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UH- Travel Policy News

Happenings:
Group Travel Advances :

Effective immediately, all group travel advances will be routed through Accounts Payable, rather than Campus Accounting.  Since Accounts Payable already handles individual travel advances, which account for the majority of travel advances, it makes sense for AP to handle group travel advances as well.

Both types of travel advances will be charged to the following cost center and account: 

Cost center:
00730-2080-H0171-F0842-NA
Account: 12305

All travel advance requests and closeout documents should be submitted to Sandra Silva in Accounts Payable (mail code 0900).  Instructions for travel advances are contained in MAPP 4.02.01A (state fund travel for individuals), MAPP 4.02.01B (local fund travel for individuals), and MAPP 4.02.04 (group travel).  MAPP 4.02.04 will be updated to reflect this change in procedure.

Texas State Travel Management Program - Updates
Effective September 1, 2002, the state mileage reimbursement rate will be 35.0 cents per mile.
The FY2003 Texas State Hotel Directory is now available on the STMP Web site at www.tbpc.state.tx.us/travel/index.html in two versions. 

1.        The Web version is listed under the section labeled "Contract Hotel Information" at the link "Participating Hotel Vendors (In-State and Out-of-State)".  This version will contain the most up-to-date FY2003 contract hotel Information (including interim hotel contracts once approved and changes to hotel contracts).   

2.        The MS Word version is listed under the section labeled "Contract Hotel Information" at the link "How to print the Hotel Directory".  This version contains only the hotels with contracts starting on September 1, 2002.   

As interim hotel contracts are received (starting after September 1, 2002) and are approved, the Web version of the hotel directory will be updated regularly.  The MS Word version of the directory will not be updated.  In December 2002, the STMP will add another link for the FY2003 interim hotel contracts (contracts approved after September 1, 2002 through November 31, 2002), which will be named FY2003 Interim Hotel Directory.  In April 2003, the STMP will revise the FY2003 Interim Hotel Directory to include all interim hotel contracts (contracts approved after September 1, 2002 through March 31, 2003).  The Ms Word version of the FY2003 Texas State Hotel Directory and the FY2003 Interim Hotel Directory is available for state agencies/universities to print for distribution to their employees without Internet access.  Your state travelers can use either version of the FY2003 Hotel Directorys for official state business travel during FY2003 (September 1, 2002 through August 31, 2003). 

For auditing purposes only, the MS Word versions of the FY2002 Texas State Hotel Directory and the FY2002 Interim Hotel Directory will still be available on the STMP Web site, under the section labeled "Contract Hotel Information" at the link "How to print the Hotel Directory". The FY2002 hotel contracts expired on August 31, 2002
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Sandra/Linda’s Corner:

Linda: Sandra, I have a question for you… my director is going on a business trip. What do I need to do?

Sandra: You will start off by contacting Navigant International and requesting an airline reservation for your director. Navigant will provide you with the amount of airfare and you will have to complete a travel request and get the necessary approvals and fax the same to Navigant.

Linda: Where do I find a travel request form and how do I get in touch with Navigant..?

Sandra :You can get the travel request at the following web page.

http://www.uh.edu/finance/Travel/Forms_instr.htm
Navigant’s Contact Information :

Pasadena Location – 713-920-7150

Woodway Location : 713-369-1242

Linda : Where do I get the Travel request number ?

Sandra : The travel request number consists of last name of the traveler, destination and the first date of travel.. for example ; Smith-newyork-08/25/02.

 Linda :Who needs to  approve the travel request?

 Sandra : Supervisor/Unit head , Certifying Signatory, Vice President and President for foreign travel.

Linda : What is a speed type ?

Sandra : The speed type is a shortcut of the cost center combination. Make sure that you include the speed type and the cost center information in the area specified for centrally billed airfare  on the travel request .

Linda : How will my director receive his tickets and itinerary ?

Sandra : Navigant will email you or fax you the itinerary confirmation for your ticketless travel. If a paper ticket is required ,then Navigant will send the same to our postal services and they will deliver the ticket to you.

Linda : Thanks for all the help. Can I contact you regarding his reimbursement after he gets back from the trip?

Sandra : You are welcome Linda. Please get in touch with me when you are ready to prepare his reimbursement.
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FAQs :

Q : Can the actual expenses be used  for state funded travel?
A: All expenses incurred on  instate and out of state travel on state funds will have to be per diem based. Actual expenses  incurred on foreign Travel on state funds  can be reimbursed.

Q: What are the Per Diem rates for lodging and meals for instate travel?
A: Lodging : $ 80.00 (Must be accompanied by a receipt indicating the amount paid) and Meals : $ 30.00
Q : When traveling on local funds, and claiming per diem for meals, what is the maximum amount that I can claim on the first  and last days of travel?

A : You can claim up to 100% of per diem rates on those days.

Q: What are the guidelines for signatures?

A:  If using state funds, Traveler has to sign the travel voucher, the certifying signatory needs to sign the coversheet and the supervisor can sign the travel voucher if the amount on it is greater than the travel request amount. If using local funds the traveler has to sign the travel expense report, the supervisor will sign it if  the amount on the travel expense report is greater than that on the travel request and the certifying signatory will sign the coversheet.

Q: Who can request a travel advance?
A:  Only Employees can request travel advances.

Q: What cost center and accounts are to be used for travel advance?

A: S/B acct # 12305, Fund: 2080, Dept: H0171, Program: F0842, Project: NA
Q: Who approves all Travel Advances?

A: Sandra Silva – Travel Coordinator  - 35883.

Q: Can membership fees be reimbursed on a travel voucher ?
A: No, reimbursement for membership fees will have to be routed thru a separate voucher.

Q: What is the Local Transportation Report  and what are the forms that need to be  completed when submitting a Local Transportation report ?

A: The Local Transportation Report can be used for reimbursing local mileage, tolls and parking when using Local funds only. Submit the Local Transportation report and the voucher coversheet for reimbursement. There is no need to do a travel request for submitting local mileage reimbursement.

Account to be used : 54807 and PCC code : 9 
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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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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 Assistant


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- (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�











