HIGHER EDUCATION TRAVEL CONTROL BOARD

January 17, 2006 Meeting Minutes

Members Present:

Mike Bass, University of Illinois (Chair)

Ted Bachman, Northern Illinois University

Tom Shadid, Illinois State University

Peggy Ho, Northeastern Illinois University
Karen Stovall, Southern Illinois University, Edwardsville

Peggy Podlasek, Illinois Board of Higher Education

Ron Ward, Western Illinois University

Marilyn Branson, SURS
Louise Williams, Chicago State University

Tammy Rust, Governors State University
Guests Present:

Marcy Frerichs, University of Illinois

Members Absent:

Ellen Andres, Illinois Community College Board

Teresa Sims, Eastern Illinois University

The meeting was called to order at 11:30 a.m.

Approval of Minutes

The minutes for the October 19, 2005 meeting were presented.  A motion by Marilyn Branson, seconded by Peggy Podlasek, was made to approve as submitted.  Motion approved.

Second Quarter Exception Requests

Travel reimbursement exception requests for the quarter ending December 31, 2005 were reviewed.  Those exceptions submitted were as follows:

Chicago State University


-- 12 exceptions for $1,041.20 were approved
Eastern Illinois University
-- 20 exceptions for $1,536.98 were approved

Governors State University


-- 7 exceptions for $561.50 were approved
Illinois Board of Higher Education

-- 1 exception for $14.00 was approved
Illinois Community College Board

-- No exceptions to report

Illinois Math and Science Academy

-- 2 exceptions for $50.92 were approved

Illinois State University


--30 exceptions for $3,578.43 were approved 

Northeastern Illinois University

--20 exceptions for $1,782.84 were approved

Northern Illinois University


-- No exceptions to report

Southern Illinois University – Carbondale
--79 exceptions for $3,538.32 were approved

Southern Illinois University – Edwardsville
-- 3 exceptions for $49.00 were approved

(Exceptions Requests continued)

State Universities Civil Service System
-- 1 exception for $44.39 was approved   

State Universities Retirement System
-- 10 exceptions for $886.37 were approved     

University of Illinois – Chicago

--79 exceptions for $9,377.65 were approved

University of Illinois – Springfield

--23 exceptions for $1,394.45 were approved

University of Illinois – Urbana-Champaign
--242 exceptions for $28,483.41 were approved

Western Illinois University


--19 exceptions for $251.03 were approved

The following exceptions were removed and will be resubmitted in the Second quarter:


University of Illinois-Urbana/Champaign (Exception #80 & #171)
A motion was made by Louise Williams and seconded by Peggy Ho to approve the 2nd quarter exceptions as amended.

Other Business

I. Marilyn asked the question; how is overnight stay duration calculated?  When does the trip start/stop?
II. We are all implementing seasonal hotel rates.  The University of Illinois has enforced a 60-day travel reimbursement guideline.  If not processed by 60-days, it will become a taxable benefit to the employee. 
Travel Reimbursement Claims Must Be Submitted Promptly
All claims for the reimbursement of expenses for approved University business travel must be submitted promptly, after the approved travel is completed. 

If the travel reimbursement form is not submitted within 60 days of the completion of travel, the reimbursement is considered taxable income to the traveler, unless a reasonable justification for an exception is presented and approved, using a Reasonable Exception Request Form (MS Word). The Reasonable Exception Request must be completed and signed by the department head and submitted with the ERV. 

Taxable amounts will be submitted to the OBFS, University Payroll and the tax of approximately 30% will be withheld from the employee's paycheck. These amounts will be included on the employee's Form W-2. 

The next meeting of the Higher Education Travel Control Board is scheduled for April 17th at 10:30a.m.

A motion was made by Karen Stovall, and seconded by Tom Shadid to adjourn at 10:50 a.m.  Motion approved.

Submitted by Mike Bass, Chair
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