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BFS Agenda

• Prohibited States Update – Chris Baxter
• UC Travel Roadshow – Chris Baxter
• Travel Coordinator Training – Mimi Collins
• Moving & Relocation Process & Form – Mimi Collins
• UC Travel Center (UCTC) New Platform – Sandra Danford
• Gift Card Guidelines – Dorthea Ford
• Personal Use of Connexxus - Short's Findit Tool – Aver Smith
• Q&A
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State Funded Travel: 
Prohibited State Update

• Chris Baxter
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BFS Prohibited States
Effective 10/07/19, Iowa was added to the list of states that are subject  to 
the ban on state-funded and state-sponsored travel.

• The following states are subject to California’s ban:
• Alabama Oklahoma
• Kansas South Carolina
• Kentucky South Dakota
• Mississippi Tennessee
• North Carolina Texas
• Iowa
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BFS Prohibited State Law
Effective 1/1/2017, California prohibits state-funded travel to 
a state with discriminatory practices based on sexual 
orientation, gender identity and gender expression* 
• The Law also prohibits requiring employees to travel to 

these states against their will.

For more information please refer to the Accounting website 
under Travel/Quick Links for: 
• AB 1887 Prohibited States FAQ 
• UCOP Travel Guidance for AB 1887 
Exceptions

• https://oag.ca.gov/ab1887
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UC Travel Roadshow
• Chris Baxter
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BFS UC Travel Roadshow

UC Travel is conducting their annual travel roadshow on
Monday, November 18, 2019 in Humanities and Social Science Bldg, 1500
Multiple time slots are available:

• 8:30am - 10am
• 10:30am – 12pm
• 12:30pm – 2pm
• 2:00pm – 3:30pm

*Registration required via Eventbrite - https://travel.ucop.edu/connexxus/travel-roadshows
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BFS UC Travel Roadshow

The Central Travel Office continues its efforts to educate and inform UC 
travelers on the benefits of booking through Connexxus by offering 
various webinars.
Recordings of past webinars can be found in the Video Library and FAQs 
can be found in Resources on the Connexxus site.

Some of the most current webinar topics are:
• Airbnb
• Uber
• UC’s Hotel Program
• Travel Perks
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Upcoming Trainings
• Mimi Collins
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BFS New Travel Coordinator Trainings

• Date: Wednesday, Nov. 06, 2019
• 9:00 – 3:00
• UC Intellicenter, Room 127

• Quarter 1 – 2020*
• 9:00 – 3:00
• UC Intellicenter, Room 127

• Quarter 2 – 2020*
• 9:00 – 3:00
• UC Intellicenter, Room 127

*Exact date to be announced soon
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BFS New Travel Coordinator Training:
How to register? 

• Go to UC Learning Center at www.ucrlearning.ucr.edu or via 
R’Space Authorized Applications-UC Learning Center

• Enter your UCR NetID and password
• Type in “travel” in the search field and click Go
• Click on the title of the class you wish to attend and select 

Register
• Review the activity details and select Submit to complete 

your registration
• For questions on registering, contact Human Resources at 

extension 2-3577
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BFS Moving & Relocation – Revised Policies
UCR’s local policy and procedures have been revised:
• 650-31 Moving and Relocation Expense Reimbursements for Academic 

Employees
• 650-32 Moving and Relocation Expense Reimbursements for Staff 

Employees
• Policies are pending posting to UCR’s Policy and Procedure webpage, in the 

meantime, please visit the BFS Announcements webpage 
(https://bfs.ucr.edu/news) as policies were included in the campus 
announcement

• Moving & relocations costs are not an entitlement.  Per policy these costs are 
used to attract and retain the most qualified employees, the University on 
occasion provides reimbursements for certain moving expenses, depending 
on the situation (e.g., new recruitments, transfers), the employee's 
geographic location, and availability of funding.
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BFS Relocation – Revised Policies
Purpose of the revisions:

• Address taxation changes related to moving and relocation costs 
• Provide a mechanism to minimize the impact of these tax changes on the 

employee by instituting an additional payment to help offset the tax 
burden.  

• Additional payment not available to SMG and certain Non-Resident Aliens not 
subject to federal taxes (due to tax treaty treatment)

• Departments will be charged for the additional payment
• Although forms will continue to be submitted to Accounts Payable, in the 

future, reimbursements to be processed monthly via UCPath when 
possible so federal taxes can be withheld on the reimbursement

• Employees will be notified of timing of reporting to allow for adjustments 
to federal withholding (W4).

• Please direct questions about these policies and procedures to 
ucrfsfeedback@ucr.edu using the subject line “Moving and Relocation”.
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BFS Relocation – Revised Policies
Recap of allowable Standard expenses

All expenses are taxable to the new hire:

Packing and unpacking of personal household as well 
as library or lab that is transferred as UCR property.

Transporting household goods and personal effects 
by personal movers or rental truck

Insurance of goods while in transit Driving / shipping up to two (2) personal vehicles
One-way economy class airfare for all household 
members

One time ground transportation from former residence 
/ new residence or temporary lodging to  / from airport

Rental Car if personal vehicle was shipped When driving, lodging while en route up to CONUS
M&IE limit

Meals for household members while en route up to 
CONUS M&IE limit

Furnished temporary lodging and meals for up to 30 
days, not to exceed daily CONUS limits

Storage of household / personal effects for up to 30 
days after removal from prior residence

Connecting and disconnection utilities, excluding 
deposits
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BFS Relocation – Revised Policies
Recap of Non-Standard expenses 

The following expenses require approval from the designated Organization Head or next higher level 
(regardless of the dollar amount) for academic employees.  For staff employees, justification and 
endorsement of organization head required before submitted to VCPBA for approval.

Packing, unpacking and transporting a library, office 
or lab that is NOT UCR property.  
• Must be quoted/invoiced separately from transfer 

of UCR property.

Relocation services, e.g., home search assistance

House Hunting Trip SMG only: Up to two return trips to former residence 
to help with the move

Selling costs within policy limits directly associated 
with the sale of the former residence

Lease settlement costs within policy limits
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BFS Relocation – New Form
• New Relocation Form:
• https://bfs.ucr.edu/document/ucr-moving-and-relocation-

expense-reimbursement-request
• Example how to complete form can be located on the second tab of the 

excel sheet.
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BFS Relocation – New Form

Employees LEGAL name and 
address of relocation

Select all that 
apply

UC Employee ID 
should be used for 
requestAdditional new 

employee 
information
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BFS Relocation – New Form
Section for each 
expense type

Instructions 
providing detail 
on the 
information what 
each section 
should capture

Running total
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BFS Relocation – New Form
Totals paid 
directly by 
the UC to the 
new 
employee

All required 
signatures 
needed for 
processing

FAU to be 
charges.  Acccunt
number should 
be 305130 for 
academic or  
501110 for staff
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BFS Relocation – New Form
• New forms will be sent to the Accounting Office via campus mail 

with all required attachments
• New Relocation Form

• Signed with all applicable signatures
• Offer Letter
• All receipts

• Airfare
• Lodging
• Gas
• Meals
• Misc. Expenses

*All loose receipts should be taped to paper so that they remain together and in order. 
* Do not highlight receipts to ensure receipts are legible when received.
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UCTC Platform Changes 
Sandra Danford
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BFS UCTC Platform Changes

UCTC (UCLA Travel Center) will be switching from their current 
platform to Concur.

• “Go Live” is today, October 28, 2019

• Changes or inquiries to your upcoming trips booked through UCTC prior to 
October 28, will require you to contact

• UC Travel Center at (310)206-2639 or email at travel@finance.ucla.edu.
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BFS UCTC Platform Changes
• Standard Modifications: Policy Pop Ups:

• AB 1887
• When selecting a restricted state.

• Fly America
• When traveling outside of the USA and funding is on a contract 

or grant.
• Added language regarding:

• Sanctioned Countries
• Information rental car insurance in and out of USA and young 

drivers.
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BFS UCTC Platform Changes
• UCR Customizations

• Airfare will default to price instead by schedule
• Allow all class of services: coach, premium economy, 

business, first class.
• Reminder, G28 Coach / economy class shall be used unless it meets 

exceptions in G28.
• Only displays preferred car vendors: Enterprise, National, 

Hertz, Dollar, Thrifty.
• Only if those 5 vendors are sold out, will Concur display other 

vendors.

• The new UCTC platform will now save card information 
to the traveler's profile.
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BFS UCTC Platform Changes
Additions to UCTC Platform: Custom Trip Reporting Field

• Question: Did you book a flight? Yes or No.
• If Yes selected, question: Are you a Traveler or Arranger?
• If Traveler selected, question: What form of payment are you using? Riverside 

Campus Card or Traveler Card.
• If Riverside Campus Card selected, user will be advised to put reservation on hold via 

next screen.
• If Traveler Card selected, use can move on through booking without requiring any more 

information.
• If Arranger selected, question: What form of payment are you using? Riverside 

Campus Card or Travel Card.
• If Riverside Campus Card selected, arranger will need to add PO Number.
• If Traveler Card selected, arranger can move on through booking without requiring any 

more information.
• If No selected, user can move on through booking without requiring any 

more information.
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BFS Gift Guidelines
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Accounts Payable unit created a quick reference guide 
for gifts given to both Employees and Non Employees 
• This guide is a combination of guidelines from UC 

Business & Finance Bulletins G-41/G-42 and our local 
procedures.

• This document is not to be used as a replacement of 
policy. UC policy should always be the default for full 
information when deciding on and giving gifts on 
behalf of the University. 
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BFS Gift Guidelines
• Topics covered in the Reference guide include:

• Funding
• Low Value Prizes/Gifts (excluding gift cards)
• Gift Cards and prizes/gifts over $10
• Incidental Costs
• Payment/Reimbursement
• Exceptional Approval
• Taxability
• Gift/Prizes given to student employees

• The Guideline is located on the Accounting website:
https://bfs.ucr.edu/resources#accounts_payable
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Personal Use of Connexxus
• Preview (Campus announcement pending)
• Aver Smith
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BFS Personal Use of Connexxus-Preview
• Personal use of UC Travel Agreements (aka Connexxus) 

will now be allowed subject to the following provisions:
• Personal Travel CANNOT be charged to the university.

• Use of UCR purchase orders/DAPOs and ProCards for personal travel 
will be subject to disciplinary action.

• Personal travel using the UC travel agreements must be 
processed using the Short’s Find It tool 

• The Shorts Find It Tool requires the download of the application 
• The Find It tool is a fully automated booking option that begins at 

familiar sites such as Orbitz, Expedia or various airlines and access UC 
Negotiated rates

• If the Find It tool will only be used for personal travel, it should not be 
downloaded onto a work computer.

• Personal use of the Find It tool is available to anyone with a 
valid UC email address. 

• Note: if the individual does not have a need for business 
travel, traveler profiles will not be created in Connexxus.
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BFS Access to UC rates and Benefits for 
Personal Travel

• Important considerations
• Personal travel should not be booked during working hours
• UCR personnel should not be used to book personal travel 
• Individuals requiring assistance with bookings and Short’s 

Find It tool navigation should contact the Short’s support 
team at ucsupport@shortstravel.com. 

• Accounts Payable and travelfeedback@ucr.edu cannot assist with 
questions related to personal travel

• Travel Insurance: For information on coverage while on 
personal travel visit https://www.ucop.edu/risk-services-
travel/personal.html

• Personal use of car rentals are not covered under the UC 
insurance program.  Travelers should use their personal 
insurance or purchase insurance from the rental company.
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BFS Short’s FindIt tool – How to Use
• Download add on from https://findit.travel/UC.htm
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BFS Short’s FindIt tool – How to Use
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BFS Short’s FindIt tool – How to Use
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BFS Short’s FindIt tool – How to Use
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BFS Short’s FindIt tool – How to Use
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Email will be 
received within 5-
15 minutes. Click 
on the ticket and 
price (blue button) 
you want from the 
email and Short’s 
Travel booking 
page automatically 
opens



BAS

BFS Short’s FindIt tool – How to Use
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Enter traveler 
details including 
frequent flyer 
numbers, TSA 
number, travel 
preferences, etc. 
and save for 
future use
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BFS Short’s FindIt tool – How to Use
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BFS Short’s FindIt tool – Contact information
Assistance with Short’s FindIt tool is available at:
• Phone: 1-877-277-5754 for help with a ticketed 

reservation
• Email

ucsupport@shortstravel.com – For FindIt/Online 
Supports
state@shortstravel.com – Full service agent 
assistance
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BFS Short’s FindIt tool - Rates
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All fees are per ticket 
booked
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BFS Questions 
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BFS

Survey
Your feedback and input on this user group meeting is important. 
Please take a few moments to complete this survey:
• Click Here for Survey

10/28/2019
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