UTMS TRAVEL CENTRALIZATION RESPONSIBILITIES

RESPONSIBILITIES OF THE INDIVIDUAL DEPARTMENT
· Completing RTA form 

· All fields must be completed

· Contacting Corporate Travel for airline flight arrangements
· Making hotel reservations
· Making rental car reservations
· Notifying the Travel Team of subsequent changes

· Providing  traveler’s vendor code 
· Providing vendor code for processing of registration payment 
· Submitting completed registration form 
· Completing cost justification worksheet for exceptions 
· Securing all required approval signatures
· Verifying availability of funds.  Transfer of funds must be done prior to submitting RTA for processing
· Submitting  to Medical School Travel Team (MSTT) two weeks prior to travel or registration deadline:
· Copy of meeting announcement stating name of meeting, meeting dates and meeting site

· Registration form (plus one copy, if applicable).  Registration information page
· Traveler’s business address must be listed on the registration form
· Copy of airline itinerary

·  Washington DC OSFR confirmation page (if applicable)
· Notifying MSTT of exceptions for ‘Do Not Mail’ registration check
· Making arrangements to pick up registration check (if applicable)

· Ensuring registration check has be sent to vendor
· Tracking transactions after Requisition and Purchase Order numbers have been submitted to the administrative contact person

· Providing approved exception travel (other than Corporate Travel ) to MSTT prior to reimbursement
· Providing justification memo for non use of State contracted airline, hotel or rental car agency when using state or federal funds

· Submitting justification memo for RTAs submitted after the trip has taken place.  Memo should state why submitting RTA after the fact and what procedures are being taken so that this does not occur again. Address memo to the Employee Reimbursement Team

· Submitting justification memo for travel expenses submitted for reimbursement after 60 days of trip taking place.  If travel purchase order has closed, DMO signature is required on the memo.

· After trip has taken place, submitting completed expense worksheet with traveler’s signature, original receipts and GSA per diem rate page when using state or federal funds. If expenses exceed 20% of the of the expense amount, please submit to the MSTT an email request for the purchase order to be increased.  The request should be sent by the individual that has approval authorization on the chartfield string listed on RTA.
· Include a copy of receipts that are taped to paper 
· Ensuring the travel expense worksheet is legible

· Submitting corrections for travel expense worksheet, if returned by the MS Travel Team, and obtaining traveler’s signature on worksheet
· Notifying the MSTT of travel date changes
· Notifying MSTT of cancelled trips
· Making appointment with MSTT if one-on-one assistance is needed

· For student travel reimbursement requests, departments should clearly mark in big, bold letters at the top of the first page that the reimbursement is for a student.  These will be processed first to prevent financial hardship on the student.
RESPONSIBILITY OF THE MEDICAL SCHOOL TRAVEL TEAM (MSTT) 

· Entering travel requisition within one working day
· Notifying the administrative contact individual:

· The requisition number and advise when requisition is submitted for departmental approval

· The purchase order number for airfare, expenses and registration
· Meeting with traveler or representative to assist with travel expense worksheet
· Modifying purchase orders if travel expenses exceed 20% tolerance (must have departmental approval prior to increasing purchase order)
· Contacting Traveler and Administrative Contact person when there are changes to the reimbursement amount.  If decrease is more than $25, traveler is required to sign the travel expense worksheet.

· Entering online travel expense voucher within six working days
· Submitting travel expense voucher to E.R. Team for payment processing

· Finalizing travel purchase order (release open encumbrances)

· Returning RTA and reimbursement voucher with all documentation to administrative contact person after issuance of travel check
Travel procedures and forms are available at the Medical School Website 
http://med.uth.tmc.edu/admin.htm
Employee Reimbursement Travel Guide

http://www.uth.tmc.edu/finance/ert/travelguide.htm
