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OFFICE OF THE BOARD OF REGENTS 

M E M O R A N D U M  

DATE ..... .?u:s..Z.P..,...!.W ........... .... 
TO: All M e m b e r s  of the  B o a r d  of Regents  

FROM: Betty Anne Thedford  

SUBJECT: Regen ts '  Rules  and Regula t ions ,  P a r t  Two, Amendment  
Re T r a v e l  (Chap te r  111, Sect ion 13. 23) 

P l e a s e  d e s t r o y  P a g e  15 (and 16) of the  Regen t s '  Rules  and -- 
Regula t ions ,  P a r t  Two, and  subs t i tu te  t h e r e f o r  the  l ike 
numbered  page tha t  is enclosed.  The  a m e n d m e n t  t o  the  
Rules  and  Regula t ions ,  P a r t  Two, Chap te r  111, Section 13. 2 3  -- 
tha t  w a s  adopted a t  the  mee t ing  o n  June 17 h a s  b e e n  
i n c o r p o r a t e d  o n  t h e  enc losed  page. 
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p rope r  adminis t ra t ive  channels to the executive head of the com- 
ponent insti tution f o r  approval.  At the Main Universi ty,  r eques t s  
f o r  pe rmis s ion  to be absent ,  including t r ave l  on official business ,  
shal l  be t ransmi t ted ,  with r e a s o n s  there for ,  through p rope r  adminis-  
t r a t i ve  channels t o  the Vice- Chancellor (Academic Affai rs)  f o r  approval,  
except that  i f  the per iod does  not exceed one week ( 7  days)  the appro- 
p r i a t e  dean o r  equivalent adminis t ra t ive  off icer  m a y  approve the reques t  
f o r  pe rmis s ion  to be absent.  

13.22Request  fo r  pe rmis s ion  t o  be absen t  fo r  a per iod in  exces s  of two weeks,  
but not in  e x c e s s  of twenty-nine days, including t r ave l  on official 
business ,  sha l l  be t ransmi t ted  through proper  adminis t ra t ive  channels 
to the Chancellor fo r  approval  p r io r  to such absence.  

13.23 Request  fo r  pe rmis s ion  t o  be absen t  f o r  a per iod in e x c e s s  of twenty- 
nine days,  (excluding holidays approved by the Board),  including t r ave l  
on official business ,  sha l l  be t ransmi t ted  through p rope r  adminis t ra t ive  
channels  t o  the  Chancellor f o r  approval  p r i o r  to such absence.  Such 
approva ls  a r e  to be repor ted  in  the regula r  dockets of the insti tutions 
affected.  

13.24 Request  fo r  pe rmis s ion  t o  be absen t  by the  adminis t ra t ive  of f ice rs  and 
staff of Cent ra l  Adminis t ra t ion shall  be approved by the Chancellor. 

13.25Any t r ave l  which contemplates  r e imbur semen t  f r o m  funds appropria ted 
by the Legis la ture  fo r  t r a v e l  expenses  i ncu r r ed  outside the continental 
l im i t s  of the  United S ta tes  m u s t  have the wri t ten approval  of the Chan- 
ce l lo r  and the  Governor  p r i o r  to the  t rave l ,  in  addition to the authori- 
zat ions  requi red  in  the appropr ia te  preceding subdivisions. 

13.26In l ieu of any of the delegations of authority to approve absence  f r o m  
usua l  and r egu la r  duties,  including official  t rave l ,  specified in  the  above 
subdivisions, the Chancellor m a y  exe rc i s e  such authority.  

13.27 The chief adminis t ra t ive  of f ice rs  of the  component ins t i tu t ions  shal l  
keep r e c o r d s  of all approved absences  and shall  submit  detailed 
s u m m a r i e s  per iodical ly  to the  Chancellor fo r  distr ibution to the Board 
of Regents.  

13.28Approvals  of t r ave l  shal l  not be routine o r  perfunctory,  but shal l  be 
made  only a f t e r  the executive head, o r  h i s  author ized represen ta t ives ,  
have carefully examined the  purpose  and need fo r  each  t r i p  with a view 
to the economic and effective utilization of a l l  t r ave l  funds. 

13.3 Approval of T rave l  Expense Reimbursements .  
13.31 T rave l  expenses  shall  be r e imbur sed  only f r o m  funds appropria ted o r  

author ized f o r  t ravel .  Heads of component insti tutions shall  plan the 
tra.vel of a l l  employees  under t he i r  authority to achieve maximum 
economy and efficiency. E a c h  t r ave l  voucher submitted f o r  r e imbur se -  
m e n t  shal l  include such a descr ipt ion a s  to identify pe r sons  o r  p l aces  
contacted a n d / o r  the  na ture  of the official bus iness  of the  State performed 
within the  legal  responsibi l i t ies  of the  institution. 

13.32 Trave l  vouchers  fo r  r e imbur semen t  of a l l  official t r ave l  author ized 
pursuant  to the  foregoing provis ions  sha l l  be approved and signed a s  
follows: 
13.321 Cen t r a l  Adminis t ra t ion - Reimbursement  f o r  a l l  t r ave l  shall  



be approved e i ther  by the Chancellor o r  by the Auditor 
of the Main University. 

13.322 Component Institutions - Reimbursement  for  all t r ave l  by 
employees  of the component insti tutions shal l  be approved 
e i the r  by the  Chancellor o r  by the Administrative off icers  
designated below: 

Main University - the Vice-Chancellor for  Academic 
Affairs,  the Bus iness  Manager ,  o r  the Auditor. 

Texas  Western College - the P re s iden t  o r  the Bus iness  
Manager.  

Medical  Branch, Galveston - the Executive Director  
and Dean, the Associa.te Director ,  o r  the Business  
Manager.  

Southwestern Medical  School - the Dean o r  the Bus iness  
Manager.  

Dental Branch  - the Dean o r  the Business  Manager.  
M. D. Anderson Hospital and Tumor  Insti tute - The 

Director ,  the Adminis t ra tor ,  o r  the Bus iness  
Manager.  

Graduate School of Biomedical Sciences  at Houston - 
the Dean o r  the Bus iness  Manager.  

South Texas  Medical  School - the Dean o r  the Bus iness  
Manager.  

Arlington State College - the P re s iden t  o r  the Director  -- 
of Bus iness  and Finance. 

1 3 . 3 3  P e r  Diem Allowances. --  Trave l  Status f o r  Continuous Pe r iod  of 
Twenty-Four (24) I-Iours o r  More  - An employee who is traveling on 
official University bus iness  and is in  continuous t r ave l  f o r  a period 
of twenty-four (24) hours  o r  m o r e  will be r e imbursed  a t  p e r  diem 
r a t e s ,  i n  l ieu of actual  expenses  f o r  m e a l s  and lodging, in  accord- 
ance  with the following schedules:  
1 3 . 3 3 1  If t he re  is attached to  the employee's  expense account 

when submitted a "Paid" bill o r  receipt  f r o m  a commerc i a l  
hotel, motel ,  o r  other  commerc i a l  lodging establ ishment  
f o r  the employee 's  lodging f o r  the per iod for  which p e r  
d iem re imbursemen t  is claimed: 

Ra te s  . - 

In State Out of State 

P e r  diem p e r  
calendar  day 

One- fourth  (1 14) 
the r a t e  f o r  a 
calendar  day f o r  each  
per iod of s ix  ( 6 )  hours  
o r  f ract ion thereof 
(at l ea s t  2 hours )  3 . 0 0  


