UH- Travel Policy News – March, 2003

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

http://travel.state.gov/travel_warnings.html
Severe Acute Respiratory Syndrome (SARS) – FAQs

http://www.cdc.gov/ncidod/sars/faq.htm
Source: CDC (Centers for Disease Control)

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 Linda Howard in A/P @ 38709. The form can be accessed at: http://www.uh.edu/finance/Travel/CBAC.doc (See Latoya’s Take for additional info.)
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.

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
Sandra/Linda’s Corner: 

Linda: Hello Sandra, the Director of my department has just returned from a trip and I would like to know the procedure to be followed as he had a travel advance and I need to work on his reimbursement. Can you help me with that? 

Sandra: Hi Linda, I sure can help you, was the trip paid from local or state funds?

Linda: Local funds.

Sandra: You will start off by completing the TER (Travel Expense Report). Include all of his expenses and then deduct the centrally billed airfare (if any) and the amount of the travel advance.  If the traveler is due a reimbursement, then prepare a PeopleSoft Voucher Coversheet, attach the Travel Expense Report, Travel Request and the receipts and send it to Accounts Payable for processing.

Linda:  What if he is not due any amount but he owes the University some money in return?

Sandra: You will still have to complete the TER and once you are done with that, it will show how much money he owes to the University. Let the traveler write a check for the amount owed, payable to University of Houston, and you can complete a journal entry request form to deposit the check back into the travel advance cost center (Account 12305, Cost Center 00730-2080-H0171-F0842-NA, Speed Type 24632) .You will have to forward the check and the Journal Entry to the Bursar’s office for the deposit to be made.  Then you will have to complete another journal entry request form for the employee’s out-of-pocket expenses.  Debit your department's cost center for the expenses and credit the travel advance cost center for the same amount. Once you are done with all this paperwork, send me the Journal Entry Request Form, Travel Expense Report, Travel Request, receipts, and a copy of the Journal Entry Request Form for the check deposit. 

Linda: Sandra, and how do you go about working on these papers once you receive them from my end?

Sandra: If the traveler owes some money to the University, then I will audit the Travel Expense Report and approve the journal entry request form and forward the same to General Accounting for further processing. If on the other hand, the University owes the traveler some money, Edwin or Priya will audit the Travel Expense Report and PeopleSoft Voucher Coversheet and forward the same to me for my approval.

Linda: Thanks Sandra. As always, you have been a great help.

Sandra: You are welcome Linda. Call me in case you have any more questions.




     TRAVEL ADVANCE RECAP

Requesting the Travel Advance:
Send the following documents to Sandra Silva (Mail Code :0900) at least three weeks before the trip:

1.PeopleSoft voucher with the following chart fields:

Account

Fund
Dept
Program
Project

12305

2080
H0170
F0842
NA

2.
Travel advance application, located at: http://www.uh.edu/finance/Travel/Forms_instr.htm
3.
Travel request, located at: http://www.uh.edu/finance/Travel/Forms_instr.htm
Accounting for the Travel Advance After the Trip: (Local Funds)

The following documents (in addition to a Travel Expense Report, Travel Request, and receipts) must be submitted to Sandra Silva within two weeks of the end of a trip involving a travel advance:

	Travel Advance Compared to Employee Expense
	Voucher Coversheet
	Journal Entry (Not Cash Deposit)


	Copy of JE for Cash Deposit (Original JE and check sent to Student Financial Services)

	1. Advance = Expense
	
	X
	

	2. Advance < Expense
	X
	
	

	3. Advance > Expense
	
	X
	X


Example 1:  Advance $500 equals Travel Expense $500


Journal Entry
Debit – dept expense accounts and cost center $500



Credit – travel advance account and cost center $500

Example 2: Advance $500 less than Travel Expense $600


Voucher Coversheet
Debit – dept expense accounts and cost center $600


Credit – travel advance account and cost center $500

Example 3: Advance $500 more than Travel Expense $400


Journal Entry
Debit – dept expense account and cost center $400



Credit – travel advance account and cost center $400


Journal Entry (Note)
Debit – bank (deposit) $100



Credit – travel advance account and cost center $100

Note: Send original journal entry and employee check to Student Financial Services.  Send a copy of the JE to Accounts Payable.

Quizzin’ with Edwin

Q: What is considered to be foreign travel?

A:  Foreign Travel includes travel by UH employees and prospective employees to or from all countries outside Canada, Mexico, the United States and U.S. territories and possessions
Q: Is a Travel Request necessary when claiming reimbursement for local mileage/parking/tolls?

A: No, Travel Request need not be submitted for local mileage/parking and toll reimbursements on both state and local      funds.

Q: What is an Addendum B? 

A:  Add B is a Travel Exemption Certification Form and is required to document certain accepted conditions of non-use of state contract vendors. It is only to be used for state funded travel reimbursements.
Latoya’s Take:  Completing the Centrally Billed Airfare Credit Form

The Centrally Billed Airfare Credit 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. The form can be accessed at: http://www.uh.edu/finance/Travel/CBAC.doc
Fill in details of the department and that of the traveler.

Fill in information with regards to the trip details (departure date and return date)

Provide the amount of the original ticket and that of the subsequent credit to be received from the travel agency.

Provide the reason for the credit. For ex: cancellation of trip, postponement of the trip etc.

Fill in the cost center information for the trip, which is to be the same as the one used on the original travel request.

Sign the form and fax it to Accounts Payable.

Travel Training Schedule:

Session




Location
 Date

Time

Travel Voucher Audit


UBP 2-224
04/15/03

1.30 – 3 P.M

Travel Requests and Vouchers

UBP 2-224
04/16/03

9 – 11 A.M

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

http://travel.state.gov/foreignentryreqs.html
Source: US State Department

Travel Tools:

http://www.tyzo.com/tools/
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 inquiries.

Linda Howard

Accounts Payable Analyst

713-743-8708(P) 713-743-8709(F)

LFHoward@central.uh.edu
Responsible for: Maintenance and reconciliation of all centrally billed airfare

Latoya Brooks

Student Assistant

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

Responsible for: Reconciliation of centrally billed airfare

Edwin Rodas

Accounts Payable Assistant

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

emrodas@central.uh.edu
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

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
Archive:

For Previous Issues of the Travel Policy Newsletter Visit:

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