July, 13, 2004

Agency/Booking Fees
All agency/booking fees for air, hotel or car rental must now be reported separately under “Other Incidental Expense” per a State of Texas requirement. There is no change in the way you enter airfare. However, the airfare line now only includes the airfare claim. The fee entered in the second box goes automatically to the “Other Incidental Expense” line. 

There is a change in the entry for hotel and car rentals on the input screen. You must now enter the fee charged either by an agency or the on-line booking entity in a new box provided. Then the travel system automatically takes that fee to the “Other Incidental Expense” line and itemizes each expense.

These itemized expenses are listed on the worksheet and on the front page of the voucher as “Other Incidental Expenses.”

If you have any questions, call the Travel Office at (806)743-1889 ext. 230 or e-mail Sue Cooper at sue.cooper@ttuhsc.edu.

