TRAVEL
UPDATES AND REMINDERS 2005-2006

Changes, updates and useful information listed below:

Travel Voucher Documentation Requirements: 

Starting December 1, 2004, travelers must print and attach a copy to the voucher, of the federal rate schedule used to calculate the meal and lodging rates for the dates traveled when traveling out of state. 

Required voucher attachments:
· Lodging receipts  (zero balance)

· Parking Receipts  (unless parking location is identified on voucher)
· Taxi Receipts  (unless destination (to & from) is identified on voucher)

· Registration fee receipt

· Federal rate schedule when traveling out of state

· Exemption form

Lodging, Meal, and Mileage rate for Texas:

$85.00 for lodging 
“Up To but not to exceed” $36.00 for meals for overnight trips.
Meals:

Remember you must stay over night to claim meals.


Mileage rate is .405 cents per mile.
Mileage:

When calculating mileage be sure and get the mileage rate for the correct month and fiscal year. This is especially important for people being reimbursed for travel to teach at the Metroplex.

 

Contracted vendors must be utilized for all hotels, airfare, and rental cars.

For contracted hotels, airfare and rental cars: 
See: http://www.tbpc.state.tx.us/travel/index.html 

When University is paying for an airline ticket and reimbursing the traveler; two exempt purchase documents should be completed. One to reimburse the traveler and one with the traveler as the vendor and Bank One travel card as reimbursing ID.

Airlines:

If the university is paying for an airline ticket in advance the following procedure should be followed:

1. One exempt purchase number should be created to pay the airline, using the traveler as vendor; the reimbursing Id should be JP Morgan Chase Travel Card. Vendor number 13608998251.

2. An additional exempt purchase number should be created to reimburse the individual for other travel expenses.
3. The Transportation Request form should be submitted to the Travel Office. 

Rental Car:
Rental cars may not be charged to the University Centralized Billing Account or Procurement card. 
The Washington DC form should be completed for all trips to Washington DC and surrounding areas. A printed copy of the completed form must be attached to the voucher. 

NOTE: FOR TEXAS FISCAL YEARS 2006-2007, ONLY STATE TRAVELERS WHO INTEND TO CONFER ON LEGISLATIVE OR APPROPRIATIONS ISSUES WITH U.S. CONGRESS/THE FEDERAL GOVERNMENT, STAFF OR OFFICIALS, SHOULD SUBMIT TRAVEL INFORMATION TO OSFR.
The Washington Metropolitan Area is serviced by Reagan National, Baltimore/Washington International and Dulles International Airports
Agency President’s approval is required on all foreign travel.  Agency President and Board of Regent’s approval is required on foreign travel utilizing State Appropriated funds.

Sections A & B, and M & N should be completed on all vouchers.  Section Y should be itemized per day, the duties that were performed, and pertinent information.

When driving out-of-state, the voucher must state the reimbursement that the employee would have received had the employee flown, which is equal to the average coach airfare plus the expenses necessary to complete the flight.

Travel vouchers requiring financial correction which do not exceed $25 will be approved by the Travel Coordinator.  The Travel Coordinator will initiate and initial the change for record.  All financial corrections exceeding $25.00 will be returned to the traveler for correction and approval.   This is effective immediately.
Before submitting travel voucher, consult voucher check list.

 Checklist:

The check list located under the travel voucher form on the travel website. http://www.tamu-commerce.edu/travel/
It provides detailed information required on the travel voucher.  Please review check list before submitting vouchers.
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