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UH- Travel Policy News – November 2002

Happenings:
The Manual of Administrative Policies and Procedures has been updated.

Please visit the web site at http://www.uh.edu/mapp/ to view the following

Changes:

Section 2

MAPP 02.02.05 - Moving and Relocation Expenses (Note differences between moving and travel rules.)

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.

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 conterminous 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:  Hi Sandra It’s Linda.  I need help for a reimbursement to my director for a trip to Dallas.

Sandra:  Hi Linda.  Do you have all his receipts?

Linda:  I have receipts for meals and lodging.  He paid for parking and tolls.  He also bought supplies for the conference and paid registration.  I have receipts for that too.

Sandra:  Are you reimbursing him with state funds or local funds?

Linda:  We are using local funds.

Sandra:  What you will need to complete for his reimbursement is a Travel Expense Report, attach his receipts, and approved travel request.

Linda:  I already have the approved travel request.  Where do I find the Travel Expense Report?

Sandra:  Go to the finance website:   http://www.uh.edu/finance/Travel/Forms_instr.htm  Linda, you can also find other travel forms in this website.

Linda:  I found the form but I still have questions about how to process.  Would you mind walking through this form with me?

Sandra:  Once you pull up the form from the website, save it as a template to your computer.  Then start completing the form.  On the first line enter the traveler's name, travel request number, and the voucher ID.

Linda:  Where would I find the voucher ID?

Sandra:  The voucher ID is the voucher you create in People Soft.

Linda:  Since I have the original receipts how do I separate them in the Travel Expense Report?

Sandra:  Complete the Traveler-Paid Travel Expenses by itemizing the receipts in each line.  For example in the lodging line enter the amount paid each day for the room charge, excluding taxes.  In the meals line use actual  meal expenses as  you have the  receipts.  Add up his meal receipts by day and enter the amounts per day.  Do the same with the parking and tolls.  The supplies can be included in the “Other” category and there is a line for registration.  

Linda:  How do I show the airfare on this TER?

Sandra:  Since it was charged to the University's centrally billed account, you will have to include it in the section UH-Paid Travel Expenses.  By doing this, it will deduct from the total.

Linda:  Who needs to sign the TER?

Sandra:  The Traveler needs to sign the TER. Does the TER exceed the TR?

Linda:  Yes

Sandra:  You will also need the signature of the supervisor/unit head.

Linda:  Thanks for all your help.  I will be contacting you next month because my director is traveling this time on state funds.

Sandra:  You are welcome. Just get with me when you are ready to do his next reimbursement.
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Quizzical with Edwin

Q:  Can registration be coded as incidentals?

A: No, Registration has to be coded separately. The account code is 54901 if the traveler is in the state 

      of  Texas and within the contiguous United States. If the traveler is abroad, code registration as 56118 and 

      if it’s a student, code it as 56124.

Q: How should mileage be coded if the traveler commuted to an airport in Houston?

A:  If the traveler is going someplace in Texas, code it as 56102. If the traveler is going out of Texas, 

     code it as 56109 .  If the traveler is going abroad, code it as 56118.

Q:  What is a Local Transportation Report?

A:   Form that may be used to record and request reimbursement for local, intercity mileage, 

      parking and tolls on local  funds only. Please use account 54807 and PCC 9 for this purpose.

Q: Can we use the same account code if we have actual lodging and per diem  meals?
A:  No, Please code them separately.

Q:  Is Addendum B required for local funded travel?

A:  No, Addendum B is required as Documentation of Non-Use of Contracted Travel Vendors on 

     state funded travel  only. 

Q:  What is a Travel Expense Report?

       A:  The form used to document local-funded travel and request reimbursement for 

            out-of-pocket    travel expenses.
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Latoya ‘s Take 

Travel Requests: Points to Review 

Certifying Signatures: To be present on all Travel Requests before they are faxed to Navigant. 

For foreign travel (defined as travel by an employee or a prospective employee to or from a foreign country other than Canada or Mexico ), signatures for the President/ Chancellor  and appropriate Vice President are required.   Before itineraries are issued for Bank of America, these signatures are required.

Traveler Classification: Some classifications give a name with no specification.  For example, under          classification, there’s a space for other.  This space is usually used for 56137, which is a university guest.  It’s also used for 52405, which is a contractor.  The difference between a University Guest and a Contractor is that a Contractor gets paid for his/her services and a University Guest does not.  We ask that you specify whether the traveler is a Guest or Contractor.  Without a valid account number, the payment process to Bank of America will be delayed.

Incorrect Cost Center:  Make sure that your cost center is correct.  An invalid Chart field combination will appear on the screen if the cost center is incorrect.  Please provide a speed type on the Travel Request, along with the complete cost center.  

Compliance with the above ensures timely processing of centrally billed airfare accounts.
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Links

GSA State Travel Management Program:

http://www.gsc.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:

http://www.window.state.tx.us/comptrol/texastra.html
Out Of State:

 http://www.window.state.tx.us/comptrol/san/fm.notices.date.html/fm03/fm03-10_intro.html
Foreign perdiems : 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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Time Zone Calendar

http://www6.americanexpress.com/travel/docs/resources/time/
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Links to United States Embassies and Consulates Worldwide

http://travel.state.gov/links.html
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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
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.





Denise Bland – Accounts Payable Analyst


713-743-8505(Phone) 713-743-8709 (Fax)


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


Responsible for: Travel voucher audit, Travel Training 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


713-743-7821 (Phone) 713-743-8709 (Fax)


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











