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The new electronic travel planning, authorization and reimbursement process will simplify and
improve overall handling of employee travel greatly, and in most cases, it will result in rapid
reimbursement of employee out-of-pocket travel expenses. This process consists of an on-line
capability called McNairPort, provided by our travel agent partner, McNair Travel, along with an
extension of our Deltek system, which is already in use for daily time recording.

A.0 SRI Travel Guidelines

As a federal service contractor, Strategic Resources, Inc. (SRI) complies with the Joint Travel
Regulation (JTR) guidelines for travel and expense reimbursement.
http://www.defensetravel.dod.mil/site/travelreg.cfm

Per Diem Reimbursement
To receive per diem reimbursement, SRl employees or consultants must be on approved
contract business travel for more than 12 hours.

Travel Authorization
All travels must be necessary and allowable under the contract or mandated by SRI HQ
executive office. SRI does not reimburse excess costs incurred by:

e anindirect route as a matter of personal preference;
e premature departure for personal reasons from a temporary location or;
e extension of a stay for personal reasons.

Booking Travel
All authorized travel itineraries (including flight, hotel, and rental car bookings) must be made
through MacNair Travel Management at: http://www.macnairport.com/

FLIGHT Reservations
e Select coach or economy class only.

e Confirm flight reservations no less than seven days in advance to take advantage of
discounted fares and secure the best fares using MacNairPort online travel tool.

e Lowest airfare must be selected in all instances unless the following scenarios impact
the carrier, time or airport:

1. Routing requires more than one additional interim stop each way;

2. Routing increases one-way total trip time by more than 2 hours;

3. Departure/arrival is more than 2 hours before or after requested time;
4

Extra distance to an alternate airport is more than 60 miles AND savings is less
than $250 round-trip for use of that airport.
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e Up to two checked bags are reimbursable. Any additional checked bags are the
traveler’s personal responsibility unless approved in advance by manager. Overweight
luggage is not reimbursable.

e Premium seating fees are not reimbursable. To avoid airline imposed premium seating
fees if that is the only option available at check in, make sure to select your seat when
booking your flight.

e International Travel: Call MacNair directly to make reservations with an agent during
regular business office hours (9:00 AM to 6:00 PM EST) at 703-836-1970 or 877-244-

8735

HOTEL Reservations
e Follow Joint Travel Regulations per diem requirements, specific to region and season.

e Confirm hotel reservations using MacNairPort online travel tool.

0 MacNairPort will only hold hotel reservations, travelers must use a personal credit
card or if applicable, an SRl issued corporate credit card when checking in and out.

GROUND Transportation
e Rental Cars: Lowest available rate compact/economy car must be selected for on-
airport locations. Travelers must refuel a car with standard (non-premium) unleaded
fuel prior to return to avoid rental agency surcharges. All rental car gasoline must be
supported by receipts. All potential drivers must be listed on rental contract.

= Note: If traveler is not covered under personal insurance and is not an SRl
employee, the traveler is responsible for purchasing appropriate state insurance
coverage offered by the car rental agency. SRI will reimburse premiums for and
up to the state minimum insurance limits for all authorized travel.

= Note: Travelers are not to accept pre-pay fuel, GPS, or additional amenities
offered by rental car service.

0 MacNairPort will only hold rental reservations, travelers must use personal credit
card or if applicable, the SRl issued corporate credit card when checking in and out.

e Personal Vehicles: If a personal vehicle is used, mileage (not gasoline) is reimbursable at
the JTR rate. If travelers choose to use their own vehicles in lieu of air travel, the
maximum reimbursement is the lesser of the cost of standard air fare, rental car and gas

or the mileage.
e Taxicabs: Taxi hire is reimbursable when:

1. Public transportation, airport transfer service, and/or hotel courtesy
transportation is not available or when time or other factors make these options

impractical;
2. Traveling to/from airports and the residence/hotel/office.
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OTHER Expenses
e Meals and Incidentals (M&IE):

1. Traveling on Corporate overhead cost, the actual receipts are reimbursable up to
the Per Diem rate.

2. Traveling on direct contract cost, Per Diem is reimbursable accordingly to the JTR
guidelines.

3. The M&IE rate include taxes and tips up to 15%. They are not reimbursed
separately. Examples of incidental expenses are fees and tips given to porters,
baggage carriers, bellhops, and hotel maids.

e Dry cleaning/laundry: For CONUS travel for 4 consecutive nights or more, dry
cleaning/laundry is reimbursable up to $10/night. For example if you are traveling for 6
consecutive nights you may claim up to $60 dry cleaning/laundry expense with
supporting receipts. OCONUS travel for 4 consecutive nights or more, dry
cleaning/laundry is not reimbursable but is included in Per Diem incidentals.

Payment
e All flight reservations are billed to the SRI HQ corporate credit card.

¢ All hotel and rental car reservations are secured, but not paid for, using the
MacNairPort online travel tool.

e Hotel, rental car, food, and other onsite travel expenses are to be paid by personal
funds or if applicable charged to SRl issued corporate credit card.

e An expense report and accompanying receipts for all reimbursable personal expenses
must be submitted and approved through the Deltek online expense tool.

¢ Non-reimbursable expenses include: alcoholic beverages, entertainment, personal
hygiene items, clothing, air travel insurance, parking or speeding fines, meal tips
exceeding 15%, any gratuities to bellhops or maids, or charges incurred because of
indirect travel for personal reasons.

Cancellation
e Traveleris responsible for all reservation cancellations.

e Any hotel no-show charges incurred are the responsibility of the traveler. If sufficient
cancellation notice was provided to the traveler by SRI management or the customer
the charges are not reimbursable.

e Travel credits received as a result of cancellation are to be tracked by the traveler,
reconciled with MacNairPort and utilized for future SRI travel.
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SRI s Quality Approach
As an ISO 9001:2008 certified, CMMI Maturity Level 3 rated organization, SRI has established
processes and procedures in place which, when consistently applied:

e Minimize errors, reduce the need for rework, and allow us to
maintain low operating costs

e Ensure quality standards are maintained
e Deliver reliable services and support to customers

Process Improvements

SRI takes a proactive, forward leaning approach to quality management and continuous process
improvement and welcomes process improvement suggestions from all SRl employees and
consultants. If you identify process areas that could be improved, please direct your
suggestions to SRI s Director of Quality Systems, Idriss Fofana at QMR@sri-hg.com

QMS Online

The full text versions of the processes and procedures that make up our quality framework—or
Quality Management System (QMS) - are accessible via the Employee Portal on our corporate
website at www.sri-hg.com.
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B.0

SRI Travel Process

Purpose/Scope

This procedure describes activities related to requesting, authorizing, finalizing,
reporting and payment processing of SRI business related travel.

This procedure applies to all travelers, hereafter referred to Traveler, who represent SRI
and travel for SRl operations, contracts and customer requirements.

Before requesting travel expense authorization:

v

v

Request the accounting charge numbers for travel expenses from the Program/Functional
Area Manager.

Receive and maintain a signed authorization from the contract representative, if the travel
is contract/customer mandated.

If applicable, verify contract funds are available for the travel.
If applicable, verify credit card funds are sufficient to support the duration of travel.

Obtain travel cost estimates using MacNairPort - www.MacNairPort.com

ACCESSING SITE FOR THE FIRST TIME

MacNairPort is an online Travel Management tool for managing travel profiles and
booking business travel. All users must be pre-registered with MacNairPort to gain
access.

Managers must email oasupport@sri-hg.com the new user profile request and provide
the employee’s name as it appears on government ID, date of birth and gender. The
system will generate an email notification to the traveler when registration is complete.

Registered profile users, go to the Log Into MacNairPort section of the page.

e User ID: business email address
e Temporary Password: will be emailed to you
e Click Login to MacNairPort

e Go to the PROSHOP to activate your account and
update the form with your personal travel
preferences as well as your phone numbers.

e Click on Change My Password, to create a unique password. Remember to SAVE each
page of your profile and log out of PROSHOP.
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OBTAINING COST ESTIMATES AND BOOKING TRIPS

Select TICKETS to access the online booking tool.
Select Flight or Train, Hotel and/or Car if needed.

Select Trip Details — round trip, one way, multi-
destination and include departure and returning
locations, dates and time.

Select Schedule for schedule based searches, or
Price for a fare based matrix and Surrounding
Airports search option.

Select the Search by Price option and check
surrounding airports to compare pricing.

Click Search.

Flight
e Schedule Search - Choose Departing Flight and Returning Flight using the Select
button.

=  The system will display the fare for the original selection and then offer the
user Low Fare Options which may include alternate airports and low-cost
airlines.

= Review the Low Fare Options and Select a flight in accordance with SRI Travel
Guidelines.

e Price and Surrounding Airport Search - Select up to 3 surrounding airports near
destination. Select roundtrip itinerary from the Fare Matrix.

= |f the lowest fare was not selected, a warning will be displayed and you will
be required to select a valid reason, and need approval from manager.

=  Select flight and, if airline allows, review and select seating.

Hotel
e Check-In/Out Dates and City or Airport Code will be
based on flight selection, but can be modified if
needed.

e Type of Search includes searching for a hotel by:
Address or City, Near an Airport, Negotiated
Properties or Company Locations and other points of
interest.

e View hotel locations on a map.
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e Hotel options can be sorted by Company Preferred (if applicable), Approximate
Rate, Hotel Name or Distance.

e To view rates, Select a hotel, review the Rate Rules and Select the Price Per Night
to reserve the hotel room and continue with the booking.

e Select a hotel that follows the visiting location’s Joint Travel Regulation (JTR) per
diem rate.

Reminder — hotel reservations are secured by MacNairPort. However, personal funds or
SRl issued credit card must be used when checking in and out.

Rental Car

e Select Pick Up Location — At an Airport. Rental dates and time will be based on
flight selection, but can be modified if needed.

e Search options include, Car size, Special Equipment and Preferred Car rental
agencies.

e Car options will be displayed by Car Rental Company, Size of Car and Price. SRI
preferred rental car providers will be displayed first followed by other car rental
vendors.

e Reserve car by clicking on the Daily Rate listed.

Reminder — rental car reservations are secured by MacNairPort. However, personal funds
or SRl issued credit card must be used when checking in and out.

Reminder — travelers are not to accept pre-pay fuel, GPS, or additional amenities offered
by rental car service.

Collect and retain cost estimates for your Expense Authorization submittal.

Tip: If you have a trip itinerary that you travel on frequently, you may use the function
Save as Template, to easily and quickly recreate the same itinerary.

DO NOT CLICK “HOLD TRIP”!

Trip is only held for 12 hours and a fee will be charged
regardless if the trip is issued or not.

SRI Proprietary & Confidential | For Internal Training Purposes Only



SRI Travel and Expense Report Training

B.1 Request Expense Authorization - Traveler

Traveler must:

v" Request Expense Authorization in accordance with SRI policies, contracts and customer
requirements, using Deltek online expense tool.

1. Go to www.sri-time.com/DeltekTC/welcome.msv and click on the link at the bottom of
the page to log into SRI’s Deltek Expense online tool.

Deltek S

2. Enter your Login ID, Password,
and domain SRI. Click Login.
NOTE: This is the same as the
Timesheet online tool.

PROJECT PROVEN
INDUSTRY SMART

3. Select Expense Authorization LoginID >
from the left navigation menu. password >

Domain >

iStates | > Login | < Reset

@ Forgot Password

NOTE: the navigation menu is <1 = .. Autriorzstion
i iy New | Search | |

personalized and shows different

menu links with each person.

4. Select New to create a new
Expense Authorization.

5. When prompted, select Create New Authorization and then click Next.

The next page may take a moment to load.

new authorization or copy an existing one.

Lt ] ol

6. Fill in the information required on the next screen. NOTE: Fields in bold must be
populated.
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7. Toview the per diem rates for the specified location, select Details. If you make a

mistake, select Clear to erase and re-enter the data. When finished, select Close and
Next.

(<] Expense Authorization

Pleasa provide genaral infarmation about el Pelow

BEE ] | Authoriustion Date sy 30,2012 [

Authorization Type Direct Contract Expenses [ = | Default Location.

From . 2 v | Cloar || Deiabs .
Pt w302z B 4 Fspayarree -
Country |UNITED STATES = |

Contact Uy T0 | pay 30. 2012 ﬂ |- Last Day of Trip T ]

Cily FT BRAGG =]
County CUMBERLAND COUNTY [= |

Multpie Locatons
Short Description Fi Bragg

= Business Development

Per Diem Details

This is the breakdotw, em amount allowed for this location.

CONUS |Oct 1,2011  [01:01 1231 54.00] 8.00| 1200| 2600 5.00 51.00

| -~

8. Enter one charge number (XXXX-XXX) in the Charge field and then tab over. NOTE: If
you do not know what charge number to use, ask your supervisor.

Mote: All amounts are in USD

If you travel on Indirect Expenses (Corporate overhead personnel), use 6XXX-XXX or
TXXX-XXX.

9. Verify that the description field is correctly populated. NOTE: The allocation should
always be 100%.

Please provide the default charge allocation that will be used for expenses throughout the authorization.

y =
== Charge Allocations
eport 1
mses
eport. 0639-078 [HR SOL2-SHARP MTT-0DC 100.01
s

(] [sen ] [conen ]

10. Click Save to save the shell created.

11. Click Add to populate an expense [<) Expense Autnorization
New | Search | Print | Vioid |
CO|Umn : Authorization Type [Direct Contract
B Expense Repart 1D [ ]
ut| Description [FL Bragg.
Encoree [
Expensa Class [Direct Contracts |
Charge [D538.076 ]
Purpose rmnmw
£gd | 1D Category. Expense Type Charge Location
e T ([ Shom Surpering Schedies |
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12. Select the appropriate Expense Category using the drop down menu.

13. Select Expense Type from the drop down menu and click Next.

Select the Category and Expense Type for the exp ou are estimating Select Category/Expense Type

Categoty Lodgng  [»]

Contact Uy
Expense Type. Duect Contract Lodging [ ]
Saect

[ Heip | [ e | [ Gonce |

14. Verify or update number of nights and location information. Note: The Location box will
remain Select as you will only be traveling to one location at a time.

15. Enter Expense Estimate and any comments if needed. Click Next.

& Debtek Time & Expense - Ex., * | ] SR - Accounting (AC)

£ Convert = [ Select

Lodging > Expense Delails

Please provide detail information about the Per Dierg

Location

Location Seiect| v |
StartDate Moy 30.2012 [
End Date May 30,2012 [l
Numberof Mights [ 1] | Late Check Out

[ cioar ] ["Dotais |

Country | UNITED STATES v |
DUS StatelProvince | NORTH CAROLINA (= |
City FT BRAGG [ ]|

[[Holp | [Deiets | [ <Back | [ tem> | [ Cancet |
) e
16. Repeat Steps 11-15 to add additional expenses until all expense categories have been
entered.

NOTE: Make sure ALL anticipated travel expense categories such as flight, lodging, meals,
mileage, rental, baggage fee, etc. are included.

SRI Proprietary & Confidential | For Internal Training Purposes Only
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fuorzaton Tive i |
Expense Repo 1D | | Authorizabion Status | D
Descrplion [FE Biagg ] Cash Agvance Status [1ia
e | ] (T [ |
Expense Ciass [Direcl Contracts | fom sz | ol
charge [B380T8 ] To[wyman | by e
m n Category Expenae Type Charge Locaton ‘Start Date End Date 0 af Units. Comments Estenate (USD)
L Lodging Direct Contract Lodging Detault UNITED STATESHORTH CAROLINAFT BRAGGIC May 30, 2012 May 30. 2012 []
— _ —
ral G
| = | _Show Supporting Schedules |

17. Once all estimated expenses have been entered, click Signature box and enter password
to submit for manager approval.

18. Click Sign to authenticate your signature and process the travel authorization.

19. Your request is sent to your manager for review and approval/rejection.

B2 0

“¢] Expense Authorization
Authenticate Signature

| certify that this expense authorization contains a reasonable estimate of the expected costs which have been estimated in compliance with company policy.

~

-f
H
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B.2 Approve/Reject Expense Request - Manager

Managers must:

v" Review the online Travel Authorization for accuracy.

v’ If the travel is contract/customer mandated, maintain a signed authorization from the
contract representative and verify that contract funds are available for the travel.

v' Approve/reject Travel Authorization requests in accordance with SRI policies, contracts,

and customer requirements, using Deltek online expense tool.

1. Login to Deltek Time & Expense

2. Click the Home icon at the top right to
access your Desktop view.

3. Click the “+” next to Expense

Semi-Morthly Period Ending[Sep 15, 2012

Stotus iz |

Authorization Pending Approval and S——
l. MyDesktop
click on the employee’s name needing Edit MyDeskiop Layaut

approval. A window will appear and
then click Launch.

4. Review and confirm all expense

information to include Expense Class,

= : Ve
- Test - EADODO00S4

I Tt Trio to Ft. Brace - EAQO0D00S0

Charge Number, Duration of Trip and all
planned expenses. NOTE: The Expense

[ mar 15, 2012 Semi-Montht Open
I

Authorization must contain all

E] Expense Authorization

planned trip expenses to New | Search | Print | Void |

include baggage fees, tolls, Audhorization [EAC0000060 | Type [Dvision2Expense Report Type |

etc Expense Report D |

Description [Test Trip to Ft. Bragg

Employee | INM—

5. If approved, click the Blue Box

Expense Class [Di\HonZExpenseClass

next to the approval block at

Charge 6125140 |
the bottom of the screen. If it Purpose [TEST: SHARP TRAINNG
contains errors click the red
IIX"

6. Travel Authorization approval

and number is generated and

sent to traveler.

Shew Supporting Schedules
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B.3 Finalize & Manage Travel Arrangements www.MacNairPort.com

Traveler must:

v" Use the required Travel Authorization number generated from Deltek online expense tool
to finalize and manage all travel arrangements through the MacNairPort online travel
tool.

Login to MacNairPort and follow the steps outlined in the OBTAINING COST ESTIMATES AND
BOOKING TRIPS section.

CONFIRMING BOOKINGS
e Review the Company Announcements at the top
of the Review Trip Details page for information
pertaining to booking such as the fare restrictions
of requested flight reservation.

e Review Traveler Information and verify the
information is complete and accurate.

e Select the designated card in the Flight Billing
Information section on the Billing Information Page.

e Enter the required Travel Authorization number which is generated from the approved
Deltek Travel Authorization.

e After reviewing all information on the Billing Information page click on Purchase Trip.

ELECTRONIC INVOICE

An email confirmation will be sent immediately from GetThere confirming the reservation has
been made. Virtually There will send an email confirmation after the booking is reviewed and
ticketed.

To access invoice and/or e-ticket receipt:

e The day after making the reservation, bring up the emailed confirmation, click on the
link (in blue) and open your itinerary.

e On the left margin at the top, double click on eTicket receipt or elnvoice.
e This will open up the invoice or receipt page.
e Print/save and submit with expense report.

LIVE ITINERARY ON YOUR MOBILE DEVICE
e If you have a smart phone device, download the TRIP CASE application and establish an
account. Through your Virtually There link in your email confirmation, click on Add to
TRIP CASE to manage your travel itinerary and live flight status via mobile.
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ACCESSING PREVIOUS BOOKINGS
e Login to MacNairPort and click Tickets in the
MacNair Concourse, then click Trips on the red
navigation bar to access current or past dated
trips.

e Click Select to view or change the booking.

e Make any desired changes to air, car and/or
hotel booking.

e Click Cancel Trip to cancel trip. Cancellation fees may apply. Note: Traveler is
responsible for unapproved cancellation and/or change fees.

USING TEMPLATES
Templates can be created to quickly book repeat trips including air/hotel/car options. There is
no charge to create a template.

e To create a template — enter a Template Name
in the Trip Templates area of the Review and
Modify Trip page, Traveler Information page,
or the Billing Information page.

e To use atemplate —click on Templates on the
navigation bar, select the Template Name,
and enter the new dates of the trip and Price
Itinerary. Proceed with completing booking.

ASSIGNING A TRAVEL ARRANGER (someone who may complete travel arrangements on your
behalf)
e Click TICKETS to enter the booking tool.

e Click Profile on the red tool bar.
e Click on My Arranger, then Add a travel arranger

e Enter the first and last name of the person to designate. Note the travel arranger must
already have a profile in the system.

e Then, Add the arranger

e When the travel arranger logs into MacNairPort, the arranger will see a list of travelers
who have selected the arranger to book their travel.
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GETTING ASSISTANCE
Technical Support

e Click on Help or the ? icon to access online help.

e Email MacNair Travel at MacNairPort@macnairtravel.com or call MacNair Travel during
regular business office hours at 866-703-0396 with questions or suggestions.

Travel Support

e During regular business office hours (9:00 AM — 6:00 PM EST) call 703-836-1970 or
877-244-8735

e After hours emergencies only call: 877-638-0697, ID# S1HFO (fee generating)
For example: When travel changes are required while in route and that the traveler

cannot manage without support.
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B.4 On Travel - Traveler

While on travel, traveler must:

v" Comply with SRI policies, contract regulations, and Joint Travel Regulations.

v" Adhere to SRI's Code of Business Ethics & Conduct and professional appearance
guidelines.

v" Collect and maintain all travel receipts and supporting documents for reporting purposes.
Any charges reported and claimed without a receipt will be treated as a personal expense
and will not be reimbursed.

v’ If applicable, manage corporate credit card transactions and available balance.

B.5 Submit Expense Report - Traveler

Traveler must:

v' Complete and attach all expense receipts and submit an electronic Expense Report
through Deltek online expense tool to the manager for review and approval within three
business days of travel completion.

v If applicable, complete and submit a Trip Report Form (OA6-1B) and business cards to
Trips@sri-hg.com.

1. Loginto the Deltek Expense online
tool. URL: www.sri-time.com

2. Select Expense Report from the left
navigation menu.

3. Then click New to create a new report.

4. Click Create New Expense Report then
click Next.

Expense Report

Please indicate whether you want to create a new expense report or copy an existing expense report Create Options

@ Create New Expense Report

C Copy Existing Expense Report

Expense Report M

Help Next = Cancel I
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5. Select the appropriate approved Authorization for the trip to generate the basic travel
information previously entered. NOTE: Every Expense Report requires an Expense

Authorization to complete.

Expense Report

Please provide general information about expense report below.

Expense Report Date |Sep 14,2012 |
Expense Report Type :D:vis_in_n 2 Expense Report Type ¥
Authorization |Select |

S iEAUODOUUB‘}Tesl Tripto Ft. Bragg | VP

B 2?20
General Information

Default Location

Country | Select v
To EAQDDD00055-Test 091412 Trip
EA00D00053-Test hotel stay State Province | Select Wt
L] muttiple Locations City | Select v|
Short Description County | Select v |
Purpose
6. Verify populated information and click Next.
[<] Expense Report BN 2?2 1
Please provide general information about expense report below. General Information

Expense Reportvmte [sev 10,212 ]
Expense Report Type  Division 2 Expense Report Type v Detault Location

Authorization |EA00000060-Test Trip to Ft. Bragg
From Sep 14,2012 First Day of Trip
To Sep14,2012 | [Gil|[¥] LastDay of Trip
Mutiple Locations

Country [UNITED STATES

StateProvince [NORTH CAROLINA,

City [FAYETTEVILLE

Short Description [Test Trip to Ft. Bragg ] County [CUMBERLAND COUNTY
Pirgoss | TEST: SHARP TRANNG
s
7. Verify Charge Allocation code and click Save.
L=
Please provide the charge ill be allocated expenses throughout the expense report. Charge Allocations
A
Cha - Descriptio De s
6124140 [H|oiv 2 Lacal Travel Parking/Tolls 100.00)
| <Back | [ save | [ cancel |
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8. Click Add Transport, Add Location, Add Meals, Add Local travel and Add Other to add
all travel expenses.

Expense Report

New | Search | Print | Void | ¢
Report Buthorizetion Revisonho [0 |
Type [Dwvision 2 Expense Report Type | Correction No IE.
Description [Test Trip to Ft. Bragg | Report Status |Dratt
Empioyee | ENE—— | Receipt Status | Not Appicable
Class [Division 2 Expense Class Report Date

Cherge [6125-140
Purpose [TEST: SHARP

From |Sep 14,2012

First Day of Trip

Last Day of Trip

E—

Layout | Category Columns v |
Add
_fnn

[-] Advance |

Signature [+ Personal
[ | = LR T2 |
el (-] Payment Recsived |
= EE ousEroeres NN

9. Select Expense Type and click Next.

Expense Report ™ 2?2 i

What type of expense is it? Non-Local Transportation > Select Expense Type

Expense Type | Select 1]
| Select

|Division 2 Non-Local Auto
|Division 2 Non-Local Mileage
|Division 2 NonLocal Metro/Taxi
|Division 2 NonLocal Park/Toll

| <Back | [ Mext»> | [ cancel |

10. If you have a SRl issued credit card, check to claim the prepopulated transaction(s) that
belong(s) to the trip click Next. If not, bypass by clicking Next.

Expense Report

You have the foll
please select it b

outstanding expenses. If you want ta claim one on this expense report, Non-Local Transportation = Outstanding

Expenses

||| Other 046575112220501 J K MOVING & STORAGE INC Aug 6, 2012 455.00| US Dollar
||| Other 7498771 EFAXCOM Sep 11, 2012 19.95| US Dollar
||| Transportation TEST - FLIGHT TO FT. BRAGG Detta Sep 14, 2012 65000 US Dollar
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11. Verify and/or change the dates if needed and click Next.

[<] Expense Repart

Please provide detail information about the Transportation expense.

Expense Date Sep 14,2012

B

Departure Date Sep 14,2012
Return Date Sep 14,2012

3
)]

Non-Local Transportation > Expense Details

Short Description hVEAIR /Sep 14,2012

Comments

[ <Back | [wext» | [ cancei |

12. Enter or verify the method of payment and amount paid, then click Next to continue.

Expense Report

w20

Please enter the amount incurred and any portion attributed to personal use below. Non-Local Transportation = Expense Amount
Payment Method Select v'_
Expense Incurred (USD) Corporate American Express ) g I I:I
[-] Personal (USD) |Employee Paid | elling (USD)
- 1m0 )
v s 5
B
O ‘
Over Ceiling (USD)
Help | <Back | [ next= | [ cancel |
13. Select Charge Type that is being used, then click Next.
Plaase distribute the Transportation expense below TRANSPORTATION > Charge Allocation
Aocate By Percentage v | Expense Portion  Uindes Ceilng [ v
ﬂO’ﬂ o0 !Dﬂ:ﬂo ﬁusrllﬁf.:hnﬁ 3 B125-144 - ms—;‘“’m! o0 L

[ Heip | [ Add Aocaton |

14. Verify the summary of the charge allocation and click Save.

15. Repeat Steps 7-10 to add additional expenses until all expense categories have been

entered.
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16. For direct contract expenses that are eligble for Per Diem reimbursement AND are using
Corporate AMEX card to charge for meals:

a. Click Add MEALS to include Per Diem for the travel.

Expense Report

New | Search | Print | Void |

oo [Femomon_| e T
Type [DIRECT CONTRACT EXPENSES ] Correction No [N/A
Decvion [TV T | R —
Employee | I ] Receipt Status | Not Applicable
Class [DIRECT CONTRACT | Report Date
Charge [See Charge Allocation | From [Nov 5, 2012 ' First Day of Trip

= To [Nov 6, 2012
Purpose [raining

* Add Add
Date TRANSPORT LODGING
Nov 5, 2012
Nov 6, 2012
Total )
[l Advance: |
Signature [-] Personal
[=l [-] Non-Reimbursable
Approval [-] Payment Received
| o [ Show Supporting Schedules Due Employee [T

b. Click Add OTHER to add each meal charged to the Corporate AMEX card.

Expense Report

I
Please enter the amount incurred and any portion attributed nal use below. OTHER > Expense Amount

Payment Method Corporate American Expr

Expense Incurred (USD) 15.00 i

[-] Personal (USD) 15.00 .
[ Non-Reimbursable (UsD)________0.00] i I .
i Adjusted Ceiling (USD)
remusete Bose (501 Over Ceiling (USD)[_ 0.00]

Help

[cBack ] | Next > | [ Cancel [

C. Select the Corporate American Expense, add the total amount in

Expense Incurred AND Personal, resulting in SO amount Reimburable
Expense. Then click Next.
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Expense Report
New | Search | Print | Void | Note

Report [ER00000092 Authorization Revision No [0
Type [DIRECT CONTRACT EXPENSES | Correction No [N/A
Description [RDU Trip | Report Status | Draft |
Employee | MuNMIS—— | Receipt Status [Not Applicable |
Class [DIRECT CONTRACT | Report Date
Charge [See Charge Allocation | (AL G el First Day of Trip
Purpose [training = To [Nov 6, 2012 Last Day of Trip
Amount Over Ceiling
- Unallowable Amt

Layoul Category Columns |»
* Add
Dale
Nov 5, 2012
Nov 6, 2012
Total

[-] Non-Reimbursable
Ao [-] Payment Received
| e [ Show Supporting Scheduies |

Note: The Per Diem is listed as reimbursable. All meals charged to the
Corproate American card will be deducted from the Per Diem amount.

17. Click Signature icon.

18. Confirm if you have or are missing receips by clicking the appropriate box and click Next.

Note: If receipt is missing a valid explanation must be provided for the manager’s
approval/rejection consideration. Any charges reported and claimed without a receipt
will be treated as a personal expense and will not be reimbursed.

_ o
e following expenses require receipts. For each expense, please indicate whether you are submitting a receipt or not. For Receipt
ipts that you are not submitting, you will need to provide an explanation. Information
Fxg D =
O 1 TransportDivision 2 Airfare 650.00 usD
| = LFpaavance; B
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19. Enter password and click Sign.

[<] Expense Report

14 New | Search | Print| |
R s | e oo i
Type [Standara ATS Expense Repon ] Correction No
e | e
RS
ergioyee (I |
Cise [Beion ] resotoute [lnsoaote |
133 a
From |Jun 21, 2010 I First Day of Trip
Charge (10001.00.008 ]
purpnss [SamPE = To |Jun 24,2010 ¥ LastDay of Trip
Amount Over Ceding 0.00
Bilable Amount 500.00
Non-billable &mount 0.00
Unasowable Amt 0.00

[-] Company-Paid
|-} Advance
4 Personal

nature {
IE [-] Non-Reimbursable
Approval [] Paymant Recarvad
e | Show Supporing Schedues | Due Enpoyee ST
T T e ankemet [Rio% -

20. Click Yes to print receipt.
21. Click Show Supporting Schedules to upload all receipts electronically.

22. Scroll down to the Receipt Status section and click Load Images and follow the prompts
to attach the file. NOTE: All receipts must be saved as one pdf file for submission.

NOTE: The Expense Report will not be completed and sent for manager’s approval without

uploaded receipts.

NOTE: If lost receipts and American Express charges are not claimed consistently, the
privilege of utilizing the system and American Express card can be revoked.
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B.6 Approve/Reject Expense Report - Manager

Manager must:

v" Review the online Expense Report for accuracy.
v’ Verify attached receipts and expenses are in compliance with requirements.

v' Approve/reject the Expense Report in accordance with SR, policies, contracts and
customer requirements, using Deltek online expense tool.

v Confirm that the actual expenses are within +/- 10% of the estimated and authorized
travel expense and provide feedback on estimate accuracy for better planning and
effective resource utilization.

v' Manage expenses to budgets assigned not to exceed budget.

v’ If applicable, verify that all credit card transactions have been allocated.

1. Loginto the Deltek Expense online tool and click Home icon to access desktop layout.

2. When expense reports are ready for approval, a task appears on the manager’s desktop:
Expense Reports Pending Approval.

3. Click the “+” next to Expense Reports Pending Approval from the manager’s desktop,
click on the Expense Report(s) you wish to review and then click Launch.

MyDesktop

12345@TESTIEI  Egit MyDesktop Layout

MyTasks (2) MyAlerts (2)
Select All | Lsunch | Delete Select Al | Print | Dekete

- Expense Reports Pending Approval (2) I | Expense Repori is pending an approval by 8 supervisor - CENA Wi

MyTimesheets

Select Al | Lsunch
MyExpenseReports
Select Al | Launch
MyExpenseAuthorizations
Select Al | Launch

NOTE: You may select more than one expense report at a time.

4. Carefully review the expense report for accuracy.

5. Click button to Show Supporting Schedule and scroll down to the Receipt Status
section.

6. Click View Receipts to verify the attached receipts support all expenses reported. Close
file after viewing it. If acceptable, check Received for each expense and then Update.
NOTE: The Expense Report cannot be approved without checking the Received receipts.
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Expense Report

Charge Allocation Schedule

%] This Schedule shows the Charge Allocations that were used on this expense report. Please review it and make any necessary chan
Description
Test Project 1

Allocation ID Project D
1 01001

Under-Celling Amt (USD) Over-Ceiling Amt (USD) Unallowable Amt (USD)

Exp ID Expense Date |Category/Expense Type Amount Percentage ~Amount Percentage Amount Percentage Total

1 | hor. 2011 |avmasbomeste arte] s0000] 0000|000 oo o] 000 |
500.00 0.00 0.00

Top

Company-Paid Schedule

This Schedule shows the Company Paid expenses on this expense report. Please review it and make any necessary changes beforg

< "D' Date CntegoryExpenseType:
| N | 221 7. 2011 ] AirRaDomestic Airfare|ER00000155 / 124345

Description Amount (USD)

This Schedule shows the

Load images |

oy status for the expenses that are on this expense report. Any receipts that are still Oumﬂﬂhg will |
View Receipts |

1 |Apr7, 2011|AirRailDomestic Airfare| ER00000158 / 124345 500.00| USD | | ]

500.00

Description Incurred Currency Submitted Received Received By Received

Update I

7. Click Approve (blue box) or Reject (red box) and enter password when prompted.

NOTE: If you have selected more than one expense report during Step 2, the next report
automatically appears in the review window following your approval/rejection action.

Jun 15, 2010
Jun 16, 2010
Jun 17,2010
Jun 18, 2010

Il [<] Expense Report

1ZUS@TESTIEM  Now | Search | Print | Void | Notes

e e — e |
Type [Stancars ATS Expense Regort | comectentio [
Descroten [Samoeen ] Report Status |Uinder Revew
erpoyes | I ] Recptsuus loeded |
cuss [peromt ] Reponome [zt 200 |
chanse [NO00100.008 | From | Jun 15, 2010 I FrstDay of Tre
Purpose [SOMPIEER Py To |Jun 18, 2010 ¥ Last Day of Trip
Amount Over Celing 0.00
> Bilable Amount £0850
Non-bilable Amaunt 0.00
Unalowable Amt

[ Company-Faid
1 Agvance
1] Personal
1 Non-Reimeurssdie|
[-] Paymant Received

Show Supporing Schedues | oue empioyes [

{ el ol s s - Y E—

8. Traveler and Accounting will receive a Status of the Expense Report notification alert of

the Approval/Rejection.
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B.7 Process Expense Payment - Accounts Payable Rep.
Accounts Payable Representative must:

v" Review the Approved Expense Report for accuracy.

v’ Verify attached receipts and expenses are in compliance with requirements.

v Approve/reject the Expense Report in accordance with SRI, policies, contracts and
customer requirements, using Deltek online expense tool.

v Confirm that the actual expenses are within +/- 10% of the estimated and authorized
travel expense.

If applicable, verify that all credit card transactions have been allocated.
Process and reconcile all completed and submitted travel expense reports.

Maintain payment records.

A NN

If applicable, process Traveler reimbursement or funds due to SRI and/or Vendor
payment.

v/ Barring any error, issue payment within 21 business days of receiving the approved
Expense Report notification from Manager and expense report is marked Processed.
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C SRI Issued Credit Card Policy

Purpose/Scope
It is Strategic Resources, Inc. (SRI) policy to provide designated SRl employees or consultants
who represent SRI and regularly incur travel expenses a corporate credit card in order to:

e lessen individual financial burden.
e Provide a reasonable level of security, flexibility, and service.
e Effectively manage and control expenses.

The purpose of this policy is to ensure employees/consultants who receive and utilize corporate
credit cards have a clear understanding of:

e The policies and procedures for purchases and travel expenses incurred on SRI’s behalf.
e Their responsibility to clearly document and efficiently report charges.

e Procedures for monitoring and responding to unauthorized, inappropriate, or fraudulent
charges.

This policy applies to all frequent travelers, hereafter referred to Traveler, who represent SRI
and travel for SRl operations, contracts, and customer requirements.

The qualification and issuance approval of an SRl issued credit card is at the sole discretion of
SRI’s President.

Traveler must agree to the following:
1. The credit card must be used solely to pay for specific SRI business travel expenses, such
as hotel, rental car, gas, parking, taxi, meals, and other authorized out-of-pocket travel
expenses.

2. Flight, lodging, and rental car reservations must be made thru MacNairPort online travel
tool. Flight expenses will be charged to the SRI HQ corporate credit card. Lodging and
rental car reservations must be made to the SRl issued corporate credit card.

3. |If traveler is not covered under personal insurance and is not an SRl employee, the
traveler is responsible for purchasing appropriate state insurance coverage offered by
the car rental agency.

4. The credit card must be used solely for the cardholder’s travel expenses and must not
be used to pay for another traveler’s expenses.

5. Under no circumstances should the credit card be used to charge or guarantee any
personal expenses or charges. Doing so constitutes violation of SRI s corporate credit
card policy, individual Employment/Consultant Agreement, and company standards of
conduct. In the event of an unauthorized use for any reason, traveler will be
responsible for reimbursing SRI for the full amount of the unauthorized charges within
the same billing cycle.
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6. Any misuse of the credit card, including unauthorized, inappropriate, or fraudulent
charges of any kind and for any reason, constitutes a violation of the policy and
agreement and is a violation of SRI standards of conduct that may result in immediate
cancellation of the card and disciplinary action up to and including termination of
employment/consultancy or pursuit of legal recourse, if necessary.

7. ltis the traveler’s responsibility to manage credit limits and spending in preparations for
upcoming travel needs and monthly credit card payment cycle on the 28th. Limits are
established on an individual bases and may not be able to changed or increased.

8. ltis the traveler’s responsibility to register the card online for access to the most recent
charges and balance.

9. The traveler must comply with SRl s documentation and reporting procedure as follows:

= No later than 3 days after completion of travel, an Expense Report must be
completed with receipts for ALL expenses.

= Credit card expenses without supporting receipt will be declined, classified as
unauthorized cost, and deducted from traveler’s reimbursement.

= Expenses will be reviewed for calculation accuracy, policy compliance, business
purpose, justification of expense, charge number allocation, and proper
supporting documents and receipts. Provided that all expense documentation is
in order, SRI will reimburse expenses.

10. SRl is responsible for paying all authorized expenses on the invoices. However, SRI
assumes no obligation to pay expenses that are NOT in compliance with policy, law and
regulations. If unauthorized charges are made and are not reimbursed or recovered by
the employee/consultant’s reimbursements, Credit Card Company will assume
collection of the funds directly from the traveler.

11. SRI may review and investigate any charges or billings connected with the corporate
credit card without the traveler’s consent and the traveler should have no expectation
of privacy concerning what should be business expense charges. As such, Traveler must
agree to cooperate with any such review or investigation.

12. In the event employment/consultancy with SRI ends, Traveler will surrender corporate
credit card. In addition, any unauthorized transactions posted to the account following
termination will be withheld from final compensation.

13. The aforementioned policy and procedures may change at any time at the discretion of
SRI’s President.
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D.0 Useful Monitoring Reports - Manager

INQUIRIES/REPORTS

Expense Authorization Status and Expense Report Status: To review the status of Expense
Authorizations and Expense Reports — give special attention to the Filter Dropdown options.

Expense Report Status

New | Save | |S —h

Overdue Receip
Overdue Revig

| Admin Test
| Caleb's HQ Group
| DAY, MICHAEL
SN Locator 1

2 | Locator 2
Expense Report 8§ || ocator 30
Expense Authorizel | |Locator N

Outstanding Aging
Billing B | Select All
Charge Activity

Employee Activity

TS Line Level Appd

1. On the left navigation menu, select Inquiries/Reports, and then click on Expense
Authorization and/or Expense Report Status.

2. Select the desired Filter option, then select your Group, select the Expense Report
Types, then click Execute.

|[<] Expense’ ort Status

71
| Nov 5, 2012 - 4:43:34 PM ERO0000022 - testing allocation AKEREDOLU, LENA {
Nov 5, 2012 - 5:16:15 PM ERO000008S - testing indirect vs. GA AKEREDOLU, LENA (
[ Nov 5, 201252232 PM ERO00000S6 - test 6000 AKEREDOLU, LENA {
Nov 7, 2012 - 2:24:56 PM ER00000087 - 70300 test AKEREDOLU, LENA (

3. You will then be directed to the Results screen as noted above. Check next to each
employee Expense Report that you would like to view or send a notification.

4. Click the Preview/Print button at the bottom of the screen to view and/or print a copy.
Or click the Notification tab at the top.
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5. Type a message in the Notes box to send to each selected employee from the previous
screen. Once the message is completed, click the Notify button.

|_|f Expense Report Status

New | Save | | Search

GRTI@SRI
[>]Timesheet
[>]Expense Author

Il [>)Expense Report
[>]Work Schedule

il >]Configuration

I} 3] General Setup

il 2] Time Setup
[>]Expense Setup
[>]Batch Expenses
[>]Personnel
[>]charge Trees
Inquiries/Report:

Timesheet Status
Prnt Timesheets B
Expense Report
Expense Authori
Qutstanding Aging
Billing Backup
Charge Activity
Employee Activity
TS Line Level Appi
Utilization Inguiry
Interim Timesheet
| — |

Notes

Please sign your expense report immediately -
Failure to do so will result in delayed reimbursement

Program Manage:

" Nofify Previously Notified 1

Outstanding Aging: To monitor charges made to the traveler’'s American Express card that have not
been claimed on an Expense Report.

| E Outstanding Aging

Time Setup
EEMI\W Selup

Payment Method
Corporale American Express
L AKEREDOLU CREDIT CARD

1. On the left navigation menu, select Inquiries/Reports, and then click on Expense Report
Status.

2. Select your Filter options, highlight your Group, and then highlight the Payment
Methods.
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3. Click Execute.

4. The results show the status of any employee with American Express charges not claimed
on one of their Expense Reports.

Note: Supervisors must follow up with these employees to ensure all charges are
properly accounted for. Failure to claim all charges may result in revocation of American
Express card.

5. Click next to each employee to either view details or send a message.

6. Click the Preview/Print button at the bottom to view additional details OR click the
Notification tab at the top to send a message.

| Qutstanding Aging
GRTI@SRI
[>]Timesheet

Expense Author|
[>]Expense Report
[>]Work Schedule
[]Cenfiguration
[>]General Setup platily
[]Time Setup
[>JExpense Setup
Batch Expenses  [rvhee
Personnel
[>]Charge Trees
Inquiries/Report:

Days Outstanding Over 30

You have receipts over 30 days. Please review all -
charges and claim on an expense report

Program Manager

Billing Backup
Charge Activity

[ Notfy ||  Close
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7. Enter number of aging days (e.g. 15, 30, 45, 60, etc.) and then enter a message in the
Notes box.

8. Click Notify to send a message to the selected employee(s).

E.0 Q&A

1. Trainers answer all questions.

2. Any questions or conserns arising after class regarding the new process please direct
them to your manager and/or email acct@sri-hg.com.

F.0 Complete Training Class

3. Download and complete the QMS forms Training Attendance Roster TR1-2B and
Training Evaluation Form TR1-3B.

4. Email completed forms to your supervisor.

5. Deltek Expense program access will be assigned upon completing Training Evaluation
and Attendance Forms.
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