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DATE:
February 27, 2004
TO:
Executive Committee Members, Assistant Vice Presidents, Chairs, Directors, Department Heads, Assistants to the Deans and Vice Presidents, and Departmental Administrators  

FROM:
Harry S. Lynch, Jr.
Executive Vice President for Business Affairs/CFO

Business Affairs Bulletin No. 06- FY 2004
SUBJECT:
Travel Services Guidelines 
CONTRACTED TRAVEL AGENCY

The U.T. System has a contract with Corporate Travel Planners, Inc. (CTPI) to provide travel services to UTHSCSA.  The contact information is as follows:  

· Corporate Travel Planner, Inc. 


Northwest Center 


7550 IH 10 West, Suite 1300 


San Antonio, Texas 78229 

· Reservation phone number 
210-366-9565 

· FAX number: 
210-979-0784 

· Toll free number (during business hours 8:00 – 5:00):
1-800-523-9036 

· Toll free number (after business hours): 
1-800-441-6512, VIT Code: SM592 

For names of designated travel agents for the U.T. Health Science Center, please refer to the Travel Services Website at: www.uthscsa.edu/business/travel under the link, “contract travel agency.”  

As a component of the U.T. System, the Health Science Center is required to participate in the travel agency fees according to the Travel Management Contract that U.T. System has in place with CTPI. 

Issue Ticket:
$25.22 
($2.00 reduction)

Refund Ticket:
$15.35 
(remains the same)

Exchange Ticket:
$26.35 
($2.00 reduction)

Car/Hotel Only
$11.35 
(remains the same)

· If an airline reservation with same-day ticketing is needed, the approved travel requisition should reach the travel agency by 4:00 p.m. on the day ticketing is needed.

· If ticketing information is not received one (1) day prior to scheduled date of travel, the department needs to follow-up with Corporate Travel Planners, Inc. 

· Incomplete or incorrect travel requisitions cannot be ticketed.  Names of traveler(s) and dates of travel should be checked to assure that the travel requisition information matches the requested reservation(s).

· When calling in a reservation, the traveler or travel arranger should be prepared to identify the form of payment to be used, indicating whether a central bill account or an individual's Bank One Corporate Card will be used.  Once airline reservations have been ticketed, the form of payment cannot be changed.  

· A “blanket” travel requisition cannot be used when utilizing the central bill system. 

· For non-refundable tickets, the travel agent will need an approved travel requisition within 24 hours from the time the reservation is made. 

· Non-refundable airfare rates cannot be guaranteed until ticketed.  Only travel requisitions with a completed PEOPLESOFT travel requisition approval cycle resulting in an assigned document I.D. number, resultant of an email file transmitted to a designated address at Corporate Travel Planners, Inc., will be ticketed.  Corporate Travel Planners, Inc. is not authorized to accept faxed travel requisition copies directly from departments. 

· When using the central bill account (UPT), alternate personal side trips are not permitted.

· When a third party is responsible for traveler’s expenses, the use of the central bill account (UPT) is not permitted.

· Corporate Travel Planners, Inc. is not authorized to use the central bill account number to make hotel or car rental reservations for incoming/outgoing travelers.

STATE OF TEXAS AIRFARE

The State Travel Management Program has secured contracts in domestic and international markets for airfare. The fares in these markets do not include TAXES, SEGMENT FEES, PASSENGER FACILITY CHARGES (PFC’S) or other mandatory fees assessed by the agencies, airlines, airports, and/or local governments.  The fare basis codes of “YCATX” and “_CATX” are used when booking State of Texas contract airline fares. The YCATX fare is last seat availability. The “_CATX” fare basis code indicates a market that is capacity-controlled by the airline with a limited number of seats available at the contract rate.  Although travelers may find less expensive airfares as a result of airfare wars/promotions or through airlines’ standard deep discount programs, such fares may have rigid advance purchase requirements and/or severe penalties for changes or cancellations. For destinations in which there is a State contract, these airfares can be very helpful to our travelers. Some of the key features of the State fares include the following:

· No advance purchase necessary; 
· No minimum/maximum length of stay required; 

· No fee or penalty for changing or canceling the reservation;

· No other special purchase requirements.

STATE OF TEXAS LODGING RATES

The State of Texas Contract Lodging rates are available on the Travel Services Website at: www.uthscsa.edu/business/travel under the link for “Contract Lodging”, please refer to the Introduction for a review of the lodging policies and procedures. The in-state hotel directory of participating vendors is listed by cities alphabetically and the out-of-state hotel directory is listed by states alphabetically.

STATE OF TEXAS CAR RENTAL 

The State of Texas Car Rental rates are available on the Travel Services Website at: www.uthscsa.edu/business/travel under the link for “Contract Rental Cars”, please refer to the Introduction for a review of the Car Rental Policies and Procedures.  The contracted agencies are directly linked to their corresponding web page.  

CONTRACT TRAVEL AND AIRFARES

The University of Texas Health Science Center policy is that all airfares for the University funded travel (without regard to source of funds) must be purchased through the University contract travel agency, Corporate Travel Planners, Inc. 
The contract airfares must be used if available for the city and if no other less expensive fare is available for which the traveler qualifies.  Although travelers may find less expensive airfares as a result of airfare wars/promotion or through airlines’ standard discount programs, such fares may have rigid advance purchase requirements and/or severe penalties for changes or cancellations.

Contract airfares may not be used for personal travel.  

AUTHORIZATION TO TRAVEL

Authorization is required in advance using the PEOPLESOFT requisition process, for all travel on University time or business whether or not reimbursement is expected.

Authorization is required in advance for consultants, prospective employees, employees of other State of Texas agencies, and other official travels, using a Prior Approval form (payment request form for approval of payments to consultants or for services performed by persons other than employees).  Prior Approval forms can be purchased through General Stores.  
PURCHASE OF AIRLINE TICKETS

Contract airfares, without regard to source of funds, must be purchased only with a State of Texas Bank One account through either (1) a state issued individual credit card or (2) using a central bill account (UPT) through our contract agency, CTPI.  No other form of payment including cash is acceptable under the terms of the contract.

Reservations for travel may be made (1) with the contract travel agency, Corporate Travel Planners, Inc (CTPI). or (2) directly with an airline.  If reservations are made with the airline, the traveler must (1) tell the airline reservationist that the tickets will be written by the travel agency and (2) call CTPI to request that they issue the ticket.

Official visitors may make reservations and purchase airline tickets from the source of their choice and then seek reimbursement for all allowable expenses from the University.  If a Health Science Center department wishes to centrally charge the ticket to the University's Bank One account and thus be able to take advantage of any applicable state contract airfare, they may do so by using the University's business Travel Account (BTA). 

USE OF UNIVERSITY PAID TRAVEL (UPT) ACCOUNT

· The Health Science Center has established Bank One central bill accounts for use by CTPI for airfares in support of official University travel.  

· Corporate Travel Planners, Inc. is the only agency authorized to use the central bill accounts.

· Only airfares for travelers with a PEOPLESOFT travel requisition on file may be charged to the central bill account.  

· All segments of air travel itinerary must qualify for University payment, i.e., no air travel with side trips for personal use or use paid for by other organizations may be charged to the central bill account.

· Cost of the airline ticket incurred directly by the University rather than the traveler incurring the expense and then receiving reimbursement for the airfare through the Travel Voucher process.

STATE OF TEXAS EXPEMPTION CERTIFICATE

In order to provide verification of exemption of State tax for hotel stay due to University business travel, travelers are to obtain a “State of Texas Exemption Certificate” for hotel occupancy tax.  These cards are purchased through General Stores.  

STATE OF TEXAS TRAVEL CONTRACTOR USAGE STATEMENT

A “State of Texas Travel Contractor Usage Statement” is needed when filing for reimbursement on airfare, hotel, and/or car rental.  The Contractor Usage Statements may be purchased through General Stores.  

For further information concerning the policies and procedures for the Health Science Center, please refer to the Handbook of Operating Procedures, Chapter 6.  

If you have questions or need additional clarification concerning our transition to the new implemented services fees, please contact the UTHSCSA Travel Office at extension 7-6030 or access the Travel website at www.uthscsa.edu/business/travel.  

BANK ONE

The Texas Building and Procurement Commission (TBPC) has a contract with Bank One to provide MasterCard business travel charge-card services for State agencies and travelers.  Accounts may be established for individual State travelers. The State-issued corporate Bank One cards will be imprinted "For Official State Business Travel Use Only."  Based on the terms of the state’s contract with Bank One and an advisory opinion issued by the State Ethics Commission (Ethics Advisory Opinion No. 147), the State-issued Bank One card may be used only for official business travel purposes (whether or not the expense is in whole or in part reimbursed by a State agency or university). 

INDIVIDUAL CARD ACCOUNTS

The State’s Individual Liability Program with Bank One is designed to furnish State employees with a convenient, readily accepted charge card for business travel purposes only in accordance with State Ethics Commission Ethics Advisory Opinion 89-112.  To be eligible to apply for a State-issued Bank One MasterCard, persons must be: 1) a University of Texas Health Science Center employee; 2) expected to take three (3) or more business trips, per fiscal year or 3) expend at least $500 for business travel, per fiscal year.  Each card member's monthly bills will be sent to the address indicated on the card member’s application.  Each card member will be responsible for paying the bill in full, each billing cycle.  The individual whose name appears on the card is responsible for payment of the account.  If an individual account is closed for delinquency, the decision to reopen the account rests with Bank One.
BENEFITS

· No annual fees;

· No minimum salary requirements

· $500 monthly retail spending limit related to travel expenses 

· Travel Accident Insurance: Each cardholder who purchases a common carrier ticket with their Commercial Card is automatically insured in the amount of $500,000 against Accidental Bodily 
Injuries that result in death or dismemberment at no additional cost. 

· Lost Luggage Insurance: When a cardholder pays for the cost of common carrier tickets with 
his/her Commercial Card, he/she will be eligible to receive supplemental reimbursement for lost 
luggage of up to $1,250.
· Automobile Rental Insurance: Bank One also offers primary Collision/Loss Damage Insurance 
for up to 31 consecutive days of car rental.  This insurance covers up to $50,000 per incident on 
claims for which the cardholder or any other authorized drivers are legally responsible to the vehicle rental company.  This also includes Secondary Personal Effects Insurance, which covers loss, damage 
or theft of such effects. 
PAYMENT GUIDELINES

· All accounts are payable upon receipt of the statement.
· An account is considered by Bank One to be delinquent 31 days after the billing date.
· When an account reaches 61-days past due, it is suspended until it is paid.  Accounts that reach 
90-days past due will be cancelled and will not be reopened. 

DELINQUENCY ASSESSMENTS

Individual corporate travel charge cards will be assessed delinquency charges on past-due balances. If all or any portion of a payment is not received by Bank One by the 58th day after the first Statement Date, Bank One will assess a late fee equal to 2.5% of all Past Due Balances on such day after the first Statement Date and every thirty days thereafter until payment is received by Bank One. Delinquency assessments are not reimbursed by the State.

If you have questions or need additional clarification concerning our transition to the new corporate business travel charge card program with Bank One, please call the UTHSCSA Travel Services Office at extension 7-6030.

BANK ONE REPORTS

Credit limits and payment information is not reported to the credit reporting bureau, thus affecting personal credit history, unless Bank One is to the point of charging off a delinquent account. If Bank One writes off an account, they will then report all information to the credit reporting bureau and that will show up on an individual’s credit history report.

RETAIL EXPENDITURES

Each month, Bank One provides a Report of Account Spending Analysis to the Health Science Center’s Director of Purchasing/Travel Coordinator.  Cardholders, who have made retail charges that are not clearly distinguishable as business-related purchases, receive a memorandum: 

1) Reminding them of the importance of limiting use of the Corporate Card to business purposes only; 

2) Notifying them of a related opinion issued by the State Ethics Commission (Ethics Advisory Opinion No. 147) confirming the limitation of use to official business (whether or not the expense is in whole or in part reimbursed by a state agency or university).  

As a result of the response to The University of Texas System Administration directives, the Health Science Center is taking actions to lessen the likelihood of future delinquencies through more robust procedures related to retail spending.  Persons having charges, which appear on the monthly Account Spending Analysis, that are not clearly distinguishable as, business related, will be asked to provide a statement in writing explaining the business purpose of such purchases.  If the written explanation is not forthcoming or does not substantiate the business purpose of the charge, cancellation of the card will be necessary.  Bank One, upon instruction of the Texas Building and Procurement Commission, places a $500 total dollar limit on retail spending on the Bank One Corporate Cards.

CONFERENCE REGISTRATION FEES 

Although conference registration fees are considered by the State to be travel expenses, some registrations are made with entities having "retail" merchant category codes, resulting in such charges being identified as "retail" charges.  Under the $500 monthly retail-spending limit, problems may emerge; impacting card member attempts at making conference registrations using their Bank One Card.  The State Travel Management Program has made arrangements with Bank One to approve use of state-issued Bank One Cards for conference fees exceeding $500, provided that the department forwards an e-mail message to the Director of Purchasing/Travel Coordinator, detailing the following information:

· Name of the vendor sponsoring the conference  

· Date of the conference  

· Total amount to be charged to the Bank One Corporate Card  

· Name and account number of the card member registering for the conference 

Once the charge is approved, the conference vendor should call Bank One at 1-800-890-0669 to request that the charge be processed again.  The State Travel Management Program has suggested adding "call for credit card approval," or a similar statement, plus the Bank One phone number, 1-800-890-0669, next to the State Bank One card number on conference registration forms, or informing vendors of the means of obtaining exception approval if registering over the telephone.  

QUESTIONS ABOUT CHARGES 
If it is necessary to dispute a charge on your account, your first action should be to contact the merchant who created the charge. The merchant will be able to resolve the transaction. If they cannot, then contact the Bank One customer service team. To dispute charge amounts call the State of Texas Customer Service Team at 800-890-0669. Through a detailed conversation with them, they will secure all the key information to process the dispute. 

In the few cases where a charge dispute form is needed by Bank One, the form will be sent by the customer service agent or may be accessed at the Travel Services Website at: www.uthscsa.edu/business/travel under the link, “Travel Forms”.  There are two different types of dispute forms and the correct one must be completed when submitting a dispute.  The “Travel Related Dispute Form” is for items such as airline tickets, lodging, and car rentals.  The “Non-Travel Related Dispute Form” is for all other items, i.e. meals (except ones billed to hotel rooms), retail items, fuel, admission charges, etc.

 Should you have any questions regarding these policies, please contact:


Travel Services Office
TravelAdmin@uthscsa.edu 
210-567-6030 

Stephen D. Millspaugh
Millspaugh@uthscsa.edu 
210-567-6030 
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