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UH- Travel Policy News – April, 2003

Happenings:
Edwin M Rodas has been hired as Accounts Payable Analyst effective 03/27/03. He will be responsible for audit and inquiry of travel reimbursements. We wish him success in his new position. Edwin can be contacted at 713-743-8961(P), 713-743-8709(F) or by email at: emrodas@central.uh.edu
Linda Howard has accepted the position of Accounts Payable Manager (Analysis and Inquiry Section) effective 04-09-03. We wish Linda success in her new position. 

For inquiries related to centrally billed airfare, please call Priya X 38707 or Latoya X 38764. We will keep you informed with regards to Linda’s replacement.

Travel Advisory: US Department of State (Website) for Travel Warnings

http://travel.state.gov/travel_warnings.html
FAQs for Cancelled Airfare:

Q: How does my department receive a credit if centrally billed (direct billed) airfare is cancelled?

A: Complete and fax the Centrally Billed Airfare Credit Form to Latoya Brooks in A/P @ 38709. The form can be accessed at: http://www.uh.edu/finance/Travel/CBAC.doc.
Q: How does an employee get reimbursed for airfare when a trip is cancelled for business reasons or world events?

A: The employee should seek a refund or a credit from the respective airline. If the airline will not issue a refund or credit, the employee can be reimbursed on a voucher (use PCC 1 and the appropriate account for airfare). Attach a Travel Expense Report or a Travel Voucher, approved Travel Request and proof of purchase for the airfare. An explanation must be provided as to why the flight was cancelled.
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Texas State Travel Management Program - Updates

Effective October 1, 2002, the maximum and median meal and lodging rates for state employees traveling to out-of-state locations within the contiguous United States can be accessed by clicking on a state listed below. 

http://www.window.state.tx.us/comptrol/san/fm.notices.date.html/fm03/fm03-10_intro.html
To access the out-of-state meal and lodging rates effective prior to October 1, 2002, please visit the following link: http://www.window.state.tx.us/comptrol/san/fm.notices.date.html/fm02/fm02-16.html
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Sandra’s Corner: Mileage Reimbursement

Latoya: Good morning Sandra. I have a couple of questions related to mileage reimbursement. Will you help me with those please?

Sandra: Good morning Latoya. I sure will try to answer your questions today.

Latoya: The Director is taking a trip to Austin next week and upon his return, will go to a conference in Galveston. He plans to drive to both the places. I am not sure as to how to complete the paper work for both the trips.
Sandra: Are you using Local or State Funds for these trips?

Latoya: State Funds for both the trips.

Sandra: You will complete a Travel Request for the trip to Austin, and obtain the necessary signatures. For calculation of mileage from Houston to Austin, use the Comptroller’s mileage guide, which can be accessed at:

http://www.window.state.tx.us/comptrol/texastra.html. Upon the Director’s return, you will complete a Travel Voucher with all the relevant expenses, and a PeopleSoft Voucher Coversheet for the reimbursement and send the same to Accounts Payable along with all the documentation. Please use account code 56102 for mileage.
Latoya: What will I have to do for the trip to Galveston? It is a day trip to attend a conference and he is back the same Afternoon.

Sandra: You do not need a Travel Request because a day trip to Galveston is considered local mileage. (As a rule of thumb, local mileage is considered to be within a 60-mile radius from downtown Houston). Use the Comptroller’s web page to calculate the mileage from Houston to Galveston and document the same on the Travel Voucher. Use account code 54807 and PCC 9 on the PeopleSoft Voucher Coversheet. Send the Travel Voucher, PeopleSoft Voucher Coversheet along with the proof of mileage to Accounts Payable.

Latoya:  Thanks a lot Sandra. You have been very helpful.

Sandra: You are welcome Latoya. Call me any time you have a question.
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Quizzin’ with Edwin

Q: How can a traveler be reimbursed for registration fees on local funds?

A: The traveler may be reimbursed for registration fees prior to a trip on a standard voucher or after the trip on a Travel Expense Report, along with other travel expenses. Proof of payment (i.e., receipt, cancelled check, credit card statement) must be provided for reimbursement of registration fees.

Q: Are tips for baggage handling reimbursable?

A: Tips for baggage handling or other services are reimbursable only on local funds and where it is customary to tip. Discretion must be used to ensure tips are given only in appropriate circumstances and for appropriate amounts. However, if meals are reimbursed by M&IE (Meals and Incidental Expenses) per diem for foreign travel, tips for baggage handling may not be reimbursed separately, since M&IE per diem already includes an allowance for baggage handling tips.

Q: Is a Travel Request required for insurance purposes when the travel is confined to Houston area (inner city mileage) only?

A: A Travel Request is not required for insurance purposes when travel is limited to the Houston area (i.e., for inner-city mileage) whether using state or local funds. However, it should be evident that the employee was driving to or from a University-related meeting.

Q: What is the designated headquarters for University of Houston employees?

A: Designated Headquarters is the geographic location in which the employee's place of business is located. In most cases, University of Houston campus is designated headquarters for University of Houston employees.

Q: What is City Pair?

A: City Pair is defined as cities between which university business travel is undertaken. State Contracted airfare is quoted by City Pair (one way flight) and can be obtained on the TBPC web page at: http://www.tbpc.state.tx.us/travel/
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Latoya’s Take:  Travel Scramble

1. VEATLR   RCEUOVH – 

2. VLATER EESNEPX TPOERR - 

3. EFGINOR RTVLAE –

4. RTEEJC TONECI –

5. LTVAER QTSERUE –

Note: The first person that solves the scramble and emails the correct responses to pchityala@central.uh.edu, will win an honorable mention in the May 2003 Travel Policy Newsletter.
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Travel Training Schedule:

Session




Location
 Date

Time

Travel Requests and Vouchers

UBP 2-224
05/13/03

9 – 11 A.M

Travel Voucher Audit


UBP 2-224
05/13/03

1.30 – 3 P.M

To register for classes or to view the training schedule visit: http://www.uh.edu/hrms/FinanceTraining.htm
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Links

Texas Building and Procurement Commission - State Travel Management Program:

http://www.tbpc.state.tx.us/travel
Contracted Hotel Information

Contracted Airline Fares

Contracted Rental Car Agencies Information

Travel Rules and Documentation:

http://www.uh.edu/finance/Travel/Travel_Rule.htm
Texas Mileage Guide / State Travel Reimbursement at a glance:

http://www.window.state.tx.us/comptrol/texastra.html
Per Diem meal and lodging Rates: 

In State:

Lodging – Up to $ 80.00 per day.

Meals  – Up to $ 30.00 per day.

Out Of State:

 http://www.window.state.tx.us/comptrol/san/fm.notices.date.html/fm03/fm03-10_intro.html
Foreign Per Diems:

 http://www.state.gov/m/a/als/prdm/
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Hotel Search by name/ city/ country:

www.hotelguide.com
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Contact Information

Sandra Silva

Travel Coordinator

713-743-5883(P) 713-743-8709(F)

ssilva@central.uh.edu
Responsibilities: Travel advances, Corporate Credit Cards, State Travel Management Program, Procurement Card, Travel Training and audit and inquiry of travel reimbursements.

Edwin Rodas

Accounts Payable Analyst

713-743-8961(P) 713-743-8709(F)

emrodas@central.uh.edu
Responsible for: Audit and Inquiry of travel reimbursements.
Latoya Brooks

Student Assistant

713-743-8764(P) 713-743-8709(F)

Responsible for: Reconciliation of centrally billed airfare

Priya Chityala




Samantha Yurus

Accounts Payable Manager


Director- Accounts Payable

713-743-8707(P) 713-743-8709(F)


713-743-8721(P) 713-743-8709(F)

pchityala@central.uh.edu



shyurus@central.uh.edu
Responsible for: Travel and Training
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Comments/Suggestions:

Please feel free to drop in a line if you have any comments or suggestions to make this a better publication.

Pchityala@central.uh.edu
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Archive:

For Previous Issues of the Travel Policy Newsletter Visit:

http://www.uh.edu/finance/Travel/Forms_instr.htm
