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Obtaining a Travel & Expense (T&E) Card

Travel and Expense Card

The University Travel and Expense (T&E) Ll UN( % T&FE
Card* is a card method of payment Schoots ( ) a ‘
available to full time permanent Process
university employees through their
departments, with appropriate approval y — W — €
from their department head or business m— S T——
manager. The T&E Card is the preferred ARG gl e
method of payment for employees to _
use when traveling on official University il - Wi
business and for business meien ket el o
entertainment expenses. mroammgs | ::;::::’Z?
request for a T&E card. | | Apsiication & i
Accountholder application has been

*|t is suggested that the request for a

T&E card be done at least 1-month appiication and Email to the SOM ARC | | Ifyou do ot recaive a
agreement during part Jasamine Davis confirmation email within
48 hours, please reach

before travel.

Employee will obtain
the T&E Accountholder

3 of the training, sign,

agreement (see step 1)

submitted via email.

back out.

and return it to their

supervisor/delegate.
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T&E Card Process



https://finance.unc.edu/services/business-entertainment/
https://finance.unc.edu/services/business-entertainment/
https://acrobat.adobe.com/id/urn:aaid:sc:VA6C2:b5764658-7fa7-4983-babb-0867fc7daec4

Expected Expenses

Expected Expenses Expected Payment Type

Airfare Airfare Direct Bill OR T&E Card

Hotel Out-of-Pocket OR T&E Card

Parking Out-of-Pocket OR T&E Card

Rideshare (Uber, Lyft, Taxi, etc.) Out-of-Pocket OR T&E Card

Baggage Fees Out-of-Pocket OR T&E Card

Daily Per Diem (Meals) Out-of-Pocket ONLY

Conference Fee *PCard OR T&E Card OR Out-of-Pocket

*If a P-Card is used to pay a conference fee, this will be reconciled in the BOA WORKS system
and should NOT be claimed on the expense report.

Payment Type Abbreviation

Out-of-Pocket OOP
Airfare Direct Bill Direct
T&E T&E

P-Card P-Card
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