MARS Form – Travel Voucher/Pre-Paid Registration Fees/Multiple Cost Distribution
07/20/99

Travel Voucher/Pre-Paid Registration Fees

Multiple Cost Distribution

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.

Date
Enter the current date.

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

Traveler Code                     [Vendor ID No. -Vendor Suffix]
Enter the nine-digit social security number or Federal ID number of the Vendor.  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 Vendor submitting this expense report.  Name should appear as it appears on Vendor’s personnel record.

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
Insert total miles traveled for this trip.

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

Statewide Accounting Services – Forms Manual

Page 1 of 3

