MARS Form - Travel Voucher

07/15/99

MARS-34

TRAVEL VOUCHER

STATEMENT OF PURPOSE:

The Travel Voucher is completed by the Traveler and submitted to their Agency to be paid.  The Agency will then enter the information on a Vendor Payment Voucher (P1) to pay the travel.  Agency’s who do not have access to MARS should complete a Vendor Payment Voucher (P1) and submit the P1 along with the Travel Voucher (MARS – 34) to the  Division of Statewide Accounting Services to reimburse the traveler for travel expenses incurred while on state business. This document may also be used as supporting documentation for reimbursement of travel to non-state employees when paid via the Vendor Payment Voucher (P1).  All expenses over $10.00 for lodging and other expenses listed on the MARS 34B must be supported by a receipt from the provider.  


MARS-35 is the continuation sheet used for the same purposes as MARS-34.

FIELD 
DESCRIPTION

Agency
Enter three-digit agency number.

Document Number
Pre-printed eight-character document number.  Enter the complete Document ID on each continuation page corresponding to the original document.

Out-of-State Authorization Number
Enter the Authorization Number from DOA-28, Request for Authorization for Out-of State Travel.  This is optional for the agency to use for tracking purposes.

Page1 of____
Enter the consecutive number this page represents, e.g., Page 1, Page 2 of 4, Page 3 of 6, etc.

Date
Enter the current date.

Accounting Period
Default is inferred from Date of Record. If you want these transactions recorded in another accounting period, enter the desired open period, using fiscal month and fiscal year. You cannot enter future periods. 

Budget FY
Default is the current fiscal year. If you want these transactions recorded in another budget fiscal year, enter the desired open fiscal year. You cannot enter future budget fiscal years.

New/Modification
Default is New [E]. Valid values are:

New [E]

Indicates that this is a new entry (new document).

Modification [M]

This allows you to add lines to a previous document, change the amounts on existing lines (not codes), or cancel a line (decrease a line amount to zero). To change codes in an existing line, you must cancel that line and reenter a new line. You can record both these lines on the same document by entering Modification [M].

Line
Leave Blank.

Invoice Number
Optional. Enter the vendor invoice number, if one is available.

Fund
Required. Default is inferred from Organization (ORG2) based on the agency and organization entered on this document. Otherwise, enter the fund paying for the item on this line. See Fund Index (FUND) for valid values. 

Agency
Required. Enter the agency paying for the item on this line. See Agency Index (AGCY) and Fund Agency Index (FAGY) for valid values. 

Org/Sub-org
Conditional. Enter an organization if Expense Budget Organization Option on Fund Agency Index (FAGY) is Y (required on budget and accounting). On internal refunds, this field is required if Revenue Budget Organization Option is Y (required on budget and accounting). For transactions that require a balance sheet account code, this field is optional. See Organization Index (ORGN) for valid values. 

Program Budget Unit
Required. Enter the Program Budget Unit element for the items listed on this voucher. See Program Reference Table (PRFT) for valid values. The Appropriation Program element and Allotment Program element will be inferred from PRFT based on Program Budget Unit. 

Activity
Default is inferred from Organization (ORG2), if it is included there. Otherwise, enter an activity if Expense Budget Activity Option is Y (required on budget and accounting) or A (required on accounting) on Fund Agency Index (FAGY). On internal refunds, this field is required if Revenue Budget Activity Option is Y (required on budget and accounting) or A (required on accounting). For transactions that require a balance sheet account code, this field is optional. See Activity Index (ACTV) for valid values. 

Function
Default is inferred from Organization (ORG2); or from Activity (ACT2), if a function is not entered in Organization (ORG2). Otherwise enter a valid function. 

Description
Optional. Enter general descriptive information to be recorded with this transaction.

Object/Sub-Obj
Conditional. For transactions that require a balance sheet account code, this field is optional. For internal refunds, this field must be blank. Otherwise, enter the object that best describes the item named on this line. See Object Index (OBJT) for valid values.  

Note: If the object code entered is a 1099 reportable code, the Vendor Code cannot be Miscellaneous.

Job/ Project #
Conditional. An entry in this field is required on expenditure transactions if Job Number Required on Spending on Organization (ORG2) is:

Required on Expenditure Transactions [3], or Required if Job Number Spending is Required on Activity [A]

 and Job Number Spending on Activity (ACT2) is Required [Y], or Required on Expenditures [3].

This field is required on revenue transactions if Job Number Required on Revenue on Organization (ORG2) is: 

Required [Y], or

Required if Job Number Revenue is Required on Activity [A]

and Job Number Revenue is Enforce Coding [Y] on Activity (ACT2).

Otherwise, this field is optional. If Job Cost is Yes [Y] on System Control Options (SOP2), enter a job number. If Job Cost is No [N], enter a project number. If your installation does not use job cost or project accounting, you may enter a general reporting category code.  

Report Category
Conditional. This field is required on expenditure transactions if Reporting Category on Agency (AGC2) is Required on Expenditure Transactions [3]. This field is required on revenue transactions if Reporting Category Required on Revenue Transactions is Required [Y]. For transactions that require a balance sheet account code, this field is required if Reporting Category Option is Y (required) on Balance Sheet Account Index (BACC).

Otherwise, this field is optional. See Reporting Category (RPTG) for valid values. 

Termini
Conditional. Required if Termini Validation Indicator is selected on Agency Project (AGPR) for this project. Enter the mile point, range of mile points, or bridge identifier at which work is performed for a given Highway Route. See Termini Reference Table (TERM) for valid values. 

Quantity
Enter total miles associated with this trip.  Should match total miles to be reimbursed on Private Auto Mileage.

Amount
Total amount to be reimbursed on this document.  Should match Grand Total Amount on page one of travel voucher.

Inc/Dec
Default is Default [blank]. Valid values on a new document are Default [blank] and Increase [I]. Valid values on a modification document are Increase [I] if Amount is increasing, or Decrease [D] if Amount is decreasing. If Amount is blank, select Default [blank].

Traveler ID                     [Vendor ID No. -Vendor Suffix]
Enter the nine-digit social security number or Federal ID number of the traveler.  This number is checked against the Vendor File to determine if the traveler is eligible for travel reimbursement. Enter the applicable two-digit vendor suffix number that identifies multiple mailing addresses for a single vendor, if necessary.   

Traveler Name   
Enter the name of the traveler submitting this expense report.  Name should appear as it appears on traveler’s personnel record.

Agency Name
Enter the name of the Agency initiating this document.  

Traveler’s Work Station
Enter the location of the traveler’s official work station.

Office Phone
Enter the traveler’s office phone number.

Traveler’s Residence
Enter the home address of the traveler.

Single Check  yes/no
Defaults to Default [blank]. Only specify a choice here if a vendor elects to receive payments in a different manner than already specified on Vendor (VEN2). 

Select Yes [Y] if you want a separate check printed specifically for this voucher. If Default [blank] is selected, the system adds this voucher’s amounts together with other vouchers for the same vendor (by check category) to obtain a combined voucher check amount. On a modification transaction, select No Change. 

Check Category
Optional. This field specifies the category that this check voucher is printed under. Vouchers are summed by vendor and check category. See Check Category (CCAT) for valid values. 

EFT  yes/no
Defaults to Default [blank]. Required if you want the current payment voucher paid by Electronic Funds Transfer (EFT).  Valid selections are Default [blank], No Change [blank], Yes [Y], or No [N]. Enter Yes [Y] in this field and enter a valid application type to select this voucher for electronic funds payment. When blank, this field defaults to No [N], unless the vendor is eligible for electronic fund transfer.  A vendor is eligible for Electronic Funds Transfer (EFT) when EFT Status on Vendor (VEN2) is Active [A]. 

If EPPV Requirement on EPS System Control Options (ESOP) is Yes [Y], and the vendor is eligible for electronic funds transfer, this field is inferred from the referenced Vendor Invoice (VI) as long as EFT is set to Yes [Y] on all of the invoices referencing this payment voucher. If EFT is not set to Yes [Y] on any of the related Vendor Invoice (VI) documents or one or more payment voucher lines do not reference Vendor Invoice (VI) documents, you must manually set EFT to Yes

[Y] on this document. If the vendor is eligible for electronic funds transfer and EFT is Default [blank] or there are no referenced Vendor Invoice (VI) documents, EFT defaults to Yes [Y] in the document header. When entering internal vouchers, select Default [blank] in this field. 

Application Type
Conditional. Required if EFT is set to Yes [Y]; otherwise, do not enter this field. The application type is a two-character code representing the intended application, or use, of the funds being electronically transferred. See Electronic Funds Transfer Application Type (EFTA) for valid values.

If EPPV Requirement on EPS System Control Options  (ESOP) is Yes [Y] the following description also applies.  When blank and EFT is set to Yes [Y], the application type is automatically taken from the referenced Vendor Invoice (VI), as long as the application types on all of the Vendor Invoice (VI) documents referenced on this payment voucher are the same. 

If EFT is set to Yes [Y] and there are no Vendor Invoice (VI) documents to take the application type from, the application type is automatically taken from EFT Type on Vendor (VEN2), if one exists. Otherwise, the user must supply this field. 

Scheduled Pay Date
Default automatically assigns a date according to the following rules:

If Scheduled Payment Day is entered on Vendor (VEN2) for this document's vendor, that value is used. The payment day is the day of the month when you want to pay this vendor. The system assigns the payment date using this day and the current month, or, if the resulting date has already passed, the next month.

System Payment Lag on System Control Options (SOP2) is used as the default if Scheduled Payment D is blank on Vendor (VEN2). The payment lag is the number of days from the voucher date when you want to issue payment.

If both Scheduled Payment Day on Vendor (VEN2) and System Payment Lag on System Control Options (SOP2) are blank, then the system date is used.

Applies only to vouchers for outside vendors. Enter the date when you want the check for this payment voucher issued, if you want to override the system computed date.

Note: You can change scheduled payment dates on modifying transactions or through Payment Voucher Scheduling (SCHD). For further details, see the User’s Guide. 

Agency Reference Data
Enter number assigned by agency as a control, if desired.

Month/Day
Enter the month and the day on which travel occurred.  Make a separate entry for each day.

Time of Departure/ Return
Enter the time of departure and return, specifying A.M. or P.M.

Location
Enter the cities of origin (from) and destination (to).

Private Auto Mileage
Enter the miles driven on this date in the employee’s vehicle.

Tolls and/or Parking
Enter the amount paid for tolls and/or parking on this date, if applicable.

Lodging
Enter the cost of lodging for the day referenced in #39, if applicable.

Subsistence
Enter the total amount due per meal on this date, if applicable. (See back of travel document for amounts.)

Purpose
Write in the purpose of the trip.

Totals
Enter the sum of Tolls and/or Parking, Lodging, and Subsistence for this date.

State Car
Enter “yes” or “no”, as to whether a state-owned vehicle was available.

Total Tolls and/or Parking
Enter the sum of all tolls and/or parking expenses on this page.

Total Lodging
Enter the sum of all the lodging expenses on this page.

Total Subsistence
Enter the sums for the costs for all meals on this page.

Totals
Enter the sum of all the daily expenses listed in this column.   

Mileage
Enter the total amount of all miles driven in the employee’s private vehicle.

Cents Per Mile
Enter the current allowance per mile.

Total Mileage Expense
Calculate and enter the total mileage expense (Miles X allowance per mile = total).

Other Expenses
Enter the total expenses from the reverse side of the form.

Totals From All Continuation Pages
Enter the sum of the totals from all the continuation pages.

Grand Total
Enter the total of (Totals for this Page – Total Column, Total Other Expenses, Totals From All Continuation Pages) for the grand total.  (This will be the total amount paid to the Traveler).

Traveler’s  Signature/ Date
Traveler signs and dates.

Supervisor’s Signature/ Date
Traveler’s supervisor signs and dates.

Agency Head or Authorized Agency’s Signature/Date
Traveler’s Agency head or authorized agent signs and dates.

Cabinet Head’s Signature/Date
Cabinet Secretary signs and dates, if applicable.

DISTRIBUTION OF COPIES:


 
 Forward paper copies to your Cabinet Fiscal Office or to the Division of Statewide Accounting Services along with a Vendor Payment Voucher (P1) for payment.  Include necessary receipts with the Travel Voucher.  Photocopies may be required for individual agency purposes and for the employee.
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