 
NOTE:  International travelers are responsible for notifying the University’s Export Control 
Officer (ECO). TAs that indicate international travel destinations will automatically be routed to 
the ECO through the University’s imaging system. If traveling internationally with University 
laptops, mobile phones, or any other digital storage devices (including flash drives), the traveler 
must complete the UNC Charlotte Export Control Checklist and file an Export License 
Exception TMP (Temporary Exports/Re-exports) certification.  
    
When the TA is ready to be approved by the COE Contracts & Grants Office, the research 
administrator in the COE Contracts & Grants Office will approve the TA with initials and date at 
the bottom of the first page.  The research administrator in the COE Contracts & Grants Office 
will then scan the signed TA and save it in the electronic project folder in the COE Contracts & 
Grants Office, and will email it to the BSS to let the BSS know it is being forwarded to the 
Travel and Complex Payments Office (TCP). 
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Example of a Completed Travel Authorization Form with Redactions
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III. Approving the Travel Reimbursement (TR) 
 
After the traveler completes the trip, the traveler will supply the BSS with a completed Travel 
Reimbursement form (TR) along with original receipt documentation for expenses claimed 
(except for tips $5.00 or less).  If an original receipt is lost, a missing receipt affidavit must be 
completed by the traveler and be submitted with the TR.  The BSS will forward all 
documentation to the research administrator in the COE Contracts & Grants Office. 
 
The COE Contracts & Grants Office will check the TR and all backup documentation for 
completeness and compliance and make sure all signatures are on the TR.  If the research 
administrator in the COE Contracts & Grants Office finds any discrepancies, the BSS will be 
contacted. 
 
Do not submit any documentation to the Travel Office that includes full credit/debit card 
numbers, or what are referred to as “Primary Accounts Numbers” (“PANs”). These are the 16-
digit numbers for Visa and MasterCard and the 15-digit numbers for American Express cards 
that are printed on the front of the cards. PANs that have been marked out with a pen or marker 
are not considered fully redacted, as scanners and copiers can still pick up these numbers.   
 
When the TR is ready to be approved by the COE Contracts & Grants Office, the research 
administrator in the COE Contracts & Grants Office will approve the TR with initials and date at 
the bottom of the first page.  The research administrator in the COE Contracts & Grants Office 
will then scan the signed TR and save it in the electronic project folder in the COE Contracts & 
Grants Office, and will email it to the BSS to let the BSS know it is being forwarded to the 
Travel and Complex Payments Office (TCP). 
.   
NOTE: Travel reimbursement requests must be sent to TCP within thirty (30) days of the return 
date.  Per UNC Charlotte’s accountable plan, as established per IRS guidelines, any travel 
reimbursement requests submitted sixty-days (60) or later after the return date may be taxable to 
the traveler. 
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Example of a Completed Travel Reimbursement Form with Redactions 
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APPENDIX I: HOW TO PAY 
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APPENDIX II: TRAVEL PROCESS FLOWCHART 
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LINKS OF INTERST 
 
 
UNC Charlotte Travel Procedures Manual Revised March 31, 2017:  
http://finance.uncc.edu/sites/finance.uncc.edu/files/media/Travel/UNCCTravelManual.pdf 
 
UNC Charlotte Policy 50.2: Travel Funded by Sponsored Awards: 
http://research.uncc.edu/sites/research.uncc.edu/files/media/files/gca/Policy-50.2-Traveled-
Funded-by-Sponsored-Awards.pdf 
 
UNC Charlotte Export Control: 
http://research.uncc.edu/departments/office-research-compliance-orc/export-control 
 
UNC Charlotte Export Control Policy: 
http://legal.uncc.edu/policies/up-316 
 
UNC Charlotte Export Control Checklist: 
http://research.uncc.edu/sites/research.uncc.edu/files/media/files/export/Check-List-Negotiators-
Export.pdf 
 
UNC Charlotte Travel & Complex Payments FAQs: 
https://faq.uncc.edu/pages/viewpage.action?pageId=6661148 
 
Fly America Act: 
https://www.gsa.gov/portal/content/103191 
 
Open Skies Agreement: 
https://www.state.gov/e/eb/tra/ata/ 
 
Uniform Guidance 2 CFR 200.474: 
https://www.gpo.gov/fdsys/pkg/CFR-2014-title2-vol1/pdf/CFR-2014-title2-vol1-sec200-474.pdf 
 
 
 
 
 
 
 


