SMART CENTER TRAVEL PROCESS

Approval
Step 1

Contact Omega at (301) 403-4282, Travel-On at (301) 403-4278, or a personal travel agency to make travel arrangements; ask for a faxed/email itinerary.  (If you chose to book your flight through Travel-On/Omega the Smart Center can purchase your ticket.  If you are using an outside vendor you will need to purchase your ticket and the University will reimburse you at the conclusion of your trip.)

Step 2
Submit a Travel Approval through the Smart Center web site at http://www.smartcenter.umd.edu/forms/newtravel.htm.
See http://www.dbs.umd.edu/travel/pocket.html  for applicable travel policies (ie, the Fly American Act).

Step 3 

Your business office will receive a copy of the approval from the Smart Center to Approve.  Once the trip has been approved the ticket will automatically be purchased through Travel-On or Omega.  (If you have purchased your ticket through an outside vendor then you may be reimbursed upon completion of the trip.) 

Reimbursement

Step 1

Complete an Expense Statement (with an original signature) and submit all necessary receipts to the Smart Center.  Please see the Smart Center web site http://www.smartcenter.umd.edu/forms/expense.htm  for expense reimbursement forms.   

See http://www.dbs.umd.edu/travel/pocket.html for applicable travel policies with regard to allowable reimbursable costs and receipts needed.
Step 2

Reimbursements will appear in your paycheck the following pay period.

Non-University Employees will obtain reimbursements in approximately 30 days.

In-State Mileage Reimbursement

Step 1

Complete an initial Travel Approval to establish a “traveler profile” at http://www.smartcenter.umd.edu/forms/newtravel.htm.  This will ensure that the Smart Center will be able to contact you in the future.  Subsequent in-state travel will only require an Expense Statement.

Step 2

Complete an Expense Statement (with an original signature), and submit all necessary receipts to the Smart Center.  Please see the Smart Center web site, http://www.smartcenter.umd.edu/forms/expense.htm  expense reimbursement forms.  

Step 3

Reimbursements will appear in your paycheck the following pay period.

Non-University Employees will obtain reimbursements in approximately 30 days.
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