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UH- Travel Policy News – January 2003

Happenings:
Effective 01-17-03, Denise Bland will transfer to the Accounts Payable Department at University of Houston’s Clear Lake Campus. Please contact Priya (38707) or Edwin (38961) for travel voucher questions. We wish Denise all the success in her career. We will keep you all posted with regards to her replacement.

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 Rent - A – Car, Avis Rent a Car System Inc and Enterprise Rent A Car.

Documents and Forms Compliance

Effective 01-02-2003, Accounts Payable (Travel Section) will not be accepting 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 Local Transportation report is recommended to document inner city mileage, tolls and parking when local funds are used.  The State Travel Voucher must be used to document inner city mileage or out-of-town trips paid from state funds.
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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: Focus on Foreign Travel paid with Local Funds

Linda: Hey Sandra, Good Morning. I need your assistance with processing foreign travel for my director.  He is traveling to China next month. I was told that local funds would be used for the trip. Please provide me with the necessary information.

Sandra: Before making any travel arrangements, the Director should check this website: http://travel.state.gov/travel_warnings.html to obtain country specific travel warnings issued by the U.S State Department, so he is aware of the risks of traveling to that country. If the Director still wants to make the trip , go to http://www.uh.edu/finance/Travel/Travel_Request.xls to download a copy of the Travel Request. Since this is a travel by a UH employee to a country outside Canada, Mexico, the United States and U.S. territories and possessions, you will have to obtain the signatures of the appropriate Vice President and the Chancellor in addition to the signatures of the traveler’s supervisor, the person authorized to approve contract/grant expenditure (if applicable) and the Certifying signatory for the cost center(s) on the Travel Request.

Linda: Sandra, How do I go about processing his reimbursement papers after his return?

Sandra: Since you are using local funds for the trip, you begin by completing the Travel Expense Report.

Linda: Will meal receipts be necessary along with the hotel receipt(s)?

Sandra: Hotel receipts are always required. Meal receipts are only required if the traveler will be reimbursed for actual meal expenses. Otherwise, use the M&IE (Meals and Incidental Expenses) per diem at the following web site for foreign meal prediems: http://www.state.gov/m/a/als/prdm/
Linda: Are in-room movies reimbursable on the Travel Expense Report?

Sandra:  No. The traveler cannot be reimbursed for in- room movies or other non-business expenses.

Linda: Can laundry expenses be claimed?

Sandra: If M&IE per diem is used for destinations outside the continental US, the incidental portion of the same is intended to cover laundry expenses and tips for baggage handling. These expenses may not be claimed when reimbursement is per diem based.

Linda: I do know that the receipts will be in a foreign currency? What should I do about that?

Sandra: You can go to http://www.xe.net/ucc/ to obtain currency conversion into US Dollars. You will however have to convert each receipt to US Dollars.

Linda: Since this is a foreign travel, what is the account that needs to be used?

Sandra: All expenses for foreign travel will go under account 56118

Linda: The director will be taking another trip soon after the trip to China. He will be requiring a travel advance on that trip. Will you help me with that one too?

Sandra: Yes. I will, but make sure you allow 15 working days to process a travel advance before the trip.
Linda: Thank You Sandra, you have been real helpful.

Sandra: You are welcome Linda.
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Quizzin’ with Edwin

Q. Can travelers claim both actual and perdiem amounts for lodging and meal reimbursements?

A. No. Travelers may not claim both per diem and actual meal reimbursements for the same trip. They must choose one method for the entire trip. Whether per diem or actual meal reimbursement is chosen, the traveler must provide a daily itemization of meal expenses on the Travel Expense Report/Travel Voucher.

Q. Can business meals be included on a Travel Expense Report/Travel Voucher?

A. No. Discussion of university-related business during a meal, in which the university employee paid for the other person's meal, should be reimbursed as a business meal expense on a standard Voucher and not on a Travel Expense Report/Travel Voucher.

Q. Can the Local Transportation Report be used to document inner city mileage, parking and tolls being reimbursed on State Funds?

A. No. The Local Transportation Report is a form that may be used to record and request reimbursement for local, intercity mileage, parking and tolls to be reimbursed with local funds. The Travel Voucher is to be used to record and request reimbursement for local, intercity mileage, parking and tolls to be reimbursed with state funds.

Q. Can handwritten changes be made to the Travel Expense Report or Travel Voucher?

A. All changes to the Travel Expense Report or Travel Voucher need to be acknowledged by the traveler by initialing them or by responding to an email from A/P that the changes have been made. 
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Latoya’s Take: 

Centrally Billed Airfare – Sequence of Events

Booking the Travel: 

Department calls Navigant International to obtain a quote for airfare. 

Department gathers all relevant information and prepares the Travel Request.

Department faxes the Travel Request to Navigant International.

Navigant International sends a confirmation email to the department that includes flight information and cost.

Navigant International charges the University of Houston’s centrally billed airfare account with Bank of America with the cost of the airfare and service charges.

Paying the Centrally Billed Airfare:

Navigant International sends the Travel Requests and the corresponding itineraries to Accounts Payable on a weekly basis.

Accounts Payable reviews, separates the Travel Requests under various criteria and codes them for processing.

Accounts Payable enters the last name of the traveler, destination and the first date of travel in the voucher line description which appears on the UGL01051 report that provides department with cost center charges for centrally billed airfare.

Accounts Payable creates, budget checks and approves a voucher for payment

A check is issued to Bank of America for the travel charges.

The voucher is then sent to Records Retention for filming and storage.
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Quick Notes: 

Local Transportation Report: Form that may be used to record and request reimbursement on local funds for local, intercity mileage, parking and tolls. This form is not needed for mileage between the university and a Houston airport or for parking and tolls incurred as part of an out-of-town trip. Two versions of the form are available: one requires the address of departure and destination (MAPP 04.02.01, Addendum B) and the other requires beginning and ending odometer readings (MAPP 04.02.01 B, Addendum C). Both versions may be found at the following web address: http://www.uh.edu/finance/Travel/Forms_instr.htm
Travel Expense Report: The form used to document local-funded out-of-town travel and request reimbursement for out-of-pocket travel expenses ( MAPP 04.02.01B, Addendum A). The Travel Expense Report is an Excel file located at the following address: http://www.uh.edu/finance/Travel/Forms_instr.htm 

Travel Request: The form used to request and authorize official university out-of town for employees and students and travel for prospective employees in advance of the trip (Addendum A, MAPP 04.02.01A). Not required for intercity mileage, parking or tolls paid with local or state funds. A Copy of the Travel Request can be found at http://www.uh.edu/finance/Travel/Forms_instr.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/
Travel Advisory:

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

http://travel.state.gov/travel_warnings.html
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City Guides for the Business Traveler:

http://www.bradmans.com
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Coping with Jet Lag:
Before the Flight:

Go to bed earlier than usual for a few nights before departure. 

Eat lightly the night before.

During the Flight:

Avoid alcoholic, carbonated and caffeine beverages during the flight. Instead, drink plenty of water. Eat lightly and avoid rich foods.

Ask the attendant for a pillow when you board and use it to keep from getting neck cramps

Stretch during the flight and walk down the aisles in the plane when possible.

After you land:


Continue drinking lots of water. Rehydration can take a few days, as can adjustments to sleeping and eating patterns. 

In dry climates, leave the water in the sink or tub to help increase the surrounding humidity. 

Stay in natural light. Your body adapts best to diurnal rhythms if exposed to natural light. Even artificial light will help keep you perky and combat the daytime slumps due to jet lag. 

Don't over-schedule yourself the first day of arrival. Allow your body to ease into its new schedule. Bon Voyage.

Source: http://www.globalgourmet.com/food/egg/egg0797/jetlag.html
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Did you know?

Coldest recorded Temperature:  Vostok, Antarctica, July 21,1983:  (-) 129 Degrees F / (-) 89 Degrees C
Highest recorded Temperature: El Azizia, Libya, Sept. 13, 1922:  136 Degrees F/ 58 Degrees C

Source : http://worldfactsandfigures.com/weather_extremes.php
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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�











