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					Dear faculty and staff,

This message serves as a reminder of the University’s various travel policies.

The University has a policy regarding travel, “Travel Policy” (T22-066), and all University travel must comport with this policy.

In addition, the “Business and Travel Expense Policy” (T92-031C ) applies to all travel for anyone undertaking University travel, regardless of funding source. The Policy also applies to any person affiliated with any UMass campus. The policy establishes guidelines and controls to ensure the safety of employees, provide accountability for University funds, and ensure compliance with federal and state laws. The University System is implementing a new travel and expense platform – Concur, in an effort branded “Project Fast Lane.” At UMass Dartmouth, several units have been on the Concur pilot for the past 2-3 months (including Admissions, SMAST, College of Engineering, and the Chancellor’s Office).  

Timing of Full Concur Rollout
UMass Dartmouth will fully implement the Concur platform for the entire campus in February and March. In February, Concur will be active and required for all non-academic units. In March, Concur will be active and required for all academic units. Click here for additional information about Project Fast Lane and Concur.

Training on Concur
Employees who are supervisors, budget approvers, have traveled or processed expense reports in the last year, or have a University bank card will be required to attend training for Concur.

To access training, visit the Concur Production Access website and scroll down to the Dartmouth dropdown to sign up for training. UPST has provided a training video for your review, as well as other training materials and job aids.

If you need access for an upcoming or future trip or later obtain a university bank card, you can always attend training and request access at a later date.

Requirements of the Travel and Expense Policy
Please review the following information regarding the policies:
· All travel must receive approval (Pre-Travel Authorization) prior to booking travel. Approvals should be obtained at least three weeks prior to travel.
· Pre-Travel Authorization includes review by a supervisor.
· All international travel requires an Export Control and a Cybersecurity risk review as part of the Pre-Travel Authorization.
· TARMC (Travel Advisory Risk Management Committee) approval is required for travel to high-risk international destinations as part of the Pre-Travel Authorization.
· All overnight travel must be registered once travel is booked. This includes In-state, Out-of-state/domestic, and International.
Restrictions on Devices and Data in the Travel and Expense Policy
Bringing University devices or data or accessing University data on either a personal or University-issued device is prohibited in a designated Elevated Cybersecurity Risk Destination unless authorized by CITS. Elevated Cybersecurity Risk Destinations are any international destinations posing substantive cybersecurity risk to a University traveler and/or the University. CITS is authorized to determine whether appropriate risk mitigation measures can be achieved in “Elevated Cybersecurity Risk Destinations.”

Bank Card Transactions
Since Concur is a travel and expense system, bank card activity will be managed by processing expense reports, allocating the transactions to the proper budget. Bank cards will no longer need to be reallocated nor will they post automatically after 30 days to the default account. Transactions will be available in Concur to process daily. If these are not processed in a timely manner, bank cards will be closed to prevent future use of the card.

Timing
All travelers must comply with the above requirements, effective January 1, 2024. Reimbursement will not be provided for travel that is not in compliance. Unauthorized travel can also lead to the cancellation of a University bankcard. In some cases where an unauthorized bankcard was utilized to pay for travel expenses, the traveler will be required to reimburse the University for unauthorized charges. In the case of research-related unauthorized travel, the University can also use a Principal Investigator’s Indirect Costs funds to recover unauthorized bankcard travel charges.

For additional information regarding the University’s Travel and Business & Travel Expense policy, please visit the UPST Travel Expense Program website. 

Thank you.
Suzanne Audet, Controller














									[image: UMass Dartmouth]






		UMass Dartmouth
285 Old Westport Road, Dartmouth, MA 02747

































image2.png
7|

Lieese
Dartmouth




image1.jpeg
[
rﬂ UALES Dartmouth




