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TO: Deans, Directors and Chairs

FROM: Andrew Soll, Business & Student Services

SUBJECT: Travel Restrictions -- Guidelines and Procedures (REVISED)

DATE: August 19, 2002

In March of this year, travel restrictions were imposed on UW-Eau Claire employees in response to directives from the Wisconsin Department of Administration and UW System Administration. Campus procedures implementing System guidelines were outlined in a memo from me dated March 28, 2002. That memo, including a link to the original guidelines document issued by UW System in March, is available for reference at http://www.uwec.edu/AcctPay/Travel_Restrict_2002.htm.

Earlier this week, UW System issued travel guidelines for the 2002-03 fiscal year. The key changes in the new guidelines are as follows.

· Travel is recognized as integral to carrying out the mission of the University.

· Annual and semi-annual meetings, conferences and workshops among UW system institutions that are designed to facilitate the sharing of best practices and to further collaboration and collective problem-solving may be scheduled. (Under the March restrictions, such meetings were canceled.)

· Travel for professional development to national and regional conferences may be approved as appropriate.

· Institutions should consider carefully the number of attendees necessary to provide the greatest return on investment to the institution and to the employee.

When considering requests for employee travel, supervisors and others who must approve such requests should take the following factors into consideration.

· Is the travel essential and necessary for the employee to perform his/her duties?

· Could the trip be postponed or canceled? What are the fiscal and non-fiscal consequences of postponing or canceling the trip?

· Could the business be accomplished through other means (teleconference, videoconference, etc.)?

· Are there alternative sites closer to the institution where the business could be conducted that would result in lower travel costs?

· In the case of travel to an event, is it necessary for more than one employee from a division to attend? Could the information, instead, be shared with colleagues by the person who was authorized to attend?

· Would attendance enhance the employee’s performance?

· Is the travel necessary to meet required continuing education credits for licensure (e.g., attorneys, certified public accountants, engineers, etc.)?
Approval Procedures

Previously issued System requirements on pre-approval and reporting are still in place. At UW-Eau Claire, the following revised guidelines and procedures will apply to all travel beginning immediately and continuing until modified. These guidelines and approval procedures apply to all travel requests, for both in-state and out-of-state travel, regardless of funding source.
Travel Exempt from Chancellor’s Pre-Approval

For the types of travel listed below, approval procedures in place before imposition of the March 2002 restrictions are restored. Authorization may be at the level of chair/director, dean or other appropriate supervisory level in accordance with normal department procedures. A Travel Authorization form does not need to be approved at the dean’s level and does not need to be submitted to the Business Services/Accounts Payable for these types of travel.

· Conference attendance where the state employee has official event duties, such as membership on the Program or Host Committee or as a presenter

· Travel to fulfill regular day-to-day grant/contract responsibilities

· Student competitions and performances by teams and ensembles

· Travel reimbursed by an external (non-UW source of funds) organization

· Non-state employees (speakers, contractors, etc.)

· Local travel within a 25 mile radius of campus

· All in-state business travel charged to instruction, research, or public service activities, some examples of which include:

· Small Business Development Center

· Economic development activity

· Off-campus course delivery

· Supervisory Instructors (internships and student practicums)

Non-Exempt Travel

All travel not covered by the above guidelines must continue to be authorized in advance on a Travel Authorization Form approved by your division administrator (i.e. the Chancellor, Provost/Vice Chancellor for Academic Affairs or the Vice Chancellor for Business & Student Services) in addition to the supervisor, account manager and dean or assistant/associate vice chancellor. Examples of types of travel requiring approval at this level include, but are not limited to, the following:

· All international travel, including that related to Study Abroad programs

· All conference attendance where the attendee is not presenting or does not have official responsibilities

· Student travel not covered by the above guidelines

Please forward approved Travel Authorization forms for non-exempt travel to Accounts Payable in advance of travel.

(NOTE: For both exempt and non-exempt travel, approval must be obtained prior to arranging for airfare or using a Procurement Card to prepay conference registration fees; approved travel authorizations must be sent to Accounts Payable with requests for prepayment of registration fees.)

Reporting Requirements

Under DOA guidelines, the University is required to report all travel activity on a quarterly basis. Travel authorization and expense reimbursement forms will be the primary sources of information about travel for reporting purposes. For this reason, it is essential to submit forms to Accounts Payable on a timely basis.

Please share these procedures with others in your units. They will be posted on the Business Services/Accounts Payable website. Contact the Accounts Payable Office if you have any questions. Thank you.
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