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Academic Leave 
Researchers on academic leave are eligible for the following expenses:
1. Economy air tickets by the most direct route
2. Hotel accommodation (up to 4 stars)
3. Two sets of airport transfers
a. Airport transfers (in Singapore)
b. Airport transfers (overseas)
4. Daily Subsistence allowance—to cover for meals and transport cost when abroad
a. 70%—where accommodation is not provided by CIL and/or the organiser
b. 20%—where accommodation is provided only
c. 10%—where accommodation is provided and 2 meals are provided by the organiser
5. Course/registration fees for the overseas conference and events
6. Travel Visa (where applicable)
7. Other costs, eg, printing etc 
Administrative Leave 
Staff on administrative leave are eligible for the following expenses:
1. Economy air tickets by the most direct route
2. Hotel accommodation (up to 4 stars)
3. Two sets of airport transfers
a. Airport transfers (in Singapore)
b. Airport transfers (overseas)
4. Daily Subsistence allowance—to cover for meals and transport cost when abroad
a. 100%—where accommodation is not provided by CIL and/or the organiser
b. 30%—where accommodation is provided only
c. 10%—where accommodation is provided and 2 meals are provided by the organiser
5. Course/registration fees for the overseas conference and events
6. Travel Visa (where applicable)
7. Other costs, eg, printing, hospitality etc
Things to note
1. Staff members cannot claim for any financial assistance if they undertake any personal travel/leave before and/or after their official trips, except for the 2 sets of ground transfers, ie, the equivalent of home-airport / host country airport-hotel transportation. 
2. For flights of more than 12 hours, staff members may arrange for arrival and departure up to one day before and after the scheduled programme to recover from jet lag. This will not apply if staff members undertake any personal travel/leave before and/or after their official trips. 
3. If staff members take personal travel/leave before and/or after their official trip, the computation of subsistence allowance will commence from the start time of the official programme and cease at the end time of the official programme. Please submit a copy of the official programme for verification. In the absence of an official programme, the default start and end time will be 9am and 5pm respectively. 

Procedures for Administrative and Academic Leave
1. Obtain approval from Programme Head and Director 

Refer to sample approval email below.
	Sample email

Director

Through Programme Head (Chris/Jansen/Bob/Damian/Hsien-Li)

Request for approval to attend conference on XYZ

[Para 1: Background of invitation. Attach invitation letter, if any.]
[Para 2: Provide justification/reasons to attend said conference]
[Para 3: Provide estimated budget using template in NAS]

[For approval, please]

[Name of researcher]

Cc Associate Director, Finance, HR


** Programme Head to endorse and forward to the Director for approval.



2. Prepare and submit the travel request in the TRAC system.
 
3. When preparing for the budget, please ensure the following:

a. Air tickets 
Obtain a quote from Price Breaker on the most direct and economical air route, and reserve the air tickets. CIL will pay Price Breaker directly for the air tickets.

b. Hotel 
i. Staff members are encouraged to stay at the conference hotel unless there is no vacancy and/or the hotel charges are too high (use 50% of daily subsistence allowance as a guide).
ii. Please provide original receipts. 

4. 2 sets of two-way airport transfers
a. Airport transfers (in Singapore)—Estimate
b. Airport transfers (overseas)—Estimate
c. CIL will reimburse the cost at 100% with receipt(s)
d. Uber and Grabcar services are acceptable. Choose the most cost-efficient option.
e. Please provide receipt as supporting document.
5. Daily subsistence allowance
a. As of October 2016, the subsistence allowance for the United States is 
SGD 430. 
b. Please check the NUS rates of subsistence allowance, which are revised every April and October.

6. Course/registration fees for the overseas conference and events 
a. Please register early for discount.
b. Please provide original receipts.

7. Entry visas (where applicable)
a. Please provide original receipt.

8. Other costs
a. Review on case by case basis and subject to approval by the Director.
b. Please provide original receipt.

9. Staff members are to submit their travel claims within 2 weeks’ of their return to Singapore with original receipts and the email approval from the Director as supporting documents. If original receipts are missing, please fill in the ‘Missing Receipt Declaration Form’ found in the General Administration folder under the NAS drive. 

10. For overseas travel claims, please choose Danny as the verifier in TRAC. 
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are working) if you are holding multiple positions.

Note : You will not be able to submit a Travel Request if -

® your approver is not maintained in SAP Time Management (SAP TM).
Please approach your department leave clerk for assistance if so.

= you have no leave eligibility. Claims for approved trips are to be submitted
as general reimbursement claims.

Step 6, 7, 10: Select | Enter the country and destination that you are traveling to.
country and You can choose the country from the predefined drop-down
destination list. Destination is a free text field, please provide the
location/city of your destination(s).

Note: For Malaysia, please choose either “Malaysia, West” or “Malaysia, East”
explicitly.

Enter additional destination(s) as necessary.

Note: You are required to enter information on additional destinations if you
are traveling to multiple destinations.

Step 8: Enter reason | Enter the reason for the trip. For
“Conference/Seminar/Workshop” or
“Research/Fieldwk/Short Course”, please indicate the
purpose, conference title and/or course title.

Note: The “Reason” field is limited to 59 characters in length only. Hence,
only a brief descriptor should be given here while details are provided under

“Comment”.
Step 9: Enter Enter further supporting information and your contact
comments details during your trip in the comments field.

Note: See Note of Step 5.

1.3.1.1 Additional Destinations

You are required to provide the details of the itinerary, if you are traveling to
multiple destinations and/or multiple planned activities. The information will also
be used for computation of subsistence allowance claimable subsequently.
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SENUS

aff Portal | 51 JEALERERTES
< (EHPa)

avel Request
= DATA ENTRY GUIDE ™=

Comments” box in the "General Data” screen.

Additional Destinations
B Eventin tinerary
Start of Trip

Time Date

Trip Destination

Destination

| Additional Destination ~ 00:01 25.11.2009 New York

%M STAEERORTAL

Step 1: Click on "New Entry” button below to enter a new destination. Enter a "Reason’ for each destination and do note that a maximum of 17 characters are allowed. To enter more information, use the "Remarks /

Hote: To change or delete an existing line, select the line by clicking on the first blank square button of that row.

Step 2: After entering additional destination details below, click on "Accept Data Entry and Go Back To General Data” button to proceed with travel request submission.

Country Reason ]

USA ~ Vacation|

Activity. |Vacation Leave =l
Accept Data Eniry and Close:

| Aditional Destination

End of Trip

Done

[Plesse indicate purpose, conference titie andfor course title}

% Local intranet

H100% -

Ol

The steps to enter additional destination are as follows:

Steps

Instructions and/or description

Step 1: Specify the
arrival date and
arrival time

Enter the arrival date and time of the destination(s). Please
take note that arrival date and time must be within the
travel request period.

The time can be an estimated time based on your flight
itinerary.

Step 2: Specify the
destination and
country

Enter the destination/location and country of the
destination(s).

Step 3: Specify the
reason

Enter the reason for each of the destination(s).

Note: This field is limited to 17 characters only.

Step 4: Indicate
Activity

Select one of the planned activity types :
1. Acad. Leave/External Training

2. Admin Leave

3. Vacation Leave

Step 5: Click on
either “Accept Data
Entry and Close”

Click on this button to close the data entry.

Step 6: Click on the
button “Next Step:
Accept Data Entry
and Go Back To
General Data”

Click on this button to accept the data entered and to exit
the additional destination screen. It will bring you back to
the general data screen.
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1.3.2 Review and Send

After all the required and essential information are entered in the “General Data”
and “Additional Destination” screens (for multiple destinations), you can click on
the “Next Step: Go to Review and Send” button to proceed.

Note:
B Leave for academic purpose (planned activity:
Conference/Seminar/Workshop, Research/Fieldwk/Short Course, and

Scholarship/F’ship/Coursework) is capped at 90 calendar days per calendar
year.

%Iﬂag‘hliéé- STAFF PORTAL

aff Portal | B1 LSRRI
eServicas (EHP4)
I

Create Travel Request
Change Travel Request ( 1002157 )
stage 2 2o
General Data Review and Send

Employee Dr Tan Kok Wee (00033325 )  Start Date 20.11.2009  End Date 30.11.2008

[ Previous Step: Go Back to General Data | [ Save and Send for Approval | [‘Cancel and Go Back to TRAC Homepage

»_Attachments (0)

Final Action
" Save
(@ Save and Send for Approval | want to save my travel request and send it for further processing now. The information submitted is correct to the best of my knowledge and is in compliance with the University policies and guidelines.
The period of absence does not affect my teaching duties and does not coincide with the University's examination & reading periods.
(Only applicable to Academic 5taff submitting leaveftravel request)
Reminder : Please review your application prior to submission by clicking the "Display Request Form™.

Ionly want to save my travel request now and will send it for further processing later

Display Request Form

[4 Previous Step: Go Back to General Data | [ Save and Send for Approval | [Cancel and Go Back to TRAC Hemepage |

% Local intranet E00% T

[ 3T

Done

If no errors are prompted, you will be navigated to the “Review and Send” screen

as shown above.
Steps Instructions and/or description
Step 1: Click on the | Click on the button with the label reflected as “Save and
button “Save and Send for Approval” as shown in the above illustration.

Send for Approval”

Note: Staff members whose faculty/school has a review committee to review
applications for funding for leave for academic purposes should consult the
Dean’s Office on any additional internal requirements prior to submission of

travel request.

Note : It is recommended to review your application prior to submission by
clicking the "Display Request Form".

1.3.3 Completed

After you have clicked “Save” or “Save and Send for Approval”, the last screen
presented is the “Completed” (or Confirmation) screen where you can view the
travel request that is saved. Finally, click on the “Exit to TRAC Homepage” button

to exit the eService.
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Create Travel Request = E D [+ s
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Completed 5
Employee ir Vivek(OFNV1) ( 00037008 )  Start Date 31.07.2008  End Date 02082009 [|o
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Display Request Form:

You can view the information submitted in Adobe format (PDF) via “Display
Request Form” button. Alternatively, you can view the information for a particular
travel request via “All My Travel Request” from the overview screen.

Travel Request form can be divided into three main areas:

Areas Notes and/or description

Employee Details This section contains your information such as name,
department, submission date etc.

Itinerary This section contains the information you have entered,
such as the period of travel (from, to), purpose,
country/countries and destination(s).

Consolidated leave This section shows an overview of the consolidated
leave/external training records for the staff concerned in
terms of the total number of calendar days and trips that
the staff has been granted approval for the current calendar
year.

Note: The three leave types shown are Leave for Administrative
Duties/Official Leave, Leave for Academic Purposes and Sabbatical Leave.
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What’s next?

B You can view and monitor the status of the travel request via the overview

screen.
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1 Travel Expense Claim

1.3  Travel Expense Claim Navigation

There are two options for a claimant to navigate to enter a travel expense claim:

Via Option 1 (for Travel Expense Claims)

myNUS eServices = TRAC =» Expense Claims =» Submit Travel Expense Claim
Staff
Portal Option 2:

eServices = TRAC = Overview = Overview of My Travel/External Training
Requests and Expense Claims = All My Expense Reports =» Create New
Expense Report button

I Travel and Expenses

@ Travel | External Training Requests
&

@ Request for Travel / External Training
Submit request for travel / external training sponsorship.

Expense Claims e Option 1
Submit Travel Expense<Claim

Submit travel expense claim for approved & completed trip. Only one online submission is allowed per trip.
Submit General Reimbursement Claim
Submit general reimbursement claim (include mileage claim)

Overview J/ Option 2
Overview of My Travel / External Training Requests and Expense Claims

Display, change, delete travel / external training requests and expense claims that you have submitted. It also

gives an overview of all your travel / external training requests and expense claims, including their processing
status.
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1 ESS Travel/External Training Request

1.3 ESS Travel/External Training Request Submission Process

There are three screens for you to complete a travel request, namely, General Data,
Review and Send, and Completed.

1.3.1 General Data Screen

In the General Data screen, you will need to enter all the information required such
as travel period, funding, reason, destination etc.

Create Travel Request
i

Create Travel Request

General Data  Review and Send

Employee Aszoc Prof Taket Momt 1 (Acad) ( 00030831 )

\Ne}dSteu:Gutu Review and Send b\ _|SaveAsDrart| \Canoeland (G0 Back o TRAC Homepage

\) Calendaruﬂrius\ \) \mpurtanwmesilnstrudiuns\

Note: If funding is required from HUS Operating Budget, please state estimated funding under 'Comment', f funding received from other sources, please state source(s) & extent of funding under 'Comment’,
Singaporeans are encouraged to inform the Ministry of Foreign Affairs (MFA) via hitps:/leregister mfa.gov.sg so that MFA can offer Consular assistance in times of emergency and crisis,
£ g

C—— / Step 1 and 2: Enter Travel Period
Step 1: Enter Start Date: * \

& Step 3: Enter Planned Activity

Step 2; Enter End Date: *

r —— .

Step 3: Enter Planned Actiiy: * \ N
Step 4: Select Funding
Step 4: Choose Type of Funding: * \ |'\

Step 5: Choose Approver (Use the puldown option to change). =

» \ Step 5: Choose Approver
Destination

Step 6: Enter Country: * \l:E
sTals | o~ i] Step 6, 7 and 10: Enter Country & Destination
Step 10: Addtional Desfinations, if any: | N destinations entered Enter Addtional Destinations

Additional Information

Step 8: Enter a Reason. * \ A
Step 3: Enter any Remarks | Comment for Approver Step 8: Enter Reason
~~ \
S~ .
~—_ Step 9: Enter Comments

[ Next Sep: Goto Review and Send B | [ Canceland Go Backto TRAC Homepage |
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The following steps show employee how to fill in the information in general data

screen:
Steps Instructions and/or description
Step 1 and 2: Enter | Enter the travel period. You can either enter the period
travel period directly or by clicking on the calendar icon to select the
dates from the calendar.
Note :
= Travel period cannot collide with another travel request (including pending
ones).
® You are not allowed to enter any backdated travel request that is more than
21 calendar days from end of the travel request period.
Step 3: Enter Select the appropriate planned activity.

planned activity
The three planned activities applicable are:
1. Acad. Leave/External Training

2. Admin Leave

3. Vacation Leave

Note : For application for a single leave type on vacation leave, please apply via
eServices > Leave > Application.

Step 4: Select Enter the relevant funding source.
Funding
The four categories of funding sources are :

1. NUS Operating Budget

2. All Other Funds

3. NUS Operating Budget and All Other Funds
4. Self-Funded (ie expenses fully borne by staff)

Note:

®  The “Funding” field indicates the source of fund.

= |f “Funding” is indicated as “Self-Funded”, claimant will not able to submit
a claim.

= |f funding required from “NUS Operating Budget”, please state estimated
funding under “Comment”.

= |f funding received from “All Other Funds”, please state source(s) and
extent of funding under “Comment”.

Step 5: Choose System defaults the approver for you based on the existing
Approver approval matrix maintained by your leave clerk. Generally,
approver for travel request is the respective department’s
Head of Department (HOD).

If the PI approver has been maintained by your leave clerk,
system defaults the approver to Pl when “All Other Funds”
is selected. However, if no Pl is maintained, it will redirect
to HOD for approval.

You may change your approver accordingly (e.g. you are
performing an official duty for one of the departments you

C:\work\SAP-hr\Travel Mgmt\Phase 3\Revised User Guides\TR_01_03.doc







