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· In eMARS are there two different TE documents, one for in-state travel and one for out-of-state?
No, there is now only one travel authorization document, the TE.  Within the TE document you will identify the travel as in-state or out-of state.  Only out-of-state travel will be forwarded to the Controller’s office for approval.
· Do we still have to send an email to the Controller notifying him of the document numbers that need approval?
When you correctly identify a travel document as out-of-state it will automatically forward through the approval chain including the Controller’s Office.    

· What is the process to pay out of state travel in eMARS that was authorized in MARS, do we have to get a new authorization in eMARS?
No, pay for the trip on a stand-alone TP document.

· If there are no expenses to the state for out-of-state travel, does an authorization still have to be done?
Yes, in case there are unexpected or miscellaneous expenses and for liability purposes.
· How does the agency know when the final approval has been applied? 
The easiest way is to monitor the documents on the document catalog (they can see if the documents are PENDING...not approved yet........or are FINAL...meaning they are approved).
· If we do a TE in eMARS using the current mileage rate and the rate increases before the actual travel dates, must we modify the TE or do we just make an adjustment on the TP when reimbursing? 
Just adjust on the TP, you DO NOT have to modify the TE
· What document will replace the P1 for the payment of vendors such as American Express?  Or for direct bills to hotels (when there are 4 or more staying)? 
The TP document

· Where do we attach supporting documentation if needed or required, can we fax it, scan, send hard copies? 
Agencies are welcome to send necessary supporting documentation, by whatever means is readily available to the agency, however, we strongly recommend that you use the attachment function on the “Action Menu” in eMARS to keep all the documentation together.

· I don’t see anywhere for the motorpool or state park reservations, how do we do those? 
Interaccount charges such as motorpool or state park facilities will be done on a separate document called an IET.   

· What is meant by the term “Agency Head”?  Does this mean the Agency Head has to sign all authorizations and vouchers or have to learn and log on to eMARS to do approvals?  Does everyone in the approval chain have to approve in eMARS?
The use of the term Agency Head includes “or his designee”. If an agency’s internal processes already have an “authorized approval system” in place, it will not be necessary to change its existing procedures. Similarly, anyone performing electronic approvals should already have their authorizations or supporting documents ready for their approvals.
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