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BAS

BFS Agenda

• Travel Policy Update (Aver Smith)

• Airbnb for UC (Dorthea Ford)

• Ancillary Charges (Sandra Danford)

• Allowable vs. Not Allowable Receipts (Sandra 
Danford)

• Accounts Payable Contacts (Sandra Danford)

• ProCard Expanded Use: Airfare & Lodging            
(Aver Smith & Dana Allen)
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Travel Policy Update
• Aver Smith, AP/Travel Supervisor
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BAS

BFS Travel Policy Update

Mileage Rate Increase:

• As of January 1, 2019, the reimbursement rate for the use 
of a private automobile for University business travel 
increased from 54.5 cents a mile to 58.0 cents a mile.

• The reimbursement rate for driving an automobile in 
connection with a move or relocation increased from 18 
cents a mile to 20 cents a mile.
• Note that reimbursements for moving-related expenses, including 

mileage, are considered taxable wage income after January 1, 
2018

4



BFS – Business & Financial Services
A Division of Business & Administration Services (BAS)

BAS

BFS

Airbnb for UC
Dorthea Ford, Accounts Payable Analyst
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BAS

BFS Airbnb for UC

Airbnb is now a UC preferred accommodation option for travel

• Using “For Work Trips Filter” shows listings that provide the following:

⁻ Defaults to properties under $275/night (per UC policy 
requirements)

⁻ Many of the essential amenities (i.e. wifi, shampoo, self check-in)

⁻ Top-rated (4.8+ star rating in the last 365 days)

⁻ Offers flexible and moderate cancellation policies

⁻ Entire home

• Option for groups to pay for their portion of the rental separately, 
providing receipt to each payer.
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BAS

BFS Cost Splitting Feature for Room Sharing

Provide each guest with the 
confirmation number

They are able to login with the 
confirmation and pay their portion.

Confirmation:
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BFS Airbnb for UC

• Under “Best Practices” you will find an Airbnb for UC Traveler Guide
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BFS Airbnb for UC

For more information on the Airbnb for UC program:
• On the Connxxeus Homepage click “Learn More” on the Airbnb page 

9



BFS – Business & Financial Services
A Division of Business & Administration Services (BAS)

BAS

BFS

Ancillary Charges
Sandra Danford, Accounts Payable Anaylst
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BAS

BFS Ancillary Charges 

• The UC Travel policy, Business and Finance Bulletin 
G-28 (BFB G-28) allows campus chancellors to 
establish local policy on ancillary travel charges. 

• Effective 10/01/18, Chancellor Wilcox approved 
certain ancillary travel expenses in order to 
streamline the travel reimbursement process.
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BAS

BFS Ancillary Charges 

• Department approval:
• Standard checked baggage fees up to 2 bags

• Carry-on baggage fees up to 2 bags 

• Seat selection charges—cannot exceed $30. Does not include seat upgrades

Receipts are required for charges in excess of $75 

• Department head approval and a written explanation of the business purpose:

• Non-standard checked baggage fees 

• Wi-Fi services 

• Seat selection charges in excess of $30. Does not include seat upgrades. 

Receipts are required for charges in excess of $75 

• Exceptional Organizational Unit Head Approval and a written justification of the business 
need: 
• Early Bird Check-in or priority boarding 
• Seat Upgrade to Economy Plus/Extra Comfort within the economy class airfare or similar -- excludes 

Business or First Class airfares (see BFB G-28 for policy requirements on business or first class airfares)
Receipts are required for ALL charges 

The below charges are reimbursable with the following approval:
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BAS

BFS iTravel Expenditure Categorization

• Transportation tab-Baggage
• Standard checked baggage fees 

• Carry-on baggage 

• Non-standard checked baggage fees
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BAS

BFS iTravel Expenditure Categorization

• Transportation tab-Airfare
• Early Check In or priority boarding 
• Seat Upgrade to Economy Plus/Extra Comfort
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BAS

BFS iTravel Expenditure Categorization

• Other tab-Business Expense
• Seat selection charges 

• Wi-Fi services
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Allowable vs. Non-Allowable 
Receipts
• Sandra Danford, Accounts Payable Analyst
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BAS

BFS Allowable vs. Non-Allowable Receipts

• Allowable Receipts
• Business name

• Fully itemized

• Reflects payment method 

• Amount paid

• Shows dates of travel/rental/lodging

• Non-Allowable
• Non-Itemized  

• Payment method not included

• Dates of travel/rental/lodging not reflected

• Statements and any other non-receipts
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Allowable Airfare Fully Itemized Airfare 
Example

Payment Method

Vendor Date

Class

Dates of Travel
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No Payment Method

Non-Itemized Airfare
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Fully Itemized Lodging

Payment Method

Vendor

Date

Dates of Travel
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Traveler info missing

Not an actual receipt, shows confirmation

No Payment Method

Non-Itemized Lodging
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Fully Itemized Car Rental

Payment Method

Rental Dates

No Additional Fees
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Non-Itemized Car Rental

Estimate not final 
balance 

No Traveler Info

Copy of bank 
statements can be 
used to confirm 
payment but,  
does not stand 
alone without a 
itemized receipt.
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BAS

BFS Missing Receipts: DME

• Must be completed in entirety

• Wet signature or certified electronic signatures 
only

• Only to be used when reasonable attempts to 
retrieve original receipt has been exhausted
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Reminders
• Sandra Danford, Accounts Payable Analyst

26



BAS

BFS Reminders

Conference Registration
• ePay payment

• When processing invoices/registration, the remit address must match the 
information on the vendor file.

• If the address does not match, submit request for vendor change via 
vendor request option through epay. 

• Amount requested for processing in ePay must match the amount on the 
invoice or registration form.

• Note: The ProCard can be used for conference registrations.
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BAS

BFS Accounts Payable Contacts

• Travel questions and feedback: travelfeedback@ucr.edu or Service Now

• EPay questions and feedback: epayfeedback@ucr.edu or Service Now

• PO Invoice Related: 

• Cathy Newland: A-D, O-P 

• Rosmery Martinez: E-N 

• Philisa Merino-Dent: Q-Z, Food, Utilities and Freight,

• Travel/ePay: Christopher Baxter and Mimi Collins 

• Vendor Maintenance: Valerie Davis

• Subcontracts, Travel Card, and Other Accounts Payable inquiries: Dottie 

Ford and Sandy Danford 

• Escalation of Accounts Payable, iTravel or ePay issues: Aver Smith 

• Director of Procurement, Business Contracts, Accounts Payable & Travel:  

Ellery Triche 

• AVC Business & Financial Services: Bobbi McCracken
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Questions?

Send to procard@ucr.edu and/or travelfeedback@ucr.edu
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