To:  

University Supervisors

From:

Dr. Brian Miller, Coordinator-Office of Field Experience

Re:

Mandated Revisions to the Travel Vouchers 

Date:

1 April 2003

Due to state requirements, budget constraints, potential audits, and additional adjustments for the recently implemented course fee structure, our office is being required to provide more detail in our travel vouchers than in the past.  As a result, we are having to re-do ALL the vouchers from this semester “up to code,” and for the resulting delay, we apologize.  Peggy is currently combining/re-processing the January and February vouchers and will be mailing them to you for signatures this week.  Again, we apologize for the delay, and appreciate your understanding.

For travel vouchers for the remainder of the semester (and beyond), we have revised the travel log specifically for supervisor travel information that is required to properly complete the vouchers.  These will be mailed to you with your vouchers and I will attach it to another email for your reference.  We have tried to ask as little as possible of you on the form and attempted to make required information easy to document, but we will need your assistance with the following changes:

1. The deadline for travel logs to be in our office is now the 5th of every month.  Please complete and mail your logs on first few days of the month. 
2. Please document the number of students you are visiting on a specific campus on that visit.  (You do NOT have to specify their names.)
3. Please document the semester courses by course prefix (EED, SED, ECE, SPD, BIL) of the students you are observing on that campus.  Example: Elementary (EED), Secondary (SED), Early Childhood (ECE), Special Education (SPD), or Bilingual (BIL).   We will add the appropriate course number to the voucher.  This information is needed to properly document the disbursement between the Department of Curriculum and Instruction and the Department of Language, Literacy, and Special Populations.  These ECE, SPD, and BSL academic minor codes can be found on your rosters and on the applications.  If you are unsure, you can ask your students what courses they are enrolled in.  Remember that All-Level Students will be enrolled in one EED course and one SED course. 
4. Please note the school district, campus, AND CITY.  You can use multiple rows, ditto marks, and abbreviate as long as the information is clear for Peggy.  (Galena Park ISD / GP ISD).  When you receive your revised travel vouchers, you will notice there is considerably more detail than on previous vouchers.
5. You are welcome to add the total miles on each page, but it is an optional entry as our office will tally the total miles for each voucher.

To clarify, Huntsville is the “Designated Headquarters” (HQ) for everyone.  However, most of you will begin your observation days by departing from your “residence,” so please indicate that.  As per state guidelines, if the distance is shorter from Huntsville to a specific location the mileage will be paid for the shorter distance.  (In most cases the shorter distance is from your residence.)
Many of you are former principals and have an appreciation of “fluid paperwork requirements.”  Please know that the reprocessing of your vouchers is a priority, and that your patience in this matter is appreciated.
On another note, please forward your roster corrections/confirmations to Peggy by email so we can begin producing our second six-week mentor certificates.
Thank you for all that you do.  I hope the second six weeks is going well for you and your students.
