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DPI Process 



1)  The DPI is received in the HSC Financial Services Office. 

2)  The DPI is logged into the Access Database and date stamped. 



3)  Once the DPI is logged into the Database, the DPI will be assigned to an 

approver. 
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Non-Travel DPI 



1)  Check account code- 

• Frequently used Non-Travel account codes: 

• Books, Periodicals—3110 

• Dues, Fees—31C0 

• License, Permits—8061 

• Participant Fees—4640 

• Conference Fees—63A0 

• Refer to Account Code Definitions:  

http://www.unm.edu/~gacctng/resourc

es/OpLegAcctDef%2003-02-10.pdf 

2)  Check Business Purpose 

• Detailed description and purpose 

3)  Check Signatures 

4)  Check Backup- 

• No Tax on Goods 

• Amount matches DPI amount 

• Allowable Expense (see Policies 4000/2410 

http://www.unm.edu/~ubppm/ubppmanual/2

410.htm , 

http://www.unm.edu/~ubppm/ubppmanual/4

000.htm 
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The right account 
Conference Registration- 63A0 

1) Conference registration backup should be included with the DPI.  

 

2) If reimbursing employee for registration, We cannot approve the DPI for 
registration until after the conference has been attended. 

 
– If DPI is disapproved: 

• An e-mail will be sent to Requestor 

• DPI will be Disapproved in the queue 

• DPI will be logged out of the DPI Database 

• DPI will be returned to Department 

 

3) If paying for registration directly to conference,  

        ok to process DPI.  Include extra copy of registration to mail  

        with check. 



The right account 

Participant Fee- 4640 

 
1) Protocol # should be included, if applicable. 

 

2) Records maintained in department. 



Computers & Servers- 3189 

 
1) The device must meet HIPAA requirements. 

 

2) Contact IT to ensure that requirements are met. 

 

3) The individual needs to know that this device is property of UNM, and 

when and if employment is terminated this will be turned in as it is 

property of UNM. 

The right account 



Non Capital Equipment- 3180 

 
1. The device must meet HIPAA requirements. 

 

2. Contact IT to ensure that requirements are met. 

 

3. If the device was purchased for a Resident with book fund money, it will 

belong to the Resident and NOT be tagged as UNM property. 

 

 

 

The right account 



Goods 



1)  Check account code- 

• Frequently used Goods account codes: 

• Business Food-Local—31A0 

• Recruitment—31M0 

• Staff Recruitment—31M1 

• Business Food-Travel—3860 

• Food IDC Excludable (Alcohol)—31B0 

• Refer to Account Code Definitions:  

http://www.unm.edu/~gacctng/resource

s/OpLegAcctDef%2003-02-10.pdf 

2)  Check Business Purpose 

• Detailed description and purpose 

3)  Check Signatures 

4)  Check Backup- 

• List of Attendees- If under 20 participants 

• Itemized Receipts 

• Itinerary 

• Allowable Expense (see Policies 4000/2410 

http://www.unm.edu/~ubppm/ubppmanual/24

10.htm , 

http://www.unm.edu/~ubppm/ubppmanual/40

00.htm 
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Travel DPI 
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1)  Check account code- 

• 3820-Out of State Travel 

• 3800-In State Travel 

• 3840-Foreign Travel 

2)  Check Business Purpose- 

• Detailed description and purpose 

3)  Check Signatures 

4)  Hotel Receipt- 

• Can be for the day before the conference and the day 

after. 

• Original Receipt? 

• Zero Balance on Receipt? 

5)  Airline Itinerary- 

• Check Departure Date and Time- 1 ½ hrs. before 

domestic flight, or 2 hrs. before for foreign travel 

• Check Return Date and Time- 1 hour after for meal 

per diem 

• Early Bird Fee- UNALLOWABLE 

• Original Receipt with a Zero Balance 

• If paid with P-Card, Expense listed under ―Pre-Paid 

Expense‖ referencing S Doc # 

• If an Out of Pocket Expense, should be listed under 

Section V. 
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6)  Conference Information- 

• Agenda- Check start and end dates  

• Travel dates are one day prior to conference and one day after 

• Question any additional days 

• Provides accommodation information such hotel rates, if shuttle is provided, etc. 

7)  Meal Per Diem 

• Is the correct per diem rate being used 

• Deduct any meals provided, from daily meal per diem 

• Deduct meals if meals are paid on conference registration 

• Are meals taken within the departure and return time 

8)  Car Rental 

• Original Receipts 

• Allowable Expenses-  

• No GPS 

• No Additional Insurances 

• Justified Rental 

9)  Other Misc. Expenses 

• Original Receipts Included  

 

 

EXPENSES – REQUIRED INFORMATION 



1)  In State Travel—Same day travel—meals are taxed to the employee, taxed amount written at the top of the DPI. 

2)  Mileage reimbursement—mileage chart is used on UNM Travel Website, if location is not on the chart an odometer 

      meter begin and end should be used.  http://www.unm.edu/~ubppm/ubppmanual/4030ex_a.htm 

3)  Mileage reimbursed—$.50 per mile 

4)  Personal vehicle instead of airfare—a price comparison needs to be done prior to travel.  The same travel dates should 

      be used.  The lesser of the 2 will be the reimbursement 

5)  Business Meals during travel—account code 3860 should be used, amount should be split to correct account code.   

      Names of participates, how the meeting is beneficial to UNM.  Should also be deducted from the meal per diem, for 

      each UNM traveler 

6)  Misc Expenses-   

• Housekeeping Service / Tips 

• unallowable, included in the per diem rate.  

• Internet-   

• Allowable, business related, excluded from hotel charges 

7)  If traveling with family- only reimburse the expenses associated with the UNM employee.  Amounts need to be 

      separated from family expenses. 

8)  If travel taken with personal days, only those days determined travel days are reimbursable 

9)  Foreign travel- all currency conversions need to be included and reimbursed at US Currency. 

10)  Foreign Nationals- DPI needs to go through Taxation Dept. first due to tax implications. 

 

OTHER TRAVEL CONSIDERATIONS 

http://www.unm.edu/~ubppm/ubppmanual/4030ex_a.htm


PER DIEM RATES 

October 5, 2011 

Albuquerque Journal 

Regents To Vote On Per Diem 

 

By James Monteleone / Journal Staff Writer  

 

Faculty at the University of New Mexico asked regents Tuesday to put a stop to 

proposed per diem changes. 

 

Instead, the regents Finance and Facilities committee recommended the full 

board take a final vote on possible travel policy changes next week. Changes 

have been under consideration since June, after state officials criticized UNM’s 

policy of paying per diem meal reimbursements at the federal rate. In cases like 

a trip to Santa Fe, the federal rate can be more than double the $30 allowed by 

the state. 



Foreign 

Per Diem 

Rate 

Hawaii/ 

Alaska 

Per Diem 

Rate 

Select correct fiscal 

year.  Changes in 

October 















DPI checklist: 



DPI checklist: 



DPI Approved 



1) DPI logged out of the DPI database 

 

2)   DPI’s are separated by: 

• Travel 

• Other DPI’s 

 

3) Bundled separately 

 

4) Sent to Accounts Payable via interoffice mail 

 

5)  DPI’s approved before 2:30 p.m. will make the daily check run.  Anything after 

that time will be included in the next day’s check run 

Approved DPI: 



DPI Approval queue 





DPI Disapproved 



 Common Errors 
-  Account Code Error  - # of participants/names missing  - Against Policy 

-  Backup Info Error  -  Conference brochure/Airline Itinerary missing -  Department Request 

-  DPI Incomplete  -  Duplicate DPR – Not Processed  -  Employee: Special Comp 

-  Employee – Must do PR  -  For Approval   -  Honorarium to Employee 

-  Index Error   -  Information Missing   -  Math Errors 

-  Original Receipts not Submitted -  Other    -  Pending Department Approval 

-  Per Conversation  -  Per Diem Error   -  Purpose Error 

-  Protocol #/Dates of Visit Missing -  Queue Error   -  Receipt not Detailed 

-  Sales Tax on Goods  -  Services go on Requisition  -  Signature Error 

-  Wrong Form  -  Zero Balance Airfare Only   -  Zero Balance Travel 

 

 

Disapproved DPI: 



 
1) E-mail ―Requestor‖ regarding issue with DPI 

 - Wrong Account Code 

 - Missing Prepaid Expenses 

 

2) Log information into DPI log (this information is 

updated daily for review by the department) 

 

3) Requestor has 5 days to update the DPI or make 

changes to the DPI, if not done within the time 

frame the DPI is Disapproved and sent back to the 

Dept. 

 

 

DPI’s with Errors 



DPI disapproved 

• Go to FOAAINP in Banner and Disapprove DPI 

• Message Box will appear 

• Provide code as to why it is disapproved, see list 
of codes 

• Type in additional information as to why it is 
disapproved 

• Send E-mail to requestor 

• Log information into DPI log 

 

 









DPI Tools 



 
 UNM Policy 4320A (Revisions Pending) 

 
 



DPI Status online 

• Go to General Accounting Website:  
http://www.unm.edu/~gacctng/  

• Also on HSC Unrestricted website under 
“Resources” 

• Click on “Document Search” 
• Click on “HSC Search” 
• Enter in DPEZ # then Search 
• Status information will be provided 
• Information updated daily by Unrestricted Admin. 

Assistant 
 

 
 

http://www.unm.edu/~gacctng/










Status in Banner 

• Go to FOIDOCH in Banner 

• Enter in INV, under Document Type 

• Enter in DPI “I#”, then Next Block 

• Click inside the Invoice Block 

• Click the Xtender Icon (looks like magnifying 
glass) 

• DPI is available for review 
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DPI Stats 





Top 10 reasons a DPI is denied: 

10) The Business Purpose for the expense is 
inadequate or unclear.  Explain how the expense 
benefited UNM.  Do not merely state what was 
purchased. 



Top 10 reasons a DPI is denied: 

9) The DPI has already been submitted; the 
current DPI is a duplicate. 



Top 10 reasons a DPI is denied: 

8) Unallowable Sales Tax was included in the 
reimbursement.  UNM does not generally pay 
gross receipts tax or reimburse gross receipts tax 
when it has been paid on tangible property from 
non governmental agencies. (restaurant 
purchases are an exception) 



Top 10 reasons a DPI is denied: 

7) The wrong form or payee type was selected.  
Payments for services rendered must be on a 
Purchase Order. 



Top 10 reasons a DPI is denied: 

6) The department or originator requested that 
the DPI be denied.  You can deny your own DPI 
by using form FOADOCU in Banner. 



Top 10 reasons a DPI is denied: 

5) Original receipts are not included with the 
DPI.  If any other form of documentation is used 
other than the original receipt, such as a credit 
card statement, a memo with the signed 
department statement assuming responsibility 
for duplicate payment needs to be included with 
the backup. 



Top 10 reasons a DPI is denied: 

4) The DPI contained a Policy violation. 

 -Unallowable alcohol purchases 

 -reimbursement of conference fees before the conference has   
  occurred 

 -holiday decorations 

 -gifts for employees 

 -donations 

 -early bird check-in (airline travel) 



Top 10 reasons a DPI is denied: 

3) The DPI or backup documents were not 
received in our office within 10 days. 



Top 10 reasons a DPI is denied: 

2) The incorrect account code was selected.  The 
account code must be within the correct 
account code area, and in some cases (ie: 
computer items) must be a particular code.   



And the #1 reason a DPI is denied: 

1) The DPI involves travel.  Meal calculation 
errors, wrong per diem rate chosen, pre-paid 
items not on DPIs or pre-paid errors, lodging 
errors, and mileage calculation errors. 



Questions? 


