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UH- Travel Policy News – February 2003

Happenings:
Centrally Billed Airfare Credit Form:

The form is designed to notify accounts payable when centrally billed airfare is cancelled so that the originating department receives a credit for the unused airfare. Departments can complete the form and fax it to Linda Howard at 38709 (attn: Linda). The form can be accessed at: http://www.uh.edu/finance/Travel/CBAC.doc
Documents and Forms Compliance

As previously announced, Accounts Payable will not accept the State Travel Voucher Form as documentation for local funded travel. Instead, departments must use the Travel Expense Report to document out-of-town travel expenses paid with local funds as indicated in MAPP 4.02.01B. The State Travel Voucher Form should only be used for travel reimbursements on state funds. Accounts Payable has been working with departments over the past couple of months to make the transition to the new form. However, some departments continue to use the old form for local reimbursements. Beginning Feb 24,2003, Accounts Payable will return travel reimbursements submitted on the incorrect forms to departments. If you have any questions about which form to use or how to complete travel forms, call Priya at X37807. Travel forms are located on the finance website at: http://www.uh.edu/finance/Travel/Forms_instr.htm
 State Travel Management Program- Rental Car Contracts Extension

All contracts have been extended through December 31, 2003, please see the January 1, 2003, through December 31, 2003, rental car contract rates page for changes effective January 1, 2003 through December 31, 2003.

The contract rental car vendors are Advantage, Avis and Enterprise.
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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/Linda’s Corner: 
Linda: Good Morning Sandra. How are you today?  Can you help me with processing a travel advance for the director?

Sandra: Hi there Linda, I sure can help you with that one.

Linda: What forms are required to be completed in this case?

Sandra: Please start the process by completing a travel request and getting all the appropriate signatures. Complete the travel advance application that can be found in the travel website: http://www.uh.edu/finance/Travel/TAA.doc. Once you complete the travel request and travel advance application, create a People Soft voucher in the travelers name for the amount of the travel advance (Account 12305, Cost Center 00730-2080-H0171-F0842-NA, Speed Type 24632). The amount requested for the advance cannot exceed the estimated amount of expenses on the travel request.  Please note that the travel advance cannot include expenses to be incurred on airfare, registration fees and mileage.

Linda: What is the next step in the process of obtaining a travel advance?

Sandra: The travel advance application needs to be signed by the traveler and college/division administrator and the People Soft voucher coversheet requires the signature of the certifying signatory.  Once you obtain all signatures forward the completed travel request, travel advance application and the voucher coversheet to    AP 0900 attention: Sandra Silva.  

Linda: What is the time frame for the processing a travel advance?

Sandra: Send the travel advance application to Accounts Payable at least 15 working days before the commencement of the trip. However, a travel advance cannot be issued more than 30 days before the trip.

Linda: There are 2 students accompanying the Director on this trip. Will they be eligible to receive travel advances?

Sandra: No, travel advances can be issued only to University employees.

Linda: Will the travel advance check be mailed to the department or will it be mailed to the employee’s home address?

Sandra: It will be mailed to the employee’s home address. But if there are some circumstances that warrant the check to be sent to the department, change the type of handling to SH (special handling) in the Schedule Payment-Dept Use panel in People Soft and type instructions for handling the check in payment comments.

Linda: Thanks Sandra. You have been very helpful.

Sandra: You are welcome Linda. Let me know if you have any questions about how to close out the travel advance when the Director returns. (covered in  next newsletter)
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Quizzin’ with Edwin

Q. Are hotel receipts required to be submitted when claiming reimbursement?

A: Yes, detailed receipts are required for lodging expenses. Lodging receipts should include the following information: (1) name and location of hotel, (2) dates lodged, and (3) separate amounts for charges such as lodging, hotel occupancy taxes, meals, and telephone calls. For purposes of assigning the correct account, lodging expenses do not include hotel occupancy taxes or telephone calls, which are considered incidental expenses.
Q: Are non-overnight meals reimbursable?

A: No, meal expenses incurred during non-overnight travel are not reimbursable due to the Internal Revenue Service (IRS) requirement that these reimbursements be considered a taxable fringe benefit
Q: Are laundry and dry cleaning expenses reimbursable?

A: Yes, Laundry and dry cleaning expenses incurred during travel for a trip lasting longer than six days are reimbursable on local funds. However, if meals are reimbursed by M&IE (Meals and Incidental Expenses) per diem, laundry and dry cleaning expenses may not be reimbursed separately, since M&IE per diem already includes an allowance for laundry and dry cleaning. Laundry expenses are not reimbursable on state funds because they are considered a personal expense.

Q: What travel related services can be purchased with a corporate credit card? 

A: Airfare, rental car, hotel room, meals for the cardholder while traveling, gasoline for rental car (not personal car), registration fee for a conference or workshop, books, supplies or other materials needed while traveling, parking or toll road fees, taxi, bus or train fares, and other travel expenses permitted under MAPP 04.02.01A or 4.02.01B, depending on the type of funds used to reimburse the expense.
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Latoya’s Take:  Travel Requests

Travel Request: The form used to authorize and request official university travel in advance of the trip (Addendum A, MAPP 04.02.01A). The form can be accessed at: http://www.uh.edu/finance/Travel/Travel_Request.xls. Travel Request is not required for reimbursement of intercity mileage, parking or tolls on both state and local funds.
Travel Request Number format: Last Name of Traveler-Destination-First Day of Travel. Example: Jones-Austin-03-02-02.

Classification of Traveler: Employee, student, prospective employee or other. (Please describe the “other”)

Estimated Travel Expenditures: Provide appropriate dollar amounts against each category of expense and as per the appropriate fund being used.

Signatures and Dates:

Supervisor/Unit Head: Required for all travelers

Certifying Signature: Required for all travelers

Office of Contracts/Grants: only required for travel charged to a sponsored contract or grant.

Provost/Vice President: only required for travel with a foreign departure or destination other than Canada or Mexico

Chancellor: only required for travel with a foreign departure or destination other than Canada or Mexico
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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/
Travel Advisory:

U.S Department of State (Website) for on the watch list countries

http://travel.state.gov/travel_warnings.html
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Security Tips for Airline Travelers

http://129.33.119.130/public/theme_home1.jsp
Source: Transportation Security Administration
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Airline Directory 

http://www.usatoday.com/travel/tools/air-directory.htm
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US Cities weather almanac

http://www.usatoday.com/weather/resources/climate/wusaclim.htm
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Contact Information
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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
_________________________________________________________________________________

Sandra Silva - Travel Coordinator


713-743-5883 (Phone) 713-743-8709 (Fax)


� HYPERLINK "mailto:ssilva@central.uh.edu" ��ssilva@central.uh.edu�


Responsible for: Travel Advances, Corporate Card, State Travel Management Program, Procurement Card, Travel Training, audit and inquiries.





Linda Howard – Accounts Payable Analyst


713-743-8708(Phone) 713-743-8709 (Fax)


� HYPERLINK "mailto:lfhoward@central.uh.edu" ��lfhoward@central.uh.edu�


Responsible for: Maintenance and reconciliation of all centrally billed airfare.





Edwin Rodas – Accounts Payable Assistant


713-743-8961 (Phone) 713-743-8709 (Fax)


� HYPERLINK "mailto:emrodas@central.uh.edu" ��emrodas@central.uh.edu�


Responsible for: Travel Voucher Audit











Priya Chityala – Accounts Payable Manager


713-743-8707 (Phone) 713-743-8709 (Fax)


� HYPERLINK "mailto:pchityala@central.uh.edu" ��pchityala@central.uh.edu�


Responsible for: Travel and Training





Samantha Yurus – Director Accounts Payable


713-743-8721 (Phone) 713-743-8709 (Fax)


� HYPERLINK "mailto:shyurus@central.uh.edu" ��shyurus@central.uh.edu�











