Reporting Travel to Washington, DC – OSFR Form

Senate Bill 1, General Appropriations Act for 2006-2007 Article IX, Section 6.19(c) requires personnel traveling to Washington, D.C., using state funds to notify the Texas Office of State-Federal Relations (OSFR) in advance of such travel. 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 OSFR does request the notification be given prior to the travel date.
In order to assist with the new process, Travel Services and Purchasing have put together this help document. If you have further questions, please call Travel Services, 562-6216.

This document assumes you have a reservation booked with the travel agency, that the travel requisition has been completed and approved, and that the traveler is aware of their itinerary. 

Windows with Outlook:

1. Open http://www.osfr.state.tx.us/travelform.asp with your web browser. In “Agency Code”, type 745. In “Agency Name”, type UT Health Science Center at San Antonio. [image: image1.png]Ele Edt Yiew Go Bookmarks Toos Help
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Baltimore/Washington International and Dulles International Airports.
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Please Fill In All Applicable Fields

TRAVEL INFORMATION

Agency Code © 745 | Agency Name : [UT Health Science Center at San Antonio ]

Travelers' Names (including fitles)

First Name Last Name Titles

Date Aniving in DC
MMDDYY]: [

Date Departing from DC

MMDDYY]: [

PERSON REPORTING TRAVEL AGENDA

» 8
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2. Enter the names and titles of the travelers. All names should be entered if there are more traveling in the same group with the same itineraries (meetings, etc). Enter the date arriving and the date departing the Washington, DC, area. Also, use the Purchasing Director’s contact information as follows:
Vikki Ross
Director of Purchasing/Travel Services
UT Health Science Center at San Antonio

7703 Floyd Curl Drive

San Antonio, TX  78229-3900

work 210-562-6200
fax 210-562-6290
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PERSON REPORTING TRAVEL AGENDA

Name: [Andrea Marks ]

Title:  [AVP for Business Affairs ]
Organization :  [UT Health Science Center st San Antonio |
Street address : (7703 Floyd Curl Drive. ]
Address (cont) : | ]
City:  [SanAntonio ]

\ State:
Zip: [73229-3300
Work Phone :
Fax:

CONGRESSIONAL/FEDERAL GOVERNMENT OFFICES TO BE VISITED

Date L . o
ADIDDAY Person to visit Organization to visit





3. Enter the first date the traveler is attending the event, the name of a contact if applicable, and the organization. 
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PURPOSE OF TRIP

Ifthe purpose i to provide testimany to Congressional Comnittee of Agency Rale-Making Authoriy, please provide OSFR with
anadvance Cowtesy Copy of the testizany. Thank you.

N The Texas Offie of State-Federal Relations
122G Stet NW
Sute 200

Washington DC
Fhone: (202) 633.3927
Fax (202) 628-1943
E-Mail jpettit@ostrstate txs

When you click: Submit Form, your information is automatically sent to OSFR in Washington DC. A
confixmation page is immediately generated, showing your information as submitted.
Please print the page, and file for your records.
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4. Click the Submit Form button at the bottom of the page to send to the OSFR. Print a copy if your department requires it.

5. Click on the email icon to email to the Travel Services office, 
traveladmin@uthscsa.edu. Be sure to click “Send Page” in order for the Travel Services office to receive the correct confirmation page. “Send a Link” will not send the page with the correct information.
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PRIMARY COMMITTEES/OFFICE{ sendaLik

Date
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Person to visit Organization to visit

[ Congressional Tes!

PURPOSE OF TRIP
(Check as many as apply)

timony * [ Congressional Visit *

O Agency Visit (General) * 0 Agency Visit (Grant Follow-up) *

O OSFR Visit

Other (Please Specify)

* If the purpose of the trip
an advance Courtesy Copy
Congressional Committee of

[ Public Interest Group or Professional
Association, Meeting, Conference,
Conwention, or Visit

is a Congressional or General Agency Visit, please provide OSFR with
of the travel itinerary. If the purpose is to provide testimany to
Agency Rule-Making Authority, please provide OSFR with an
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[image: image5.png]Travel Confirmation Page
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PLEASE PRINT FOR YOUR RECORDS

Texas Office of State-Federal Relations (OSFR)

REPORT OF STATE AGENCY TRAVEL TO WASHINGTON, DC
Pursuant to Senate Bill 1, General Appropriations Act for 20062007
Article IX, Section 6.19(c)

Agency Code © Agency Name :

Travelers' Names (including fitles)

Date Aniving in DC
Date Departing from DC'

PERSON REPORTING TRAVEL AGENDA g
Name :

Title :

Organization :

Street address :

Address (cont) :
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Example of Report Confirmation Page (this one has no information entered – your confirmation page must have all information filled in.)
Mac:

1. Mac does not have the functionality to allow sending a web page via email directly from the browser. 

2. Follow steps 1 through 3 from above.

3. Click “Submit Form”.

4. Print the confirmation page for your files.

5. Save the page either as a PDF or HTML (web) file. Saving it to a PDF may require you to print to a file, and then to select PDF as the file type.
6. Attach the file to an email and send to traveladmin@uthscsa.edu. 

7. Alternatively, copy and paste the confirmation page into the body of the email.

Troubleshooting:

If Outlook will not let you send the page via email, be sure your default email format is HTML. Otherwise, it will force you to send the page as an attached file. 

If the confirmation page comes out with all fields blank on the email you are about to send, you will need to copy and paste the confirmation page into the email instead. Currently, the reason for this happening is not yet known. Be sure you do have the latest version of Outlook, however. Please consult with your department’s TSR to be certain.
If you need alternatives to sending the page via email, here are three:
1. Save the page then attach it to an email.

2. Copy and paste the confirmation page into an email to traveladmin@uthscsa.edu. 
3. Fax the confirmation page to 562-6290, attn: Travel Coordinator.
Updated 7/6/06
Tom King, Travel Services
562-6216


