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UH- Travel Policy News – May, 2003

Happenings:
Russell Hicks was hired as an Accounts Payable Assistant starting 05-19-03. He will be responsible for audit and inquiry of travel reimbursements. Russell is a half-time employee and works from 1 pm to 5 pm (M-F). He can be contacted at 713-743-8705 or via email at rahicks@central.uh.edu
We wish Russell good luck in his new position.

Travel Voucher Classification:

Accounts Payable (Travel Section) requests all the departments and the respective individuals involved in the preparation of travel reimbursements to do the following in order to enable the identification and therefore faster processing of travel reimbursements.

Write the word “ TRAVEL” in the upper right hand corner on the PeopleSoft Voucher Coversheet for all travel reimbursements.

Your cooperation in this matter is greatly appreciated.

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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Sandra’s Corner: Direct billing with contracted rental car agencies.

Latoya:  Hi Sandra. Our department is sending a group of people to the same conference and would like to rent a van for the group.  What do we have to do?

Sandra: Hi Latoya. Is your department set up for direct billing with any of three contracted rental car agencies?

Latoya: Sandra, which companies are the contracted rental car agencies?

Sandra: Advantage, Enterprise and Avis. 

Latoya: No, we are not set up for direct billing. How do we go about getting that done?

Sandra: The first thing that needs to be done is for you to send me the following information. The name of your department, complete address, the name and contact information of some one in your department that will be the point of contact for the rental car agencies.

Latoya: What happens after we submit that information to you?

Sandra: I will forward the information received from your department to the rental car agency of your choice. I can forward it to all the 3 vendors if you choose to have contacts with all of them. The rental agency will get in touch with your department.

Latoya: What about payment? Who will receive the invoices from the agency?

Sandra: The contact person in your department will receive the invoice and will have to prepare a voucher in People Soft and send the same to Accounts Payable along with the invoice for the payment to be processed to the rental car agency.

Latoya:  Wow that simple. That's great. Thanks Sandra.

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

Q: What are Local Funds?
A: Local Funds are collected at the university for purchase of goods or services, and which are provided by non-state grants or contracts, or provided by donors, as opposed to funds appropriated by the Texas Legislature in the General Appropriations Act
Q: Who is a University Guest?
A: University Guest is defined as an individual who voluntarily and without compensation provides recognition or       support to the University of Houston in contribution to the university's mission. This person may be a donor, potential donor, volunteer, or community, government, university or corporate official. It does not include current faculty, staff, or students of the University of Houston or persons paid an honorarium or a fee for contracted services.

Q: What forms are required to claim reimbursement for travel expenses on Local Funds?

A1: A Travel Expense Report is required to reimburse (1) employees, (2) prospective employees and (3) students. A PeopleSoft Voucher (Voucher Coversheet) must be attached along with the receipts.

A2: A PeopleSoft Voucher (Voucher Coversheet) and receipts are required to reimburse (1) contractors and (2) guests of the university for travel expenses. The Travel Expense Report is not required for contractors or university guests.
Q: How can per diem meal rates be calculated if a traveler stays overnight in more than one location?

A.  If the traveler stays overnight in more than one location, the appropriate per diem for each overnight location should be used

Q: Are actual meal expenses reimbursable?

A: Actual meal expenses may be reimbursed for overnight stays with local funds regardless of the per diem amount if receipts are provided for every meal expense being claimed. Meal expenses should not be considered lavish or extravagant in view of the circumstances
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Latoya’s Take:  

Missing signatures: A travel request must always have both the certifying and the supervisor’s signatures. For a foreign trip, the signatures of the appropriate vice president and chancellor are required in addition to the certifying and the supervisor’s signatures.
Missing destination and date information: Always make sure to mention the departure city, destination, and trip dates. 

Traveler Classification: Ensure to classify the traveler is one of the following:

 Employee

 Student

 Prospective employee, 

 University guest, 

 Contractor 

 Other (explain in detail)
Incorrect cost center or speed type information: Ensure that the cost center/speed type information is complete and accurate.
Incorrect/Incomplete contact information: Ensure that the department contact information is complete and accurate in order to facilitate communication from Accounts Payable to obtain any clarifications.
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Congratulations to Vanessa Adams for being the first person to successfully complete the April 2003 Travel Scramble….

[image: image6.wmf]
Travel Training Schedule:

Session




Location
 Date

Time

Travel Voucher Audit


UBP 2-224
06/10/03

1.30 – 3 P.M

Travel Requests and Vouchers

UBP 2-224
06/11/03

9.00 – 11 A.M

To register for classes or to view the training schedule visit: http://www.uh.edu/hrms/FinanceTraining.htm
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Quick Notes: Local Transportation Expenses Reimbursement 

	Funds
	Expense
	Account Code
	Forms
	PCC

	State
	Inter-city Mileage, Parking and Tolls
	54807
	Travel Voucher & Voucher Coversheet
	9

	Local
	Inter- city Mileage, Parking and Tolls
	54807
	Local Transportation Report & Voucher Coversheet
	9


Note: As a rule of thumb, local mileage is considered to be within a 60 - mile radius from the city of Houston.
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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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Airport Guide:

http://www.internationalairportguide.com/
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Flight Tracker:

http://www.flightarrivals.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.
Russell Hicks

Accounts Payable Assistant

713-743-8705(P) 713-743-8709 (F)

rahicks@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






Accounts Payable Manager




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




pchityala@central.uh.edu





Responsible for: Travel and Training

Samantha Yurus
Director- Accounts Payable
713-743-8721(P) 713-743-8709(F)

shyurus@central.uh.edu
[image: image12.wmf]
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
