TRAVEL AT UTD – SIMPLIFIED STEP- BY- STEP WITH LINKS (rev 9/09)
When Traveling on UTD business, the employee should follow these steps:
1. Seek approval of signature authority and verify availability of funds.

2. Begin to fill out a Travel Authorization form (d-Forms website) of where and when you are going.

3. Make airfare reservations through the University travel agent…Carlson Wagonlit (CWT) (see below)

a. http://www.utdallas.edu/utdgeneral/business/procure/departments/travel/navigant.html
b. http://www.utdallas.edu/utdgeneral/business/procure/departments/travel/quicktrip.html
4. The State of Texas (and UT System) contract with hotels and rental car companies to receive                         discounted rates.  These companies are listed at: http://www.tbpc.state.tx.us/travel/ 
5. Once you know your itinerary, complete the Travel Authorization and send it to Procurement Management via campus mail AD34.

6. If you are not eligible for the UTD Travel Credit Card, and you determine that you will need a travel advance, complete a Voucher/Promissory Note, get the proper signatures and send it to Procurement Management, at AD34 for approval and processing.
7. This link will give you to various sites to choose from for Travel Card Application, Hotel Direct Bill Request, Mileage Calculator, Travel Authorization to Travel Voucher and much more… http://www.utdallas.edu/utdgeneral/business/procure/eforms/travforms.html  

8. As of March 1, 2008, the reimbursement rate for business use of your personal auto mileage is $0.505 per mile.  Visit http://ecpa.cpa.state.tx.us/mileage/Mileage.jsp for an automatic mileage calculator.  Mileage to points outside of Texas can be verified by going to http://www.mapquest.com/
(If using State funds, you must provide odometer reading.)

9. As of 9/1/2005, the per diem for travel inside Texas is limited to actual expenses up to $85/night for lodging and $36/day for meals.  Per diem rates for domestic travel outside the State of Texas can be found on the World Wide Web at:  http://www.gsa.gov/Portal/gsa/ep/contentView.do?programId=9704&channelId=-15943&ooid=16365&contentId=17943&pageTypeId=8203&contentType=GSA_BASIC&programPage=%2Fep%2Fprogram%2FgsaBasic.jsp&P=MTT
10. Exception for Conference Hotel Per Diem:  When a UTD traveler attends a conference; the actual expense for the conference hotel cost may exceed the federal per diem by up to 50% without requiring approval other than that of your supervisor.  Local funds must be used for the difference between the normal hotel per diem and the actual expense.
11. Take your trip and make sure to keep all your lodging, meals (if required), transportation, etc. receipts.

12. When you return, complete a Travel Voucher (e-form_.  Attach your original receipts (keeping copies for your records).  Sign the Voucher, have your supervisor sign it and send it to Procurement AD34 for processing.  -  NOTE:  If you have an outstanding travel advance for this or any other travel, we will apply your reimbursement toward that advance.  If we do this, you will receive a check for any remaining expense balance.

DEPARTMENT CONTACTS:


Gina Niemann is Accounts Payable/Travel Manager and can be reached at: 


Phone: extension 2609
Fax: extension 2348

Campus Mail: stop AD34


Trudy Muller is UTD’s Travel Coordinator and can be reached by any of the following methods:


Phone: extension 2606
Fax: extension 2348

Campus Mail:
stop AD34

Heather Burge is our Accounting Coordinator and assists Trudy with Travel.  She can be reached at:

Phone: extension 4262
Fax: extension 2348

Campus Mail: stop AD34

E-mail:  travel@utdallas.edu
E-mail sent to the above address is also monitored by Pete Bond, Assistant Vice President for Procurement Management.
