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�PRIVATE ��CORPORATE CARD CONTRACT�tc  \l 1 "CORPORATE CARD CONTRACT"�

	The corporate card contract with American Express was scheduled to expire December 31, 1994, but has been temporarily extended while new bids are being reviewed.  A vendor should be named sometime in January or February, at which time information concerning terms of the new contract will be communicated.







�PRIVATE ��REVISED INDEX�tc  \l 1 "REVISED INDEX"�

	Included with this issue is a revised index of articles dating back to the first issue in March 1983.  Articles that are no longer pertinent are not included.  The index is separated into two sections,Travel and Accounting,and is further categorized by pertinent topics with each topic listed in alphabetical order.







�PRIVATE ��NONOVERNIGHT MEAL REIMBURSEMENT�tc  \l 1 "NONOVERNIGHT MEAL REIMBURSEMENT"�

	Beginning January 1, 1995, all reimbursements made to employes for taxable meals, should be charged to Class Code 2110 because the entire University System is now considered as one employer.  In the past, if a UW-Madison department (PPC) reimbursed an employe of UW-Stevens Point (WARF), for example, for a meal associated with nonovernight travel, a nonreportable travel class code, such as 2150, was used.







�PRIVATE ��TRAVEL,IT'S TAXING�tc  \l 1 "TRAVEL,IT'S TAXING"�

	Taxes are a way of life and an organization called "Campaign To Keep Travel Competitive" believes the travel and tourism industry is paying more than its fair share.  In 1992, travel and tourism contributed $52 billion to the U.S. economy through federal, state and local taxes. 

	A chart which lists taxes on various components of travel for the top 50 U.S. destinations can be found on page 4 of this issue.  This information may be helpful to travelers and meeting planners when planning individual trips and group events.

�

�PRIVATE ��TRAVEL,THE REAL DEFINITION�tc  \l 1 "TRAVEL,THE REAL DEFINITION"�

	Ever wonder why the subject of "travel" seems to cause so much attention, concern and stress?  According to Webster's, the word "travel" is a variant of the word "travail" which has the following meanings:  1) very hard work; 2) labor pains: pains of childbirth; 3) intense toil.  

	While only approximately 50 percent of UW employes would be able to confirm or deny that travel fits the second definition, all travelers and auditors would likely agree that it often coincides with the first and third.

	To further disassociate "travel" from its variant definitions, travelers should make every effort to comply with UW travel regulations and include explanations or justifications to support claims which an auditor may deem questionable.  By the same token, auditors should understand that the January trip to Orlando may involve discomfort for the traveler befitting one, two or possibly even all three definitions and should question claims only when they can reference a specific travel rule which has been violated.
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�PRIVATE ��MOVING EXPENSES REIMBURSED IN 1994�tc  \l 1 "MOVING EXPENSES REIMBURSED IN 1994"�

	The Revenue Reconciliation Act of 1993 changed the tax treatment of moving expenses, which are now separated into qualified (nontaxable) and nonqualified (taxable).  Qualified expenses include only the expenses of:  (1) moving household goods and personal effects from the former residence to the new residence; and (2) traveling (including lodging) from the former residence to the new place of residence.  Temporary living expenses and stipends for some incidental costs are now considered nonqualified moving expenses.

	Employes who receive reimbursements for moving expenses incurred in 1994 will have amounts paid for qualified (nontaxable) expenses reported in Box 13 of their W-2 form for informational purposes only.  This amount will not be included in wages.  Amounts paid for nonqualified (taxable) expenses will be included in wages and will be reported in Box 14.

	Some expenses which are not reimbursable under UW regulations may be reimbursed by the UW Foundation.  These reimbursements will now be included in moving expenses reported on the W-2 form.

	If you have any questions regarding tax reporting, contact Carol Samuel at 608/262-0582.





�PRIVATE ��MOVING EXPENSE CONTRACT�tc  \l 1 "MOVING EXPENSE CONTRACT"�

	The UW System Travel Office, in conjunction with UW System Purchasing, is finalizing a Request for Proposal to select a contract vendor(s) to handle UW employe household moves.  The Request for Proposal should be sent out in February with a target date of April 1, 1995, for implementation.





�PRIVATE ��MOVING EXPENSE,RATE AND CARRIER�tc  \l 1 "MOVING EXPENSE,RATE AND CARRIER"� VERIFICATION

	FPPP #19 III.A provides the phone number of the Office of the Commissioner of Transportation as the appropriate information source for rates and authorized carriers.  Since that office no longer exists, two new numbers (both with area code 608) must now be called to obtain this information.

	Rate Information:  267-7986

	Dept. of Admin. (Wayne Reif)

	Authorized Carrier Information:  266-1356

	Dept. of Trans. � Motor Carrier Insurance





�PRIVATE ��MEETING PLANNING GUIDE�tc  \l 1 "MEETING PLANNING GUIDE"�

	As a result of higher than anticipated demand, possibly fueled by travel coordinators distribution efforts, an additional supply of meeting planning guides was printed and are now available.  Please contact Holly Johnson (608-262-9987) if additional guides are needed for distribution at your institution.

��PRIVATE ��MOVING EXPENSE DOCUMENTATION�tc  \l 1 "MOVING EXPENSE DOCUMENTATION"�

Question:  FPPP #19 (Moving Expenses and Temporary Lodging Reimbursement) section VI.F indicates that "a copy of the approval to pay moving expenses" must be attached to the travel expense report (TER).  In addition to the approval signature, what other information is required to be on this approval document?

Answer:  The approval document is the same as the approved "request" to pay moving expenses, as stated in FPPP #19 V.A.  As indicated in this section, the request should contain the reason (such as those listed in FPPP #19 II.E) for paying moving expenses and the estimated cost of the move.  The correspondence to the employe, as stated in FPPP #19 V.B, is not required to be attached to the TER.













�PRIVATE ��MADISON CONTRACT HOTEL UPDATE�tc  \l 1 "MADISON CONTRACT HOTEL UPDATE"�

	Usage by UW employes of our Madison contract hotels exceeded $30,000 during the third quarter of 1994, resulting in savings of approximately $14,000 over the lowest noncontract corporate rates at those properties .

	Recent changes and improvements at our contract properties include:

Best Western Inn on the Park:  New wall coverings, carpeting and artwork have been installed in lobby, hallway and restaurant areas.  Carpeting has recently been replaced in sleeping rooms and upgrading of beds is in progress.

Howard Johnson Hotel and Conference Center (Comfort Inn):  The property was recently sold and will be operated as a Comfort Inn.  New ownership will continue to honor the contract rate.  Signage will be changed to Comfort Inn, but will still indicate "formerly Howard Johnson's."  In addition, new ownership will now include free continental breakfast and local calls in the contract rate.

Howard Johnson Plaza Hotel:  New card key locks and in-room voice mail has recently been installed.  A frequent stay program in which travelers earn free nights after as few as five stays has been extended to include our contract rate.

The Madison Inn:  Management has changed the name of the restaurant formerly operated as Tamarack back to The Varsity Club.  Free expanded continental breakfast has been added to our contract rate.

The Ramada Limited:  Carpeting, curtains, and beds have been replaced in sleeping rooms and coffee makers and pay-for-view movies have been added to each room.



���PRIVATE ��AIRLINE ANTITRUST CLAIM�tc  \l 1 "AIRLINE ANTITRUST CLAIM"�

	The antitrust class action lawsuit against the airlines has finally been settled.  Claimants who filed the short claim (air travel under $2,500) should receive certificates worth between $73 and $79.  Corporations and individuals who filed the long form (air travel over $2,500) will receive certificates totaling as much as $150.

	The UW System's claim netted $132,325 worth of coupons.  Information on distribution and utilization of the coupons will be forthcoming.
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�PRIVATE ��TICKETLESS AIR TRAVEL�tc  \l 1 "TICKETLESS AIR TRAVEL"�

	Have you ever wondered why, when you check in at an airline counter, the airline representative in this age of technology still goes through the tedious process of tearing, stapling, marking, folding and inserting coupons in a cumbersome ticket jacket?  Well, those days are almost behind us.  Several airlines, including Southwest and Shuttle by United, are experimenting with ticketless travel.

	The major concern from the traveler's standpoint is the insecurity of not having anything in their hand to insure they are allowed to board the plane.  The major concern from a business internal control standpoint is collection of sufficient documentation to permit reimbursement.   

	Under this new procedure, the traveler purchases the ticket with a charge card by calling the airline directly.  The airline then sends an itinerary and a receipt showing a confirmation number.  Upon arrival at the airport, the traveler shows the charge card used to purchase the ticket or a photo I.D. card at the ticket counter and receives a boarding pass with seat assignment.  

	As this procedure becomes more common within the airline industry, we will keep you apprised of both the travelers' and the preauditors' responsibilities.  Based on what we know to date, travelers should be requested to provide both an itinerary and an airline-generated receipt or charge card proof of billing or payment.







�PRIVATE ��HOTEL CONTRACT EXTENSIONS�tc  \l 1 "HOTEL CONTRACT EXTENSIONS"�

	Contracts with hotels in Washington, D.C., and New York City have been extended through calendar year 1995, some with small room rate increases.  The Mayflower Hotel has been added as a second option of lodging properties to complement our contract with the Radisson Empire Hotel in New York City.  Appendix E, UW System Travel Regulations will soon be updated to reflect these and other contract hotel changes.

��PRIVATE ��CAR RENTAL UPDATE�tc  \l 1 "CAR RENTAL UPDATE"�

	Employes seem to be more cognizant of benefits that accrue through car rental contract usage.  Usage under our rental car contracts with National Car Rental has been great, with volume totaling $505,515 for the last twelve months (December 93-November 94).  Changes in the car rental industry affecting our travelers include:

Non-Smoking Cars:  National now offers nonsmoking vehicles to renters who request them.

Guaranteed Reservations:  Because of peak demand during holiday periods and special event weekends,  National has upgraded its reservation system to allow its locations the flexibility of requiring credit card guarantees on car reservations.  In those situations where it is implemented, a credit card number will be required at the time of reservation and, if the reservation is not cancelled at least 24 hours in advance, a $50 fee will be charged to the traveler's credit card.

Theft Insurance:  It has come to our attention that European countries are selling theft insurance separate from collision insurance.  In some countries, Italy for example, the charge which can range from $7-14 per day is even mandatory.

	Because loss damage waiver (LDW) in this country includes both collision and theft protection, separate charges for theft insurance should be accepted and are reimbursable when renting from noncontract vendors or from any vendors in a foreign country.









�PRIVATE ��AVOIDING TROUBLE�tc  \l 1 "AVOIDING TROUBLE"�

	State Department warnings (don't go) still in effect cover Afghanistan, Algeria, Angola, Bosnia-Herzegovina, Burundi, Colombia, Gambia, Guatemala, Iran, Iraq, Israel (East Jerusalem, Gaza Strip, West Bank), Lebanon, Liberia, Libya, North Korea, Peru, Rwanda, Serbia and Montenegro, Somalia, Sudan, and Tajikistan.  More limited warnings contained in Consular Information Sheets cover Armenia, Azerbaijan, Congo, Ethiopia, Haiti, Kyrgyzstan, Latvia, Lesotho, Russia, Sierra Leone, Togo, Ukraine, Yemen and Zaïre.  For more information, call the State Department's hot line at 202/647-5225 from a touch-tone phone or use your computer and modem to access the Department's bulletin board (202/647�9225; 2400/N/8/1).

	The U.S. Public Health Service has made no changes in its cholera, plague or yellow feaver lists (India was added to the plague list and then removed).  For more information, call the hot line of the Centers for Disease Control and Prevention (404/332-4559).  You can also request information by fax by calling (not faxing) 404/332-4565 to get a sheet with the ordering number for various documents, then calling back to order documents of interest.
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��PRIVATE ��CONTINGENT FUND RECONCILIATIONS�tc  \l 1 "CONTINGENT FUND RECONCILIATIONS"�

	In our ongoing effort to eliminate unnecessary UW System reporting requirements, we have determined that we no longer need to receive copies of your institution's contingent fund reconciliation.  These documents are currently required to be submitted to System Administration by the 15th day of the month following the end of a quarter.

	Ending this reporting requirement does not eliminate the need for preparing the reconciliations.  Sound business practice still requires a monthly reconciliation of all bank accounts.  We believe an institution's need to know the status of such accounts and periodic reviews by Internal Audit as part of their cash handling audits will provide adequate assurance that the reconciliations are being performed in a timely manner.









�PRIVATE ��ACCOUNTING/TRAVEL INNOVATIONS�tc  \l 1 "ACCOUNTING/TRAVEL INNOVATIONS"�

In the last issue we requested that institutions provide us with any innovative procedures which might be shared by other institutions.  One procedure which evolved indirectly from that request involves computerization of the TER form. 

	The UW-Madison campus has made available to System Administration a template of a computerized TER form currently being used by one of their departments.  The template, which may only be used on Excel 5.0, can be made available to all institutions using that software.  For further information and details, have your information technology person contact Ed Smith, Office of Information Services, Network Staff at 608-265-5775.

	Thank you, UW-Madison, for this idea.  We look forward to hearing from institutions.  Send your innovative ideas to Doni Zintz (dzintz@ccmail.uwsa.edu) or mail them to 780 Regent St., Suite 221, P.O. Box 8010, Madison, WI 53708-8010.







�PRIVATE ��EDUCATIONAL ASSISTANCE TAXABILITY CHANGE�tc  \l 1 "EDUCATIONAL ASSISTANCE TAXABILITY CHANGE"�

	The first $5,250 per year in employe reimbursements for educational assistance were tax exempt for both federal and state purposes through calendar year 1994.  Congress recently adjourned without extending tax exemption into 1995.  As a result, all reimbursements coded to class codes 3161 or 3163 received by employes after December 31, 1994, are now taxable for federal and state purposes and will be reported on employe W-2 forms for 1995.



�PRIVATE ��UW SYSTEM PREAUDIT CONFERENCE�tc  \l 1 "UW SYSTEM PREAUDIT CONFERENCE"�

	 The UW System Preaudit Conference will be held in Superior and hosted by UW-Superior on April 6, 1995.  To accommodate transportation needs, UW System Administration will charter a motor coach to transport most employes along a route from Milwaukee through Madison and Eau Claire, with travel on April 5th and 7th.

	Further details will be communicated as the agenda takes shape.  Topics that will be covered include:  new travel survey; moving expense contract terms; how to audit and process reissued, exchanged and ticketless air travel; and corporate card maintenance,institutional responsibility.  Now is the time to start compiling a list of topics you would like to have covered.











�PRIVATE ��PROMPT PAYMENT TO PERSONAL SERVICE CONTRACTORS�tc  \l 1 "PROMPT PAYMENT TO PERSONAL SERVICE CONTRACTORS"�

Question:  Are payments to independent contractors for personal services which are processed on a "Payment to Individuals Report" (PIR) subject to late�payment interest?  If so, what is the starting date for determining that payment was made within 30 days?

Answer:  The prompt�pay statute includes payments for services, so they would be subject to late�payment interest.  The starting date would depend on when the UW has all the necessary information from the contractor.

	If the contractor is required to provide travel or other documentation, the starting date would be the date this documentation is received by the institution.  If no documentation is required, the starting date would be the date the services were completed.













�PRIVATE ��GAPP'S ON GOPHER�tc  \l 1 "GAPP'S ON GOPHER"�
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	All of the General Administrative Policy Papers are now on the GOPHER information system.  They, as well as the travel regulations and other travel information, can be accessed on the System Administration server.  If you are unfamiliar with GOPHER, contact your information technology personnel for assistance.



�

�PRIVATE ��

DUE DATES AND UPCOMING EVENTS



GPR Lapse	Jan. 20

1994-95 Fee Revenue Estimate	Jan. 20

Quarterly Position Control Report	Jan. 24

Quarterly Spouse Travel Report	Jan. 31

Utility Estimates	Feb. 1

Survey of Payments for Intangible Rights Between 

	U.S. & Unaffiliated Foreign Persons	Feb. 15

Salary & Fringe Benefit Projections

	GPO Funds	Feb. 20



Expenditure Authority for Minority/

	Disadvantaged Appropriations	Feb. 28

Utility Estimates	Mar. 1

AFIR for Spring Session	Mar. 1

Auxiliary Reserve Plans	Mar. 15

Cost Data for State-owned Automobiles	Mar. 29

Utility Estimates	Apr. 1

UW System Preaudit Conference -

	Superior	Apr. 6

Annual Contingent Account Activity

	Report	Apr. 15

Expenditure Authority for Fund 107

	Student Aid	Apr. 15

Salary and Fringe Benefit Projections

	GPR & PR Funds	Apr. 20

Quarterly Position Control Report	Apr. 21

UW System Controllers' Conference	Apr. 25-26

Quarterly Spouse Travel Report	Apr. 30
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