
CHAPTER II 

' ACCOUNTING, AUDITING, REPORTING, AND BUDGETARY CONTROL 

Sec, 1, Types of Funds , 

1.1 General F u n d s . - - G e n e r a l Funds a r e those unres t r i c ted , operating 
funds which a r e available for any purpose . They a r e expended in 
accordance with the budgets and appropr ia t ions approved by the 
Board of Regents , General Budget Funds balances shall not be 
reappropr ia ted from one fiscal year to another unless specific 
approval i s given by the Chancellor and the Board of Regents . 

1.2 Special Activi t ies Funds , - -Spe c i a l Activi t ies Funds a r e genera l 
funds r e s t r i c t e d by The University of Texas System; the income and 
expendi tures a r e ordinar i ly re la ted to a pa r t i cu la r depar tment . 
With few exceptions, expendi tures a r e l imited to the inconne de­
rived from the pro jec t . They a r e subject to the same re s t r i c t ions 
a s General Budget Funds although balances a r e automatical ly r e -
appropr ia ted at the end of each fiscal yea r . 

-^ 
1.3 Curren t Res t r ic ted F u n d s . - - C u r r e n t Res t r i c t ed Funds a r e those 

received from individuals, f i rms , agencies , corpora t ions , e t c . , 
or income derived from private endowments, to be used only for 
a pa r t i cu la r purpose or project , specified by the donor, such as 
r e s e a r c h , conferences , scholarsh ips , fellowships, etc . The 
period of use is usually designated in the agreement approved by 
the Board of Regents . Balances at the end of a f iscal year shall 
be c a r r i e d forward to the succeeding year unless otherwise specified. 

1.4 Agency Funds , - -Agency Funds a r e funds handled through the insti tu­
tional bus iness office as the agent of the owner, after approval by 
the insti tutional head, the Chancel lor , and the Board of Regents . 
Balances shall be c a r r i e d forward from year to year unless other­
wise designated. Agency Funds shall be expended in accordance 
with the l imitat ions of the agency agreement and the applicable 
ru les and regulat ions of the Board of Regents , 

Sec, 2, Accounting, 

2, 1 The financial accounts of The University of Texas System shall be 
kept a s nearly as prac t icable in accordance with the recommendat ions 
of the National Committee on the P repa ra t ion of a Manual on College 
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1.14 Restmcted, --RektrictedJ^iiri'en^ 
' fedea^al-and locar:gove.]S.hi»ie|tŝ ^^ 
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1.2 Loan 3?\inds*—fhose funds that have bi&eĥ  set asid^e ̂ pr lo^ns to be 
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CHAPTER n 
ACCOUNTING, AUDITING, REPORTING, AND BUDGETARY CONTROL 

Sec. 1. Types of Funds, 

1.1 Current Funds. 
1.11 General, --General Funds are those unrestricted operating 

funds which are available for any purpose. They are expended 
in accordance with the budgets and appropriations approved by 
the Board of Regents. General Bui^et Funds balances shall 
not be reappropriated from one fiscal year to another unless 
specific approval is given by the Chancellor and the Board of 
Regents, 

1.12 Auxiliary Enterprises. --AuxUiary Enterprises Funds are those 
funds set aside for operating entities which exist to furnish 
specified services to students, faculty, or staff, and which 
charge fees that are directly related to the cost of the service. 

1.13 Designated. --Designated Current Funds are those funds designated 
for special activities by The University of Texas System, The 
Income and expenditures are ordinarily related to a particular 
department. Expenditures foUow the same programs as are found 
in the General and Restricted Current Funds. They are subject 
to the same restrictions as General Budget Funds although bal­
ances are automatically reappropriated at the aid of each fiscal 
year. 

1.14 Restricted. --Restricted Current Funds are those received from 
federal and local governments, state agencies, individuals, 
foundation, corporations, etc., or income derived from endow­
ments, to be used only for a particular purpose or project, 
specUied by the donor, such as research, conferences, scholar­
ships, fellowships, etc. The period of use is usually designated 
in the agreement approved by the Board of Regents. The account­
ing for the funds will be on the accrual basis; however, in financial 
reporting, the amoimts reported as revenues are limited to the 
expenditures. Unless otherwise specified, balances axe auto-
maticaUy reappropriated at the end of each fiscal year, 

1. 2 Loan Funds, —Those funds that have been set aside for loans to be 
granted to students, faculty, or staff, including interest earned thereon. 

1, 3 Endowment and Similar Funds. 
1. 31 Endowment Fimds. --Those funds that donors have stipulated, as 

a condition of gift, that the principal is to be maintained inviolate 
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CHAPTER n 

ACCOUNTING, AUDITING, REPORTING, AND BUDGETARY CONTROL 

Sec. 1. Types of Funds. 

1,1 Current Funds. 
1.11 General. —General Funds are those unrestricted operating 

funds which are available for any purpose. They are 
expended in accordance with the budgets and appropriations 
approved by the Board of Regents. General Budget Funds 
balances shall not be reappropriated from one fiscal year 
to another unless specific approval is given by the Chancellor 
or the Chancellor-Elect and the Board of Regents, 

1.12 Auxiliary Enterprises, --AuxUiary Enterprises Funds are those 
funds set aside for operating entities which exist to furnish 
specified services to students, faculty, or staff, and which 
charge fees that are directiy related to the cost of the service. 

1.13 Designated. --Designated Current Funds are those fimds designated 
for special activities by The University of Texas System, The 
income and expenditures are ordinarily related to a particular 
department. Expenditures foUow the same programs as are found 
in the General and Restricted Current Funds. They are subject 
to the same restrictions as General Bu^et Funds although bal­
ances are automatically reappropriated at the end of each fiscal 
year. 

1.14 Restricted. --Restricted Current Funds are those received from 
federal and local governments, state agencies, individuals, 
foundation, corporations, etc., or income derived from endow­
ments, to be used only for a particular purpose or project, 
specified by the donor, such as research, conferences, scholar­
ships, fellowships, etc. The period of use is usually designated 
in the agreement approved by the Board of Regents. The account­
ing for the funds will be on the accrual basis; however, in financial 
reporting, the amoimts reported as revenues are limited to the 
expenditures. Unless otherwise specified, balances are auto-
maticaUy reappropriated at the end of each fiscal year. 

1. 2 Loan Funds. --Those funds that have been set aside for loans to be 
granted to students, faculty, or staff, including interest earned thereon. 

1, 3 Endowment and Similar Funds, 
1. 31 Endowment Funds. --Those funds that donors have stipulated, as 

a condition of gUt, that the principal is to be maintained inviolate 
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CHAPTER n 

ACCOUNTING, AUDITING, REPORTING, AND BUDGETARY CONTROL 

Sec. 1. Types of Funds. 

1.1 Current Funds. 
1.11 General. --General Funds are those unrestricted operating funds 

which a re available for any purpose. They are expended in 
accordance with the budgets and appropriations approved by the 
Board of Regents. General Budget Funds balances shall not be 
reappropriated from one fiscal year to another unless specUic 
approval is given by the Chancellor or the Deputy Chancellor and 
the Board of Regents. 

1.12 Auxiliary Enterprises, --AuxUiary Enterprises Funds are those 
funds set aside for operating entities which exist to furnish 
SpecUied services to students, faculty, or staff, and which 
charge fees that a re directly related to the cost of the service. 

1.13 Designated. --Designated Current Funds a re those funds designated 
for special activities by The University of Texas System. The 
income and expenditures are ordinarily related to a particular 
department. Expenditures foUow the same programs as are found 
in the General and Restricted Current Funds. They a re subject 
to the same restrict ions as General Budget Funds although ba l ­
ances a re automatically reappropriated at the end of each fiscal 
year. 

1.14 Restricted. --Restricted Current Funds are those received from 
federal and local governments, state agencies, individuals, 
foundation, corporations, e t c . , or income derived from endow­
ments, to be used only for a particular purpose or project, 
specUied by the donor, such as research, conferences, scholar­
ships, fellowships, etc. The period of use is usually designated 
in the agreement approved by the Board of Regents. The accoimt-
ing for the funds will be on the accrual basis; however, in financial 
reporting, the amounts reported as revenues are Umited to the 
expenditures. Unless otherwise specified, balances are auto­
matically reappropriated at the end of each fiscal year. 

1. 2 Loan Funds. —Those funds that have been set aside for loans to be 
granted to students, faculty, or staff, including interest earned thereon. 

1, 3 Endowment and Similar Funds. 
1. 31 Endowment Funds, --Those funds that donors have stipulated, as 

a condition of gift, that the principal is to be maintained inviolate 
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and Universi ty Bus iness Adminis trat ion, as set forth in Volume I of 
"College and Universi ty Business Adminis t ra t ion" (1952), or subsequent 
edition thereof, published by the Amer ican Council on Education, Where 
those recommendat ions conflict with s ta tutes or to regulations of the 
Coordinating Board, Texas College and University Systenn or of other 
official state agencies , the la t ter shall be controll ing. 

2, 2 All accounting r eco rds and p rocedures shall be subject to the approval 
of the insti tutional bus iness officer and the Vice-Chancel lor for 
Business Affairs, or his delegate, 

2 .3 The bus iness office of each component institution shall be the centra l 
office for accounting control for al l financial t r ansac t ions of the 
inst i tut ion. The insti tutional chief bus iness officer shall confer 
with depar tmenta l and adminis t ra t ive officials and ins t ruct them 
concerning the r e c o r d s of financial t r ansac t ions to be kept by the 
depar tments , as indicated in the next subsection, 

2 .4 Each depar tmental head shall keep an account of funds and proper ty 
for which he is responsib le , a s detailed a s neces sa ry to supplement 
the bus iness office r eco rds and to furnish accura te infornnation on 
rece ip t s , c red i t s , expendi tures , and other cha rges . 

2, 5 Records shall be kept for each fiscal yea r . 

2 . 6 All expendi tures mus t be in accordance with the approved budget. 

2, 7 Statements of depar tmenta l accounts shall be p repa red monthly by 
the bus iness office and shall be sent per iodical ly to the depar tment 
heads who will compare their r e c o r d s with those of the bus iness 
office and repor t any differences promptly to the bus iness office. 

2 .8 A person in each depar tment may be designated by the depar tment 
head, with the approval of the inst i tut ional head, to sign vouchers , 
requis i t ions , e t c . , in his absence . These designations shall expire 
at the end of a f iscal year , or sooner if specified, and mus t be 

, renewed each yea r . 

Sec. 3, Auditing. 

3, I The inst i tut ional chief bus iness officer i s init ially Responsible for 
the preaudi t of all bus iness i t e m s . Financial t ransac t ions con­
cerning the rece ip t , custody, and d i sbursement of moneys shall 
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in perpetuity, or in the case of "term" endowments to be main­
tained inviolate for a specUied term. All endowment funds are 
administered by System Administration as provided in Part Two, 
Chapter IX. 

1. 32 Quasi-endowment Funds. --Funds functioning as endowment as a 
result of determination by the Board of Regents that they are to 
be retained and invested. All quasi-endowment funds are admin­
istered by System Administration as provided in Part Two, 
Chapter IX. 

1, 4 Annuity and LUe Income Funds. —Those funds acquired by The Univer­
sity of Texas System subject to annuity contracts, living trust agreements, 
or gifts and bequests reserving life income to one or more beneficiaries, 

1,5 Plant Funds. 
1. 51 Unexpended Plant Funds. --Funds specified by the Board of Regents 

or by external sources for the acquisition, construction, or improve­
ment of physical properties to be used for institutional purposes. 

1.52 Renewals and Replacement Funds.—Funds specified 
by the Board of Regents or by external sources 
to be used for the renewal and replacement of 
plant fund assets. A regular source for such 
funds shall be the portion of indirect cost 
allowances represented by use charges on build­
ings, other improvements and equipment allocated 
to sponsored programs. (See also Part Two, 
Chapter XI, Section 7). 

1. 53 Retirement of Indebtedness Funds.—Funds speci­
fied by the Board of Regents or by external 
sources to be set aside to meet debt service 
charges and the retirement of indebtedness on 
institutional plant assets. 

1.54 Investment in Plant Funds.—Funds invested in 
physical properties to be used for institutional 
purposes.. 

1. 6 Agency Funds.--Those funds received and held by The University of 
Texas System as custodian or fiscal agent for others. Agency funds 
shall be expended in accordance with the Umitations of the agency 
agreement. 
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in perpetuity, or in the case of " term" endowments to be main­
tained inviolate for a specified term. All endowment funds a re 
administered by System Administration as provided in Part Two, 
Chapter IX, 

1. 32 Quasi-endowment Funds. --Funds functioning as endowment as a 
result of determination by the Board of Regents that they are to 
be retained and invested. All quasi-endowment funds are admin­
istered by System Administration as provided in Part Two, 
Chapter IX. 

1. 4 Annuity and Life Income Funds, —Those funds acquired by The Univer­
sity of Texas System subject to annuity contracts, living trust agreements, 
or gifts and bequests reserving life income to one or more beneficiaries. 

1, 5 Plant Funds. 
1, 51 Unexpended Plant Funds, --Funds specified by the Board of Regents 

or by external sources for the acquisition, construction, or improve­
ment of physical properties to be used for institutional purposes. 

1. 52 Retirement of Indebtedness Funds. --Funds specified by the Board 
of Regents or by external sources to be set aside to meet debt 
service charges and the retirement of indebtedness on institu­
tional plant assets . 

1, 6 Agency Funds.--Those funds received and held by The University of 
Texas System as custodian or fiscal agent for others. Agency funds 
shall be expended in accordance with the limitations of the agency 
agreement. 

Sec. 2. Accounting. 

2, 1 The financial records of The University of Texas System shall be kept 
as nearly as practicable in accordance with the recommendations set 
forth in "College and University Business Administration, Revised 
Edition," (1968) published by the American CouncU on Education, 
Where those recommendations conflict with statutes or with regula­
tions of the Coordinating Board, Texas College and University System, 
the latter shall be controlling. 

2.2 All accounting records and procedures shall be subject to the approval 
of the Chief Business Officer and the Deputy Chancellor, or his 
delegate. 

2. 3 The business office of each component institution shall be the central 
office for accounting control for all financial transactions of the insti­
tutions. The Chief Business Officer shall confer with departmental 
and administrative officials and instruct them concerning the records 
of financial transactions to be kept by the departments, as indicated 
in the next subsection. 
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Sec. 2 Accounting. 
2 . 1 The f i n a n c i a l r e c o r d s of The U n i v e r s i t y of Texas System 

s h a l l be kept as n e a r l y as p r a c t i c a b l e in accordance 
wi th the recommendations s e t f o r t h in "College and 
U n i v e r s i t y Bus iness A d m i n i s t r a t i o n , Third E d i t i o n , " 
(1974) pub l i shed by t h e Na t iona l Assoc ia t ion of Col lege 
and U n i v e r s i t y Bus iness O f f i c e r s . Where t h o s e recom­
mendations c o n f l i c t wi th s t a t u t e s or wi th r e g u l a t i o n s 
of the Coord ina t ing Board, Texas Col lege and U n i v e r s i t y 
System, t h e l a t t e r s h a l l be c o n t r o l l i n g . 

2.2 All accounting records and procedures shall be subject to the approval 
of the Chief Business Officer and the Deputy Chancellor, or his 
delegate. 

2. 3 The business office of each component institution shall be the central 
office for accounting control for all financial transactions of the insti­
tutions. The Chief Business Officer shall confer with departmental 
and administrative officials and instruct them concerning the records 
of financial transactions to be kept by the departments, as indicated 
in the next subsection. 
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in perpetuity, or in the case of "term" endowments to be main­
tained inviolate for a specUied term. All endowment funds are 
administered by System Administration as provided in Part Two, 
Chapter IX, 

1.32 Quasi-endowment Funds. --Funds functioning as endowment as a 
result of determination by the Board of Regents that they are to 
be retained and invested. All quasi-endowment funds are admin­
istered by System Administration as provided in Part Two, 
Chapter IX. 

1.4 Annuity and LUe Income Funds, —Those funds acquired by The Univer­
sity of Texas System subject to annuity contracts, living trust agreements, 
or gUts and bequests reserving lUe Income to one or more beneficiaries, 

1, 5 Plant Funds. 
1. 51 Unexpended Plant Funds. --Fimds specified by the Board of Regents 

or by external sources for the acquisition, construction, or improve 
ment of physical properties to be used for institutional purposes. 

1. 52 Retirement of Indebtedness Funds, --Funds specUied by the Board 
of Regents or by external sources to be set aside to meet debt 
service charges and the retirement of indebtedness on institu­
tional plant assets. 

1. 6 Agency Funds,—Those funds received and held by The University of 
Texas System as custodian or fiscal ^ e n t for others. Agency funds 
shall be expended in accordance with the limitations of the agency 
agreement. 

Sec. 2. Accounting. 

2. 1 The financial records of The University of Texas System shall be kept 
as nearly as practicable in accordance with the recommendations set 
forth in "CoUege and University Business Administration, Revised 
Edition," (1968) published by the American Council on Education. 
Where those recommendations confUct with statutes or with regula­
tions of the Coordinating Board, Texas College and University System, 
the latter shall be controlling. 

2,2 AU accounting records and procedures shall be subject to the approval 
of the Chief Business Officer and the Deputy Chancellor for Administra­
tion, or his delegate. 

2. 3 The business office of each component institution shall be the central 
office for accounting control for all financial transactions of the insti­
tutions. The Chief Business Officer shall confer with departmental 
and administrative officials and instruct them concerning the records 
of financial transactions to be kept by the departments, as indicated 
in the next subsection. 
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in perpetuity, or in the case of "term" endowments to be main­
tained inviolate for a specUied term. All endowment funds are 
administered by System Administration as provided in Part Two, 
Chapter IX. 

1. 32 Quasi-endowment Funds. —Funds functioning as endowment as a 
result of determination by the Board of Regents that they are to 
be retained and invested. All quasi-endowment funds are admin­
istered by System Administration as provided in Part Two, 
Chapter IX. 

1. 4 Annuity and Life Income Funds. --Those funds acqtured by The Univer­
sity of Texas System subject to annuity contracts, living trust agreements, 
or gifts and bequests reserving lUe income to one or more beneficiaries. 

1.5 Plant Funds. 
1. 51 Unexpended Plant Funds. --Funds specified by the Board of Regents 

or by external sources for the acquisition, construction, or improve 
ment of physical properties to be used for institutional purposes. 

1. 52 Retirement of Indebtedness Funds. --Funds specified by the Board 
of Regents or by external sources to be set aside to meet debt 
service charges and the retirement of indebtedness on institu­
tional plant assets. 

1. 6 Agency Funds.--Those funds received and held by The University of 
Texas System as custodian or fiscal agent for others. Agency funds 
shall be expended in accordance with the limitations of the agency 
agreement. 

Sec. 2. Accounting, 

2.1 The financial records of The University of Texas System shall be kept 
as nearly as practicable in accordance with the recommendations set 
forth in "College and University Business Administration, Revised 
Edition," published by the American Council on Education, Where 
those recommendations conflict with statutes or with regulations of 
the Coordinating Board, Texas College and University System, the 
latter shaU be controlUng. 

2, 2 All accounting records and procedures shall be subject to the 
approval of the institutional business officer and the Deputy 
ChanceUor for Administration, or his delegate. 

2. 3 The business office of each component institution shall be the central 
office for accounting control for all financial transactions of the 
institutions. The institutional chief business officer shall confer with 
departmental and administrative officials and instruct them concerning 



f//v^4 / 
in perpetuity, or in the case of "term" endowments to be main­
tained inviolate for a specUied term. All endowment funds are 
administered by System Administration as provided in Part Two, 
Chapter IX. 

1. 32 Quasi-endowment Funds. --Funds functioning as endowment as a 
result of determination by the Board of Regents that they are to 
be retained and invested. All quasi -endowment funds are admin -
istered by System Administration as provided in Part Two, 
Chapter IX, 

1. 4 Annuity and Life Income Funds. —Those funds acquired by The Univer­
sity of Texas System subject to annuity contracts, living trust agreements, 
or gUts and bequests reserving lUe income to one or more beneficiaries. 

1.5 Plant Funds. 
1. 51 Unexpended Plant Funds. --Funds specUied by the Board of Regents 

or by external sources for the acquisition, construction, or improve­
ment of physical properties to be used for institutional purposes. 

1. 52 Retirement of Indebtedness Funds. --Funds specified by the Board 
of Regents or by external sources to be set aside to meet debt 
service charges and the retirement of indebtedness on institu­
tional plant assets, 

1.6 Agency Funds.—Those funds received and held by The University of 
Texas System as custodian or fiscal agent for others. Agency funds 
shall be expended in accordance with the limitations of the agency 
agreement. 

Sec, 2, Accounting, 

2,1 The financial records of The University of Texas System shall be kept 
as nearly as practicable in accordance with the recommendations set 
forth in "College and University Business Administration, Revised 
Edition," published by the American Council on Education. Where 
those recommendations conflict with statutes or with regulations of 
the Coordinating Board, Texas College and University System, the 
latter shall be controlUng. 

2. 2 All accounting records and procedures shall be subject to the approval 
of the institutional business officer and the Executive Vice-Chancellor 
for Fiscal Affairs, or his delegate. 

2. 3 The business office of each component institution shall be the central 
office for accounting control for all financial transactions of the 
institutions. The institutional chief business officer shall confer with 
departmental and administrative officials and instruct them concerning 



be p r e a u d i t e d to the ex ten t n e c e s s a r y u n d e r the i n s t i t u t i o n a l a c c o u n t ­
ing p r o c e d u r e s and s y s t e m of i n t e r n a l c o n t r o l , the f i s c a l r e g u l a t i o n s , 
a n d s t a t u t e s o r l aws a p p l i c a b l e to The U n i v e r s i t y of T e x a s Systenn. 

3 . 2 The p r e a u d i t of d i s b u r s e m e n t s and o t h e r t r a n s a c t i o n s sha l l be a 
p a r t of the r e g u l a r a c c o u n t i n g p r o c e d u r e s of the b u s i n e s s off ice . 
P o s t a u d i t s of v a r i o u s u n i t s and d e p a r t m e n t s sha l l be p e r f o r m e d a s 
d i r e c t e d by the i n s t i t u t i o n a l chief b u s i n e s s off icer o r the S y s t e m 
C o m p t r o l l e r . E a c h i n s t i t u t i o n i s e x p e c t e d to d e v e l o p , wi th the 
a s s i s t a n c e of the S y s t e m C o m p t r o l l e r , a s t r o n g i n t e r n a l aud i t staff 
to p e r f o r m the b a s i c p o s t a u d i t func t ions and to a u g m e n t the w o r k 
of the S y s t e m C o m p t r o l l e r ' s staff and the Sta te A u d i t o r . | 

3 . 3 The b u s i n e s s r e c o r d s of a c c o u n t s and o the r r e c o r d s sha l l be v e r i f i e d 
a n d a u t h e n t i c a t e d wi th in the b u d g e t s , r e g e n t a l a c t i o n s , and s t a t u t o r y 
r e q u i r e m e n t s , 

3 . 4 The Sys tenns a u d i t staff of the S y s t e m C o m p t r o l l e r sha l l r e v i e w 
a n d / o r c o n d u c t p o s t a u d i t s of b u s i n e s s a c t i v i t i e s a t the connponent 
i n s t i t u t i o n s . Such a u d i t s sha l l be conduc ted in a c c o r d a n c e wi th 
a c c e p t e d aud i t i ng s t a n d a r d s , inc lud ing n e c e s s a r y t e s t s of the r e c o r d s . 
W r i t t e n r e p o r t s wi l l be p r e p a r e d for a l l such a u d i t s , c a l l i ng a t t en t ion 
to t r a n s a c t i o n s w h i c h m a y not be in a c c o r d wi th l ega l r e q u i r e m e n t s , 
S y s t e m and i n s t i t u t i o n a l a c c o u n t i n g p r i n c i p l e s , p o l i c i e s and r e g u l a t i o n s , 
The S y s t e m s a u d i t staff sha l l r e c o m m e n d c o r r e c t i v e m e a s u r e s and 
p r o c e d u r e s when a p p r o p r i a t e . 

3 . 5 The S y s t e m s aud i t staff of the S y s t e m C o m p t r o l l e r , in add i t ion to the 
above d u t i e s , sha l l r e c o m m e n d i n t e r n a l audi t p r o g r a m s for u s e a t the 

, connponent i n s t i t u t i o n s , a n d sha l l conduc t p r o c e d u r a l s t u d i e s and 
m a k e r e c o m m e n d a t i o n s for e f fec t ive , and i n s o f a r a s p r a c t i c a l , 
u n i f o r m s y s t e m s of a c c o u n t i n g and r e p o r t i n g for a l l c o m p o n e n t 
i n s t i t u t i o n s of The U n i v e r s i t y of T e x a s S y s t e m , 

3 , 6 The Sta te A u d i t o r , u n d e r Sta te law, i s r e s p o n s i b l e for the e x t e r n a l 
aud i t of the books of The U n i v e r s i t y of T e x a s Systenn. 

S e c . 4 . R e p o r t i n g . 

4 . 1 Al l f i n a n c i a l r e p o r t s sha l l be p r e p a r e d in a c c o r d a n c e wi th the p r o ­
v i s i o n s of the s t a t u t e s , off ic ial d i r e c t i v e s of C o o r d i n a t i n g B o a r d , 
T e x a s C o l l e g e and U n i v e r s i t y S y s t e m , and d i r e c t i v e s of the B o a r a 
of R e g e n t s , a n d in c o n f o r m i t y wi th the m a n u a l , " C o l l e g e and U a i v e r s i t y 
B u s i n e s s A d m i n i s t r a t i o n " , o r i t s s u c c e s s o r pub l i ca t ion a s r e f e r r e d 
to a b o v e . The r e p o r t s sha l l be p r e p a r e d by the i n s t i t u t i o n a l chief 
b u s i n e s s o f f ice r and a p p r o v e d by the V i c e - C h a n c e l l o r for B u s i n e s s 
Af f a i r s o r h i s d e l e e a t e . 



be preaudited to the extent necessa ry under the insti tutional account­
ing p rocedure s and system of internal control , the fiscal regulat ions, 
and s tatutes or laws applicable to The University of Texas System. 

3.2 The preaudi t of d i sbur semen t s and other t ransac t ions shall be a 
par t of the regular accounting p rocedures of the bus iness office, 
Postaudi ts of var ious units and depar tments shall be performed as 
di rected by the insti tutional chief bus iness officer or the System 
Compt ro l l e r . Each institution is expected to develop, with the 
a s s i s t ance of the System Connptroller, a strong internal audit staff 
to perfornn the basic postaudit functions and to augment the work 
of the System Compt ro l l e r ' s staff and the State Auditor. 

3.3 The bus iness r e c o r d s of accounts and other r eco rds shall be verif ied , . 
and authenticated within the budgets, regental act ions, and statutory 
r equ i r emen t s , 

3.4 The Systems audit staff of the Systenn Connptroller shall review 
and /o r conduct postaudits of bus iness act ivi t ies at the component 
ins t i tu t ions . Such audits shall be conducted in accordance with 
accepted auditing s tandards , including necessa ry t es t s of the r e c o r d s . 
Written r epo r t s will be p repa red for all such audits , calling attention 
to t ransac t ions which may not be in accord with legal r equ i r emen t s , 
Systein and insti tutional accounting pr inciples , policies and regulations, 
The Systems audit staff shall recoinnnend cor rec t ive m e a s u r e s and 
p rocedure s v>'hen appropr ia te . I 

3. 5 The Systems audit staff of the System Comptro l le r , in addition to the 
above duties, shall reconnmend internal audit p r o g r a m s for use at the 
component inst i tut ions, and shall conduct p rocedura l studies and 
nnake recommendat ions for effective, and insofar as prac t ica l , 
uniform sys tems of accounting and report ing for all coinponent 
inst i tut ions of The Universi ty of Texas System. 

3,6 The State Auditor, under State law, i s responsible for the external 
audit of the books of The University of Texas System. 

Sec, 4, Report ing. 

4.1 All financial r e p o r t s shall be p repared in accordance with the pro­
vis ions of the s tatutes, official d i rec t ives of Coordinating Board, 
Texas College and University System, and d i rec t ives of the Board 
of Regents , and in conformity with the manual , "College and University 
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2. 4 Each departmental head shall keep an account of funds and property for 
which he is responsible, as detailed as necessary to supplement the 
business office records . ! 

2. 5 All expenditures must be in accordance with the approved institutional 
operating budget. 

2. 6 Statements of departmental accounts shall be prepared monthly by the 
business office and shall be sent periodically to the department heads 
who will compare their records with those of the business office and 
report any dUferences promptly to the business office. 

2.7 A person in each department may be designated by the department 
head, with the approval of the Chief Business Officer, to sign vouchers, 
requisitions, e t c . , in his absence. These designations shall expire 
upon receipt of notification by the accounting office in writing from the 
department head or upon termination or transfer of the designee from 
the department. 

Sec. 3, Auditing. 

3. 1 The Chief Busmess Officer is initially responsible for the preaudit of 
all business transactions as a part of the regular accounting procedures 
of the business office and consistent with the system of internal control. 

3. 2 Postauditing shall be regularly performed with formalized audit pro­
grams developed by the Chief Business OUicer and the System Comp­
troller . Each institution is expected to develop an internal audit staff 
to perform the basic postaudit functions and to augment the work of 
the System Comptroller 's staff and tlie State Auditor. 

3. 3 The audit staff of the System Comptroller shall review and/or conduct 
postaudits of business activities at the component institutions. Such 
audits shall be conducted in accordance with accepted auditing standards, 
including necessary tests of the records. Written reports will be 
prepared for all such audits, calling attention to transactions which 
may not be in accord with legal requirements, System and institutional 
accounting principles, policies and regulations. The audit staff shall 
recommend corrective measures and procedures when appropriate, 

3. 4 The audit staff of the System ComptroUer, in addition to the above 
duties, shall review the internal audit programs of the component 
institutions, and shall conduct procedural studies and make recom­
mendations for effective, and insofar as practical, uniform systems 
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the records of financial transactions to be kept by the departments, as 
indicated in the next subsection, 

2, 4 Each departmental head shall keep an account of funds and property for 
which he is responsible, as detailed as necessary to supplement the 
business office records . 

2, 5 All expenditures must be in accordance with the approved institutional 
operating budget. 

2. 6 Statements of departmental accounts shall be prepared monthly by the 
business office and shall be sent periodically to the department heads 
who will compare their records with those of the business office and 
report any dUferences promptly to the business office. 

2. 7 A person in each department may be designated by the department 
head, with the approval of the Chief Business Officer, to sign vouchers, 
requisitions, e t c , , in his absence. These designations shall expire 
upon receipt of notification by the accounting office in writing from the 
department head or upon termination or transfer of the designee from 
the department. 

Sec. 3, Auditing. 

3 .1 The Chief Business Officer is initially responsible for the preaudit of 
all business transactions as a part of the regular accoimting procedures 
of the business office and consistent with the system of internal control. 

3. 2 Postauditing shall be regularly performed with formaUzed audit pro­
grams developed by the Chief Business Officer and the System Comp­
trol ler . Each institution is expected to develop an internal audit staff 
to perform the basic postaudit functions and to augment the work of 
the System Comptroller 's staff and the State Auditor, 

3, 3 The audit staff of the System ComptroUer shall review and/or conduct 
postaudits of business activities at the component institutions. Such 
audits shall be conducted in accordance with accepted auditing standards, 
including necessary tes ts of the records. Written reports will be 
prepared for all such audits, calling attention to transactions which 
may not be in accord with legal requirements. System and institutional 
accounting principles, policies and regulations. The audit staff shaU 
recommend corrective measures and procedures when appropriate. 

3. 4 The audit staff of the System Comptroller, in addition to the above 
duties, shall review the internal audit programs of the component 
institutions, and shall conduct procedural studies and make recom­
mendations for effective, and insofar as practical, uniform systems 
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the records of financial transactions to be kept by the departments, as 
indicated in the next subsection. 

2. 4 Each departmental head shall keep an account of funds and property for 
which he is responsible, as detailed as necessary to supplement the 
business office records. 

2. 5 All expenditures must be in accordance with the approved institutional 
operating budget. 

2. 6 Statements of departmental accounts shall be prepared monthly by the 
business office and shall be sent periodically to the department heads 
who wiU compare their records with those of the business office and 
report any dUferences promptly to the business office, 

2, 7 A person in each department may be designated by the department 
head, with the approval of the institutional head, to sign vouchers, 
requisitions, etc, , in his absence. These designations shall expire 
at the end of a fiscal year, or sooner U specified, and must be r e ­
newed each year. 

Sec, 3. Auditing. 

3.1 The institutional chief business officer is initially responsible for the 
preaudit of all business transactions as a part of the regular accounting 
procedures of the business office and consistent with the system of 
internal control, 

3. 2 Postauditing shall be regularly performed with formalized audit pro­
grams developed by the institutional chief business officer and the 
System Comptroller. Each institution is expected to develop an 
internal audit staff to perform the basic postaudit functions and to 
augment the work of the System Comptroller's staff and the State 
Auditor. 

3. 3 The audit staff of the System Comptroller shall review and/or conduct 
postaudits of business activities at the component institutions. Such 
audits shall be conducted in accordance with accepted auditing standards, 
including necessary tests of the records. Written reports will be 
prepared for aU such audits, calling attention to transactions which 
may not be in accord with legal requirements, System and institutional 
accounting principles, poUcies and regulations. The audit staff shaU 
recommend corrective measures and procedures when appropriate. 

3. 4 The audit staff of the System Comptrdller, in addition to the above 
duties, shall review the internal audit programs of the component 
institutions, and shall conduct procedural studies and make recom­
mendations for effective, and insofar as practical, unUorm systems 



4. 2 Two r e p o r t s , both of wh ich sha l l be p r e p a r e d u n d e r the d i r e c t i o n of 
the i n s t i t u t i o n a l chief b u s i n e s s o f f i c e r s and the V i c e - C h a n c e l l o r for 
B u s i n e s s A f f a i r s , o r h i s d e l e g a t e , sha l l be p r e p a r e d a n n u a l l y : 

4 . 2 1 Annual F i n a n c i a l R e p o r t . - - O n o r be fo re D e c e m b e r 29, 
p r i n t e d f i nanc i a l r e p o r t s , in the f o r m a t r e c o m m e n d e d in 
V o l u m e I, "Co l l ege and U n i v e r s i t y B u s i n e s s A d m i n i s t r a t i o n " 
(1952), o r i t s s u c c e s s o r p u b l i c a t i o n , sha l l be f i led wi th 
the C o o r d i n a t i n g B o a r d , T e x a s Co l l ege and U n i v e r s i t y 
S y s t e m . The c e r t i f i c a t e of aud i t of the Sta te A u d i t o r 
i s to be i nc luded if t h i s r e p o r t h a s been connple ted . 

4 . 2 2 S a l a r y P a y m e n t R e p o r t , - - O n o r be fo re D e c e m b e r 31 each 
y e a r , an i t e m i z e d s c h e d u l e sha l l be p r e p a r e d of s a l a r i e s 
a n d w a g e s pa id a l l e m p l o y e e s for s e r v i c e s du r ing the 
p r e c e d i n g f i s c a l y e a r out of any funds f rom any s o u r c e 
o r c h a r a c t e r u n d e r the c o n t r o l a n d / o r cus tody of the 
B o a r d of R e g e n t s , showing for e a c h e m p l o y e e the to ta l 
a m o u n t pa id f rom e a c h s o u r c e du r ing the twe lve m o n t h s 
of the f i s c a l y e a r , the t i t l e of the pos i t i on he ld or kind 
of s e r v i c e r e n d e r e d , and a s u m m a r y of a l l e x p e n d i t u r e s 
by d e p a r t m e n t s . T h r e e c o p i e s of t h i s r e p o r t sha l l be 
p r e p a r e d by c o m p o n e n t i n s t i t u t i o n s , one copy for the 
V i c e - C h a n c e l l o r for B u s i n e s s A f f a i r s , one copy for the 
S e c r e t a r y to the B o a r d of R e g e n t s , and one copy for the 
S y s t e m C o m p t r o l l e r , 

4 . 23 S a l a r y S u p p l e m e n t a t i o n R e p o r t . - - T h e c u r r e n t a p p r o p r i a t i o n 
b i l l p r o v i d e s t ha t none of the funds a p p r o p r i a t e d for s a l a r i e s 
in i n s t i t u t i o n s of h i g h e r educa t ion sha l l be expended un t i l a 
s t a t e m e n t spec i fy ing the a m o u n t and s o u r c e of s a l a r y s u p p l e ­
m e n t a t i o n p a i d d u r i n g the p r e v i o u s f i s c a l y e a r to e ach e m p l o y e e 
i s f i led wi th the S e c r e t a r y of S t a t e . 

4 . 3 Monthly f i nanc i a l r e p o r t s , in the f o r m p r e s c r i b e d by the V i c e - C h a n c e l l o r 
for B u s i n e s s A f f a i r s , o r h i s d e l e g a t e , sha l l be p r e p a r e d by e a c h i n s t i t u t i o n a l 
chief b u s i n e s s off icer and d i s t r i b u t e d to the i n s t i t u t i o n a l h e a d , the C h a n c e l ­
l o r , the S e c r e t a r y to the B o a r d of R e g e n t s , and the S y s t e m C o m p t r o l l e r . 

4 . 4 P e r i o d i c f i nanc i a l r e p o r t s r e f l e c t i n g i n c o m e r e c e i p t s , a p p r o v e d budget 
c h a n g e s , and e x p e n d i t u r e s for e a c h c o m p o n e n t i n s t i t u t i o n sha l l be 
p r e p a r e d by C e n t r a l A d m i n i s t r a t i o n , ^ , 

4, 5 O t h e r r e p o r t s m a y be m a d e f rom t i m e to t i m e , such a s i n t e r n a l r e p o r t s 
p e r t a i n i n g to e s t i m a t e s of i n c o m e , b u d g e t s , e t c . , but only t h o s e c o n s i d e r e d 
e s s e n t i a l to ef fec t ive a d m i n i s t r a t i o n sha l l be r e q u e s t e d f r o m the 
i n s t i t u t i o n a l b u s i n e s s o f f i ce s . 



Business Adminis t ra t ion" , or i ts successo r publication as r e f e r r ed 
to above. The r epo r t s shall be prepared by the insti tutional chief 
bus iness officer and approved by the Vice-Chancel lor for Business 
Affairs or his delegate. 

4 .2 Two r e p o r t s , both of which shall be prepa red under the direction of 
the insti tutional chief business officers and the Vice-Chancel lor for 
Bus iness Affairs, or his delegate, shall be prepared annually: 

4.21 Annual Financial Report . - - O n or before December 29, 
printed financial r epo r t s , in the format recommended in 
Volunne I, "CoUege and University Business Adminis t ra t ion" 
(1952), or i ts successor publication, shall be filed with 
the Coordinating Board, Texas College and University *■ 
System. The cert i f icate of audit of the State Auditor 
is to be included if this r epor t has been completed, 

4.22 Salary Payment R e p o r t . - - O n or before December 31 each 
year , an i temized schedule shall be prepa red of sa l a r i e s 
and wages paid all employees for se rv ices during the 
preceding fiscal year out of any funds from any source 
or cha rac t e r under the control and /o r custody of the 
Board of Regents , showing for each employee the total 
amount paid from each source during the twelve months 
of the fiscal year , the title of the position held or kind 
of service rendered , and a summary of all expenditures 
by depar tments . Three copies of this r epor t shall be 
prepa red by coinponent inst i tut ions, one copy for the 
Vice-Chancel lor for Business Affairs, one copy for the 
Secre tary to the Board of Regents , and one copy for the 
System Comptro l le r . 

4 .3 Monthly financial r e p o r t s , in the form presc r ibed by the Vice-Chancel lor 
for Bus iness Affairs, or his delegate, shall be prepared by each 
inst i tut ional chief bus iness officer and dis t r ibuted to the insti tutional 
head, the Chancel lor , the Secre ta ry to the Board of Regents , and the 
System Comptro l l e r . 

4 . 4 Per iodic financial r epo r t s reflecting income rece ip t s , approved budget 
changes, and expendi tures for each component institution shall be 
prepa red by Centra l Adnninistration, 

4, 5 Other r e p o r t s may be made from t ime to t ime , such as in ternal r epor t s 
pertaining to es t ima tes of income, budgets, etc . , but only those considered 
essen t ia l to effective adminis t ra t ion shall be requested from the 
insti tutional business offices. 
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of accounting and reporting for all component institutions of The 
University of Texas System, 

3. 5 The State Auditor, under State law, is responsible for the external 
audit of the books of The University of Texas System. 

Sec. 4 Reporting. 

4.1 All financial reports shall be prepared in accordance 
with the provisions of the statutes, official directives 
of the Coordinating Board, Texas College and University 
System, and directives of the Board of Regents, and in 
conformity with the manual, "College and University 
Business Administration, Third Edition," (1974) referred 
to above. The reports shall be prepared by the Chief 
Business Officer and approved by the System Comptroller. 

4.2 Two reports, both of which shall be prepared under the 
direction of the Chief Business Officer and the System 
Comptroller, shall be prepared annually: 
4.21 Annual Financial Report.—As required by Statute, 

printed financial reports, in the format recom­
mended in "College and University Business 
Administration, Third Edition," (1974), or its 
successor publication, shall be filed with the 
Coordinating Board, Texas College and University 
System, and other State Offices as required by 
law. 

4.22 Salary Payment Report,—On or before December 31, 
each year, an itemized report in format prescribed 
by System Administration shall be prepared of 
salaries and wages paid all employees for services 
during the preceding fiscal year out of any funds 
from any source or character under the control 
and/or custody of the Board of Regents, showing 
for each employee the total amount paid from each 
source during the twelve months of the fiscal year, 
the title of the position held or kind of service 
rendered. Copies of this report shall be furnished 
the Secretary to the Board of Regents, the System 
Budget Director, and the System Comptroller. 

4.3 Monthly financial reports, in the form prescribed by the 
System Comptroller, shall be prepared by each institu­
tional chief business officer and distributed to the 
institutional head, the Deputy Chancellor, the Secretary 
to the Board of Regents, and the System Comptroller. 

Sec. 5. Operating Budgets. 

' 5,1 Operating Budgets for all the component institutions shall be approved 



As amended 7/25/75 

of accounting and reporting for all component insitutions of The Univer 
I sity of Texas System. 

3. 5 The State Auditor, under State law, is responsible for the external 
audit of the books of The University of Texas System. 

Sec. 4. Reporting. 

4. 1 All financial reports shall be prepared in accordance with the provi­
sions of the statutes, official directives of the Coordinating Board, 
Texas College and University System, and directives of the Board of 
Regents, and in conformity with the manual, "College and University 
Business Administration, Revised Edition, " (1968) referred to above. 
The reports shall be prepared by the Chief Business Officer and 
approved by the Deputy Chancellor, or his delegate. 

4. 2 Two repor ts , both of which shall be prepared imder the direction of the 
Chief Business Officer and the Deputy Chancellor, or his delegate, 
shall be prepared annually: 
4. 21 Annual Financial Report. —On or before December 29, printed 

financial repor ts , in the format recommended in "College and 
University Business Administration, Revised Edition," (1968), 
or i ts successor publication, shall be filed with the Coordinating 

I Board, Texas College and University System. The certificate 
of audit of the State Auditor is to be included if the audit report 
has been completed, 

4. 22 Salary Payment Report. —On or before December 31 each 
year, an itemized report in format prescribed by System 
Administration shall be prepared of salar ies and wages paid 
all employees for services during the preceding fiscal year 
out of any funds from any source or character under the 
control and/or custody of the Board of Regents, showing for 
each employee the total amount paid from each source during 
the twelve months of the fiscal year, the title of the position 
held or kind of service rendered. Three copies of this report 
shall be prepared by component institutions, one copy for the 
Deputy ChanceUor, one copy for the Secretary to the Board of 
Regents, and one copy for the System ComptroUer. 

4. 3 Monthly financial repor ts , in the form prescribed by the Deputy 
Chancellor, or his delegate, shaJl be prepared by each institutional 
chief busmess officer and distributed to the institutional head, the 
Deputy Chancellor, the Secretary to the Board of Regents, and the 
System Comptroller, 

Sec. 5. Operating Budgets. 

5.1 Operating Budgets for all the component institutions shall be approved 
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of accounting and reporting for all component insitutions of The Univer 
sity of Texas System. 

3. 5 The State Auditor, under State law, is responsible for the external 
audit of the books of The University of Texas System. 

Sec. 4, Reporting, 

4.1 All financial reports shall be prepared in accordance with the provi­
sions of the statutes, official directives of the Coordinating Board, 
Texas College and University System, and directives of the Board of 
Regents, and in conformity with the manual, "College and University 
Business Administration, Revised Edition," (1968) referred to above. 
The reports shall be prepared by the Chief Business Officer and 
approved by the Deputy Chancellor for Administration, or his delegate, 

4.2 Two reports, both of which shall be prepared under the direction of the 
Chief Business Officer and the Deputy Chancellor for Administration, 
or his delegate, shall be prepared annually: 
4, 21 Annual Financial Report, —On or before December 29, printed 

financial reports, in the format recommended in "College and 
University Business Administration, Revised Edition," (1968), 
or its successor publication, shall be filed with the Coordinating 
Board, Texas College and University System. The certificate 
of audit oi the State Auditor is to be included if the audit report 
has been completed, 

4. 22 Salary Payment Report. —On or before December 31 each 
year, an itemized report in format prescribed by System 
Administration shaU be prepared of salaries and wages paid 
aU employees for services during the preceding fiscal year 
out of any funds from any source or character under the 
control and/or custody of the Board of Regents, showing for 
each employee the total amount paid from each source during 
the twelve months of the fiscal year, the titie of the position 
held or kind of service rendered. Three copies of this report 
shall be prepared by component institutions, one copy for the 
Deputy Chancellor for Administration, one copy for the 
Secretary to the Board of Regents, and one copy for the 
System Comptroller. 

4. 3 Monthly financial reports, in the form prescribed by the Deputy 
Chancellor for Administration, or his delegate, shall be prepared 
by each institutional chief business officer and distributed to the 
institutional head, the ChanceUor, the Secretary to the Board of 
Regents, and the System Comptroller. 

.sec. 5. Operating Budgets. 

5.1 Operating Budgets for all the component institutions shall be approved 



of accounting and reporting for all component insitutions of The Univer 
sity of Texas System. 

3. 5 The State Auditor, under State law, is responsible for the external 
audit of the books of The University of Texas System. 

Sec. 4. Reporting. 

4.1 AU financial reports shall be prepared in accordance with the pro­
visions of the statutes, official directives of the Coordinating Board, 
Texas College and University System, and directives of the Board 
of Regents, and in conformity with the manual, "College and 
University Business Administration, Revised Edition, " referred to 
above. The reports shall be prepared by the institutional chief 
business officer and approved by the Deputy Chancellor for 
Administration, or his delegate. 

4, 2 Two reports, both of which shall be prepared under the direction of 
the institutional chief business officers and the Deputy Chancellor 
for Administration, or his delegate, shall be prepared annually: 
4, 21 Annual Financial Report. --On or before December 29, 

printed financial reports, in the format recommended in 
Volume I, "College and University Business Administration" 
(1952), or its successor publication, shall be filed with the 
Coordinating Board, Texas College and University System. 
The certUicate of audit of the State Auditor is to be included 
if this report has been completed. 

4. 22 Salary Payment Report. --On or before December 31 each 
year, an itemized report in format prescribed by System 
Administration shall be prepared of salaries and wages paid 
aU employees for services during the preceding fiscal year 
out of any funds from any source or character under the 
control and/or custody of the Board of Regents, showing for 
each employee the total amount paid from each source during 
the twelve months of the fiscal year, the title of the position 
held or kind of service rendered. Three copies of this report 
shall be prepared by component institutions, one copy for the 
Deputy Chancellor for Administration, one copy for the 
Secretary to the Board of Regents, and one copy for the 
System Comptroller. 

4. 3 Monthly financial reports, in the form prescribed by the Deputy 
Chancellor for Administration, or his delegate, shall be prepared 
by each institutional chief business officer and distributed to the 
institutional head, the Chancellor, the Secretary to the Board of 
Regents, and the System Comptroller, 

Sec, 5, Operating Budgets. 

5,1 Operating Budgets for all the component institutions shall be approved 



<3U a . . . . .g' .P. 7/^' /?^ 8 

of accounting and reporting for all component insitutions of The Univer 
sity of Texas System. 

3. 5 The State Auditor, under State law, is responsible for the external 
audit of the books of The University of Texas System. 

Sec. 4, Reporting. 

4 ,1 All financial reports shall be prepared in accordance with the p r o ­
visions of the statutes, official directives of the Coordinating Board, 
Texas College and University System, and directives of the Board 
of Regents, and in conformity with the manual, "College and 
University Business Administration, Revised Edition, " referred to 
above. The reports shall be prepared by the institutional chief 
business officer and approved by the Deputy Chancellor for 
Administration, or his delegate. 

4, 2 Two reports , both of which shall be prepared under the direction of 
the institutional chief business officers and the Deputy Chancellor 
for Administration, or his delegate, shall be prepared annually: 
4. 21 Annual Financial Report. —On or before December 29, 

printed financial reports , in the format recommended in 
Volume I, "College and University Business Administration" 
(1952), or its successor publication, shall be filed with the 
Coordinating Board, Texas CoUege and University System. 
The certUicate of audit of the State Auditor is to be included 
if this report has been completed. 

4, 22 Salary Payment Report. —On or before December 31 each 
year, an itemized report in format prescr ibed by System 
Administration shall be prepared of salar ies and wages paid 
aU employees for services during the preceding fiscal year 
out of any funds from any source or character under the 
control and/or custody of the Board of Regents, showing for 
each employee the total amount paid from each source during 
the twelve months of the fiscal year, the title of the position 
held or kind of service rendered. Three copies of this report 
shall be prepared by component institutions, one copy for the 
Deputy ChanceUor for Administration, one copy for the 
Secretary to the Board of Regents, and one copy for the 
System Comptroller. 

4. 3 Monthly financial reports , in the form prescribed by the Deputy 
ChanceUor for Administration, or his delegate, shall be prepared 
by each institutional chief business officer and distributed to the 
institutional head, the Chancellor-Elect, the Secretary to the Board 
of Regents, and the System ComptroUer. 

|Sec. 5. Operating Budgets. 

5.1 Operating Budgets for all the component institutions shall be approved 
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of accounting and reporting for all component insitutions of The Univer -
sity of Texas System. 

3, 5 The State Auditor, under State law, is responsible for the external 
audit of the books of The University of Texas System, 

Sec. 4. Reporting. 

4,1 All financial reports shall be prepared in accordance with the provisions 
of the statutes, official directives of the Coordinating Board, Texas 
College and University System, and directives of the Board of Regents, 
and in conformity with the manual, "College and University Business 
Administration, Revised Edition, " referred to above. The reports 
shall be prepared by the institutional chief business officer and 
approved by the Executive Vice-ChanceUor for Fiscal Affairs or 
his delegate, 

4. 2 Two reports, both of which shall be prepared under the direction of 
the institutional chief business officers and the Executive Vice-ChanceUor 
for Fiscal Affairs, or his delegate, shall be prepared annually: 
4. 21 Annual Financial Report. --On or before December 29, printed 

financial reports, in the format recommended in Volume I, 
"College and University Business Administration" (1952), or 
its successor publication, shall be filed with the Coordinating 
Board, Texas College and University System. The certificate 
of audit of the State Auditor is to be included if this report has 
been completed, 

4. 22 Salary Payment Report. —On or before December 31 each year, 
an itemized report in format prescribed by System Administration 
shall be prepared of salaries and wages paid all employees for 
services during the preceding fiscal year out of any funds from 
any source or character under the control and/or custody of the 
Board of Regents, showing for each employee the total amount 
paid from each source during the twelve months of the fiscal 
year, the title of the position held or kind of service rendered. 
Three copies of this report shall be prepared by component 
institutions, one copy for the Executive Vice-Chancellor for 
Fiscal Affairs, one copy for the Secretary to the Board of Regents, 
and one copy for the System Comptroller. 

4. 3 Monthly financial reports, in the form prescribed by the Executive 
Vice-Chancellor for Fiscal Affairs, or his delegate, shall be pre­
pared by each institutional chief business officer and distributed 
to the institutional head, the Deputy Chancellor, the Secretary to the 
Board of Regents, and the System Comptroller. 

Sec. 5. Operating Budgets. 

5.1 Operating Budgets for all the component institutions shall be approved 



Sec. 5, Operating Budgets. 

5.1 Operating Budgets for all the component insti tutions shall be approved 
annually by the Board of Regents within the budget es t imates of income 
prepa red by the insti tutional business officer and the Institutional 
head approved by the Vice­Chancel lor for Business Affairs, 

5.2 General policies for the budget prepara t ion shall be recommended by 
the Chancellor to the Board of Regents and shall be followed in prepa r ­

ing the budgets. Ins t ruct ions for detai ls of budget prepara t ion shall 
be furnished to the inst i tut ional heads by Centra l Adminis t ra t ion, 

5.3 The insti tutional heads shall i s sue local ins t ruc t ions and shall furnish 
forms to the budget­recommending officials. Their recommendat ions 
for s a l a r i e s , maintenance and operat ion, equipment, t r ave l , and 
other pert inent i t ems shall be reviewed by the institutional head and 
t r ansmi t ted , with his recommendat ions , to the Chancellor for review 
and final recomnnendation to the Board. 

5.4 Rules and procedures for budget adminis t ra t ion shall be prepared by 
Centra l Adminis t ra t ion, approved by the Board of Regents, and shall 
be included in the completed budgets, 

i ■ 5, 5 A copy of each such budget, and any subsequent amendments there to , 
^ shall be filed with the State Library to be available for public inspection, 

I 

Sec, 6. Legislat ive Budget Reques ts . 

6.1 Legislat ive budget requests^ biennial or otherwise , a s may be requi red 
shall be submitted to the Coordinating Board, Texas College and 
Universi ty System, to the Legislat ive Budget Board, and to the 
Executive Budget Office in the form and at the t ime presc r ibed . 

6.2 These Legislat ive budget reques ts shall be prepared in confornnity 
with the same genera l procedures as outlined above for the annual 
budgets: 

6.21 Approval of budget­wri t ing policies by the Board of Regents 
upon recommendat ion of the Chancel lor . 

6.22 Prepa ra t ion of a recommended budget of expenditures by the 
insti tutional head in conformity with these pol ic ies . 

6.23 Approval of the completed budget by the Chancellor and the 
Board of Regents . 



Sec. 5. Operating Budgets . 

5.1 Operating Budgets for all the component inst i tut ions shall be approved 
. ■ annually by the Board of Regents within the budget es t ima tes of income 

p r e p a r e d by the insti tutional bus iness officer and the insti tutional 
head approved by the Vice­Chancel lor for Bus iness Affairs , 

5.2 Genera l policies for the budget prepara t ion shall be recomnnended by 
the Chancel lor to the Board of Regents and shall be followed in prepa r ­

ing the budgets. Ins t ruct ions for detai ls of budget prepara t ion shall 
be furnished to the inst i tut ional heads by Centra l Adminis t ra t ion, 

5.3 The inst i tut ional heads shall i ssue local ins t ruc t ions and shall furnish 
fo rms to the budget­ recommending officials. Their recommendat ions 
for s a l a r i e s , maintenance and operat ion, equipment, t rave l , and 
other per t inent i t e m s shall be reviewed by the inst i tut ional head and 
t r ansmi t t ed , with his recommendat ions , to the Chancellor for review 
and final recommendat ion to the Board . I 

5.4 Rules and procedures for budget adminis t ra t ion shall be prepared by 
Cent ra l Adminis t ra t ion, approved by the Board of Regents , and shall 
be included in the completed budgets. | 

5.5 A copy of each such budget, and any subsequent amendments there to , 
shall be filed with the State Lib ra ry to be available for public inspection. 

Sec. 6. Legisla t ive Budget Reques ts . 

6.1 Legisla t ive budget requests^ biennial or otherwise , as may be requi red 
shall be submitted to the Coordinating Board, Texas College and 
Universi ty System, to the Legisla t ive Budget Board, and to the 
Executive Budget Office in the form and at the t ime pre sc r ibed . 

6.2 These Legisla t ive budget reques t s shall be prepa red in conformity 
"with the same general procedures as outlined above for the annual 

■ budgets: 

6. 21 Approval of budget­wri t ing policies by the Board of Regents 
upon recommendat ion of the Chancel lor , | 

6.22 P r e p a r a t i o n of a recomnnended budget of expendi tures by the 
insti tutional head in conformity with these pol ic ies . 

6. 23 Approval of the completed budget by the Chancel lor and the 
Board of Regents , 



Sec. 7, Transfer of Funds. - -Out of funds appropr ia ted by the Leg is la tu re to The 
University of Texas Medical Branch at Galveston, The University of 
Texas Southwestern Medical School at Dallas, and The University of 
Texas Medical School at San Antonio, the Board of Regents of The 
Universi ty of Texas System may t ransfer funds between the three 
medica l units l i s ted above, of The University of Texas System, as it 
deems n e c e s s a r y , except that t r ans fe r s may not be made into or out of 
the appropr ia t ion i t em for the sa lary of the pres ident or dean of the such 
medica l uni ts . 
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annually by the Board of Regents within the budget estimates of income 
prepared by the Chief Business Officer and the Chief Administrative 

■ Officer and approved by the Deputy Chancellor. 

5.2 General policies for the budget preparation shall be recommended 
by the Deputy Chancellor to the Board of Regents and shall be followed 
in preparing the budgets. Instructions for details of budget prepara­
tion shaU be furnished to the institutional heads by System Adminis­
tration, 

5. 3 The institutional heads shall issue local instructions and shall 
furnish forms to the budget­recommending officials. Their recom­
mendations for sa lar ies , maintenance and operation, equipment, 
t ravel , and other pertinent items shall be reviewed by the institu­
tional heii­U and transmitted, with his recommendations, to the Deputy 
Chancellor and the Board of Regents. 

5. 4 Rules and procedures for budget administration shall be prepared by 
System Administration, approved by the Board of Regents, and shall 
be included in the completed budgets. 

5.5 A copy of each budget , and any subsequent amendment 
t h e r e t o , s h a l l be f i l e d by t he S e c r e t a r y t o t he Board 
of Regents with t he L e g i s l a t i v e Reference Libra ry to 
be a v a i l a b l e for p u b l i c i n s p e c t i o n , and a l s o f i l e d 
with such o t h e r S t a t e Off ices as r e q u i r e d by law. 

Sec. 6. Legislative Budget Requests. 

6,1 Legislative budget requests, biennial or otherwise, as may be required 
shall be submitted to the Coordinating Board, Texas College and Univer 
sity System, to the Legislative Budget Board, and to the Executive 
Budget Office in the form and at the time prescribed, 

6. 2 These Legislative budget requests shall be prepared in conformity 
with the same general procedures as outlined above for the annual 
budgets: 
6. 21 Approval of budget­writing poUcies by the Board of Regents 

upon recommendation of the Deputy Chancellor. 
6. 22 Preparation of a recommended budget of expenditures by the 

institutional head in conformity with these policies. 
6. 23 Approval of the completed budget by the Deputy Chancellor 

and the Board of Regents. 
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annually by the Board of Regents within the bucket estimates of income 
prepared by the Chief Business Officer and the Chief Administrative 

- Officer and approved by the Deputy Chancellor, 

5. 2 General policies for the budget preparation shall be recommended 
by the Deputy Chancellor to the Board of Regents and shall be followed 
in preparing the budgets. Instructions for details of budget prepara­
tion shaU be furnished to the institutional heads by System Adminis­
tration. 

5. 3 The institutional heads shall issue local instructions and shaU 
furnish forms to the budget-recommending officials. Their recom­
mendations for sa lar ies , maintenance and operation, equipment, 
t ravel , and other pertinent items shall be reviewed by the institu­
tional he-x'.! and transmitted, with his recommendations, to the Deputy 
Chancellor and the Board of Regents. 

5. 4 Rules and procedures for budget administration shall be prepared by 
System Administration, approved by the Board of Regents, and shall 
be included in the completed budgets. 

5. 5 A copy of each budget, and any subsequent amendments thereto, shall 
be filed with the Legislative Reference Library to be available for 
public inspection. 

Sec, 6. Legislative Budget Requests. 

6.1 Legislative budget requests, biennial or otherwise, as may be required 
shall be submitted to the Coordinating Board, Texas College and Univer 
sity System, to the Legislative Budget Board, and to the Executive 
Budget Office in the form and at the time prescribed. 

6, 2 These Legislative budget requests shall be prepared in conformity 
with the same general procedures as outUned above for the annual 
budgets: 
6, 21 Approval of budget-writing poUcies by the Board of Regents 

upon recommendation of the Deputy Chancellor. 
6. 22 Preparation of a recommended budget of expenditures by the 

institutional head in conformity with these policies. 
6. 23 Approval of the completed budget by the Deputy Chancellor 

and the Board of Regents. 
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annually by the Boara of Regents within the budget estimates of income 
prepared by the Chief Business Officer and the Chief Administrative 

> Officer and approved by the Deputy Chancellor for Administration. 

5.2 General poUcies for the budget preparation shall be recommended 
by the ChanceUor to the Board of Regents and shall be followed in 
preparing the budgets. Instructions for details of budget prepara­
tion shall be furnished to the institutional heads by System Adminis­
tration. 

5. 3 The institutional heads shall issue local instructions and shall 
furnish forms to the budget-recommending officials. Their recom­
mendations for sa lar ies , maintenance and operation, equipment, 
t ravel , and other pertinent items shall be reviewed by the institu­
tional head and transmitted, with his recommendations, to the 
Chancellor and the Board of Regents. 

5. 4 Rules and procedures for budget administration shall be prepared by 
System Administration, approved by the Board of Regents, and shall 
be included in the completed budgets. 

5.5 A copy of each budget, and any subsequent amendments thereto, shall 
be filed with the Legislative Reference Library to be available for 
public inspection. 

Sec. 6. Legislative Budget Requests. 

6.1 Legislative budget requests, biennial or otherwise, as may be required 
shall be submitted to the Coordinating Board, Texas College and Univer 
sity System, to the Legislative Budget Board, and to the Executive 
Budget Office in the form and at the time prescribed. 

6. 2 These Legislative budget requests shall be prepared in conformity 
with the same general procedures as outlined above for the annual 
budgets: 
6. 21 Approval of budget-writing poUcies by the Board of Regents 

upon recommendation of the Chancellor. 
6. 22 Preparation of a recommended budget of expenditures by the 

institutional head in conformity with these policies. 
6. 23 Approval of the completed budget by the Deputy ChanceUor 

for Administration, the Chancellor and the Board of Regents. 
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annually by the Boara of Regents within the budget estimates of income 
prepared by the Chief Business Officer and the Chief Administrative 

^ Officer and approved by the Deputy Chancellor for Administration, 

5.2 General policies for the budget preparation shall be recommended 
by the Chancellor to the Board of Regents and shall be followed in 
prepar i r^ the budgets. Instructions for details of budget prepara­
tion shall be furnished to the institutional heads by System Adminis­
tration. 

5.3 The institutional heads shall issue local instructions and shall 
furnish forms to the budget-recommending officials. Their recom­
mendations for sa la r ies , maintenance and operation, equipment, 
t ravel , and other pertinent i tems shall be reviewed lay the institu­
tional head and transmitted, with his recommendations, to the 
Chancellor and the Board of Regents. 

5. 4 Rules and procedures for budget administration shall be prepared by 
System Administration, approved by the Board of Regents, and shall 
be included in the completed budgets, 

5. 5 A copy of each budget, and any subsequent amendments thereto, shall 
be filed with the Legislative Reference Library to be available for 
public inspection. 

Sec, 6, Legislative Budget Requests, 

6.1 Legislative budget requests, biennial or otherwise, as may be required 
shall be submitted to the Coordinating Board, Texas College and Univer­
sity System, to the Legislative Budget Board, and to the Executive 
Budget Office in the form and at the time prescribed. 

6. 2 These Legislative budget requests shall be prepared in conformity 
with the same general procedures as outUned above for the annual 
budgets: 
6. 21 Approval of budget-writing poUcies by the Board of Regents 

upon recommendation of the Chancellor. 
6. 22 Preparation of a recommended budget of expenditures by the 

institutional head in conformity with these policies. 
6. 23 Approval of the completed budget by the Deputy Chancellor 

for Administration, the Chancellor and the Board of Regents. 

Sec. 7. Transfer of Funds. --Out of fmids appropriated by the Legislature to The 
University of Texas Medical Branch at Galveston, The University of Texas 
(Southwestern) Medical School at Dallas, and The University of Texas Med­
ical School at San Antonio, the Board of Regents of The University of Texas 
System may transfer funds between the three medical units listed above, of 
The University of Texas System, as it deems necessary, except that transfers 
may not be made into or out of the appropriation item for the salary of the 
president or dean of the medical units. 



annually by the Board of Regents within the budget estimates of in­
come prepared by the institutional business officer and the institu­
tional head approved by the Deputy Chancellor for Administration. 

5.2 General policies for the budget preparation shall be recommended 
by the Chancellor to the Board of Regents and shall be followed in 
preparing the budgets. Instructions for details of budget prepara­
tion shall be furnished to the institutional heads by System Adminis­
tration. 

5. 3 The institutional heads shall issue local instructions and shall 
furnish forms to the bucket-recommending officials. Their recom­
mendations for sa lar ies , maintenance and operation, equipment, 
t ravel , and other pertinent items shall be reviewed by the institu­
tional head and transmitted, with his recommendations, to the 
Chancellor and the Board of Regents. 

5. 4 Rules and procedures for budget administration shall be prepared by 
System Administration, approved by the Board of Regents, and shall 
be included in the completed budgets. 

5. 5 A copy of each budget, and any subsequent amendments thereto, shall 
be filed with the Legislative Reference Library to be available for 
public inspection. 

Sec, 6, Legislative Budget Requests, 

6,1 Legislative budget requests, biennial or otherwise, as may be required 
shall be submitted to the Coordinating Board, Texas College and Univer­
sity System, to the Legislative Budget Board, and to the Executive 
Budget Office in the form and at the time prescribed. 

6. 2 These Legislative budget requests shall be prepared in conformity 
with the same general procedures as outlined above for the annual 
budgets: 
6, 21 Approval of budget-writing poUcies by the Board of Regents 

upon recommendation of the Chancellor. 
6. 22 Preparation of a recommended budget of expenditures by the 

institutional head in conformity with these policies. 
6. 23 Approval of the completed budget by the Deputy Chancellor 

for Administration, the Chancellor and the Board of Regents. 

Sec. 7. Transfer of Funds. --Out of funds appropriated by the Legislature to The 
University of Texas Medical Branch at Galveston, The University of Texas 
(Southwestern) Medical School at Dallas, and The University of Texas Med­
ical School at San Antonio, the Board of Regents of The University of Texas 
System may transfer funds between the three medical units listed above, of 
The University of Texas System, as it deems necessary, except that transfers 
may not be made into or out of the appropriation item for the salary of the 
president or dean of the medical units. 
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annually by the Board of Regents within the budget estimates of in­
come prepared by the institutional business officer and the institu­
tional head approved by the Deputy Chancellor for Administration. 

5. 2 General policies for the budget preparation shall be recommended 
by the Chancellor and the ChanceUor-Elect to the Board of Regents 
and shall be followed in preparing the budgets. Instructions for 
details of budget preparation shall be furnished to the institutional 
heads by System Administration. 

5, 3 The institutional heads shall issue local instructions and shaU furnish 
forms to the budget-recommending officials. Their recommendations 
for salaries, maintenance and operation, equipment, travel, and 
other pertinent items shall be reviewed by the institutional head and 
transmitted, with his recommendations, to the ChanceUor-EIect for 
review and recommendation to the Chancellor and the Board of Regents, 

5,4 Rules and procedures for budget administration shall be prepared by 
System Administration, approved by the Board of Regents, and shall 
be included in the completed budgets. 

5, 5 A copy of each budget, and any subsequent amendments thereto, shall 
be filed with the Legislative Reference Library to be available for 
public inspection. 

Sec. 6, Legislative Budget Requests. 

6,1 Legislative budget requests, biennial or otherwise, as may be required 
shall be submitted to the Coordinating Board, Texas College and Univer­
sity System, to the Legislative Budget Board, and to the Executive 
Budget Office in the form and at the time prescribed. 

6, 2 These Legislative budget requests shall be prepared in conformity 
with the same general procedures as outlined above for the annual 
budgets: 
6. 21 Approval of budget-writing policies by the Board of Regents 

upon recommendation of the Chancellor and the Chancellor-
Elect. 

6. 22 Preparation of a recommended budget of expenditures by the 
institutional head in conformity with these policies. 

6. 23 Approval of the completed budget by the Chancellor-Elect, 
the Chancellor, and the Board of Regents. 

Sec. 7. Transfer of Funds. --Out of fimds appropriated by the Legislature to The 
University of Texas Medical Branch at Galveston, The University of Texas 
(Southwestern) Medical School at Dallas, and The University of Texas Med­
ical School at San Antonio, the Board of Regents of The University of Texas 
System may transfer funds between the three medical units listed above, of 
The University of Texas System, as it deems necessary, except that transfers 
may not be made into or out of the appropriation item for the salary of the 
president or dean of the medical units. 
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annuaUy by the Board of Regents within the budget estimates of income 
prepared by the institutional business officer and the institutional head 
approved by the Executive Vice-Chancellor for Fiscal Affairs. 

5. 2 General policies for the budget preparation shall be recommended by 
the Chancellor and the Deputy Chancellor to the Board of Regents and 
shall be followed in preparing the budgets. Instructions for details 
of budget preparation shall be furnished to the institutional heads by 
System Administration, 

5, 3 The institutional heads shall issue local instructions and shall furnish 
forms to the budget-recommending officials. Their recommendations 
for sa lar ies , maintenance and operation, equipment, travel, and 
other pertinent items shall be reviewed by the institutional head and 
transmitted, with his recommendations, to the Deputy ChanceUor 
for review and recommendation to the ChanceUor and the Board of 
Regents, 

5.4 Rules and procedures for budget administration shall be prepared by 
System Administration, approved by the Board of Regents, and shall 
be included in the completed budgets, 

5. 5 A copy of each budget, and any subsequent amendments thereto, shall 
be filed with the Legislative Reference Library to be available for 
public inspection. 

Sec. 6. Legislative Budget Requests. 

6.1 Legislative budget requests, biennial or otherwise, as may be required 
shall be submitted to the Coordinating Board, Texas College and Univer­
sity System, to the Legislative Budget Board, and to the Executive 
Budget Office in the form and at the time prescribed. 

6, 2 These Legislative budget requests shaU be prepared in conformity 
with the same general procedures as outlined above for the annual 
budgets: 
6, 21 Approval of budget-writing policies by the Board of Regents 

upon recommendation of the Chancellor and the Deputy Chan­
ceUor, 

6. 22 Preparation of a recommended budget of expenditures by the 
institutional head in conformity with these policies. 

6. 23 Approval of the completed budget by the Deputy Chancellor, 
the Chancellor, and the Board of Regents. 

Sec. 7. Transfer of Funds. —Out of funds appropriated by the Legislature to The 
University of Texas Medical Branch at Galveston, The University of Texas 
(Southwestern) Medical School at Dallas, and The University of Texas Med­
ical School at San Antonio, the Board of Regents of The University of Texas 
System may transfer funds between the three medical units listed above, of 
The University of Texas System, as it deems necessary, except that transfers 
may not be made into or out of the appropriation item for the salary of the 
president or dean of the medical units. 
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CHAPTER in 

RECEIPT, CUSTODY, AND DISBURSEMENT OF MONEYS; ABSENCE 
FROM USUAL AND REGULAR DUTIES INCLUDING TRAVEL 

Sec. 1. Receipts, Admission Tickets, and Charges. 

1.1 No department, division, or individual staff member is authorized to 
receive money in the name of a component institution of The University 
of Texas System unless authorized by the Chief Business Officer and 
Chief Administrative Officer. 

1.2 An official receipt in the form prescribed by the Chief Business Officer 
shall be issued to payors for all moneys received unless the Chief 
Business Officer has SpecUically authorized exceptions for certain 
types of coUections. 

1, 3 AU moneys received shall be recorded and handled under appropriate 
internal accounting controls. 

1.4 Admission tickets, including complimentary tickets, shall have the 
price of admission indicated thereon, and all such tickets shall be 
prenumbered, except for certain events where the section, row, and 
seat number are shown. Admission tickets and coupon books shall be 
purchased for delivery to the institutional business office and issued 
to the department concerned. Unused tickets or books shall be returned 
along with a prescribed ticket report to the business office within 30 
days from the date of the event, and a list showing the names of all 
persons receiving compUmentary tickets shall be a part of the pre­
scribed ticket report. 

1. 5 AU unpaid (including compUmentary, free, or discounted) charges for 
sales or services of auxiUary enterprises, organized activities, or 
service departments or similar activities shall be reported to and 
recorded by the Chief Business Officer or his delegate under appro­
priate internal accounting controls, A list or other documentation 
showing the authorization and names of all persons receiving compli­
mentary, free, or discounted goods or services and the values thereof 
shall be furnished the business office within 30 days from the date such 
goods were issued or such services were rendered by any auxiliary 
enterprise, organized activity, or service department or similar 
activity. 
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CHAPTER m 

RECEIPT, CUSTODY, AND DISBURSEMENT OF MONEYS; ABSENCE 
FROM USUAL AND REGULAR DUTIES INCLUDING TRAVEL 

Sec. 1. Receipts, Admission Tickets, and Charges. 

1.1 No department, division, or individual staff member is authorized to 
receive money in the name of a component institution of The University 
of Texas System unless authorized by the institutional chief business 
officer and institutional head. 

1, 2 An official receipt in the form prescribed by the institutional chief 
business officer shaU be issued to payors for aU moneys received 
unless the chief business officer has specUicaUy authorized excep­
tions for certain types of collections. I 

1. 3 AU moneys received shaU be recorded and handled under the maximum 
appropriate internal accounting controls. Mechanical devices such 
a s cash regis te rs , cash control and posting machines, and data p r o ­
cessing equipment shall be utUized to the fullest extent practicable. 

1.4 Admission tickets, including complimentary tickets, shall have the 
pr ice of admission indicated thereon, and all such tickets shaU be 
prenumbered, except for certain events where the section, row, and 
seat number a re shown. Admission tickets and coupon books shall 
be purchased for delivery to the institutional business office and issued 
to the department concerned. Unused tickets or books shall be returned 
along with a prescribed ticket report to the business office within 30 
days from the date of the event, and a l ist showing the names of all 
persons receiving complimentary tickets shall be furnished the 
business office as a part of the prescribed ticket report. 

1.5 AU unpaid (including complimentary, free, or discounted) charges 
for sales or services of auxiliary enterprises, organized activities, 
or service departments or similar activities shall be reported to and 
recorded by the business officer under maximum appropriate internal 
accounting controls. A list or other documentation showing the names 
of aU persons receiving complimentary, free, or discotuited goods or 
serv ices and the values thereof shaU be furnished the business office 
within 30 days from the date such goods were issued or such services 
were rendered by any auxiliary enterprise, organized activity, or 
service department or similar activity. 

-10-
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2.2 Cash overages a r e deposited in the bus iness office; notations pertaining 
to cash over or shor t shall be included on the deposit fornn, 

2 .3 Pet ty cash funds for making change shall be provided only on approval 
of, and by arrangennent of, the department with the institutional chief 
bus iness officer. Petty cash funds from which disbursennents will be 
made shall have the approval of the insti tutional head as well . 

Sec, 3, Deposits with the State T r e a s u r e r , 

3.1 The cu r ren t appropriat ion bill r e q u i r e s that all cash rece ip ts at The 
University of Texas at Austin, The University of Texas at El P a s o , 
and The University of Texas at Arlington be deposited in the State 
Treasu ry with the exception of those from auxil iary en t e rp r i s e s , 
nonlnstructional s e rv i ce s , matr icula t ion fees collected in lieu of 
student activity fees, agency and r e s t r i c t ed funds, endownnent funds, 
student loan funds, and Constitutional College Building Amendment 
Funds . 
3,11 To facilitate the t rans fe r r ing of institutional rece ip ts to the 

State T reasu ry , it is provided that each institution may open 
a clear ing account in a local depository bank to which it 
deposits all rece ip ts daily. 

3. 12 Not l ess than every seven days, the insti tutional business officer 
shall nnake remi t tances to the State T r e a s u r y in the form of checks 
drawn on the clearing account except that a balance of not more 
than $500 may be maintained. 

3.13 The money deposited in the State Treasu ry shall be paid 
out via State w a r r a n t s . 

3 .2 Optionally, the coniponent inst i tut ions may use local deposi tory 
bank accounts instead of the special c lear ing accounts within the 
genera l r equ i rement s for deposits and t r a n s f e r s to the State 
T r e a s u r y , 

3 .3 Component institutions of The University of Texas System are 
authorized by the cu r ren t appropriat ion bill to maintain Revolving 
Funds to facili tate the payment of nominal expenses and to pay 
bills within cash discount per iods , 
3.31 These revolving funds may be used for regular monthly 

payrol l s as well as for weekly and special payrol l s . 
3 . 3 2 D i s b u r s e m e n t s f rom the r e v o l v i n g funds a r e r e i m b u r s e d 

fronn s t a t e a p p r o p r i a t i o n s on c l a i m s f i led wi th the Sta te 
C o m p t r o l l e r u n d e r r e g u l a r l y p r e s c r i b e d p r o c e d u r e s . One 

\ • X 



C H A P T E R III 

R E C E I P T , CUSTODY, AND DISBURSEMENT OF MONEYS; A B S E N C E 
FROM USUAL AND REGULAR DUTIES INCLUDING T R A V E L 

Sec . I. R e c e i p t s , C a s h R e g i s t e r s , and A d m i s s i o n T i c k e t s . 

1, I No d e p a r t m e n t , d iv i s ion , or i nd iv idua l staff m e m b e r i s a u t h o r i z e d to 
r e c e i v e m o n e y in the nan ie of a c o m p o n e n t i n s t i t u t i on of The U n i v e r s i t y 
of T e x a s S y s t e m wi thou t p r i o r a p p r o v a l of the i n s t i t u t i o n a l b u s i n e s s 
of f icer and i n s t i t u t i o n a l h e a d . 

1,2 An off ic ia l r e c e i p t in the f o r m p r e s c r i b e d by the i n s t i t u t i o n a l b u s i n e s s 
off icer sha l l be i s s u e d for a l l m o n e y s r e c e i v e d . 
I. 21 W h e r e the vo lu ine of s a l e s j u s t i f i e s t h e i r u s e , c a s h r e g i s t e r s 

sha l l be u s e d wi th r e c o r d i n g t a p e s l i s t ing the a m o u n t of each 
s a l e . When c a s h r e g i s t e r s a r e not u s e d , c a s h s a l e s t i c k e t s 
o r r e c e i p t s sha l l i nc lude , if p r a c t i c a l , the n a m e of the p u r ­
c h a s e r , i t e m i z a t i o n , and p r i c e of the a r t i c l e s so ld . 

1.22 A d m i s s i o n t i c k e t s , inc luding c o m p l i m e n t a r y t i c k e t s , sha l l 
have the p r i c e of a d m i s s i o n i n d i c a t e d t h e r e o n , and a l l such 
t i c k e t s sha l l be p r e n u m b e r e d , e x c e p t for c e r t a i n e v e n t s 
w h e r e the s e c t i o n , row, and s e a t n u m b e r a r e shown. Ad­
m i s s i o n t i c k e t s and coupon books sha l l be p u r c h a s e d for 
d e l i v e r y to the i n s t i t u t i o n a l b u s i n e s s office and i s s u e d to the 
d e p a r t m e n t c o n c e r n e d . Unused t i c k e t s o r books sha l l be 
r e t u r n e d a long wi th a p r e s c r i b e d t i c k e t r e p o r t to the b u s i n e s s 
office wi th in 30 d a y s f rom the da te of the even t , and a l l r e c e i p t s 
f rom such s a l e s sha l l be d e p o s i t e d in the b u s i n e s s office a s 
ou t l ined l a t e r . 

1.23 A l i s t showing the n a m e s of a l l p e r s o n s r e c e i v i n g c o m p l i m e n t a r y 
t i c k e t s sha l l be f u r n i s h e d the b u s i n e s s office a s a p a r t of the 
p r e s c r i b e d t i c k e t r e p o r t . 

Sec , 2, D e p o s i t s wi th I n s t i t u t i o n a l B u s i n e s s Office. 

2 , 1 Money r e c e i v e d by a l l d e p a r t m e n t s f rom a l l s o u r c e s sha l l be depos i t ed 
in the i n s t i t u t i o n a l b u s i n e s s office us ing an off ic ial f o r m . The d e p o s i t s 
sha l l be dai ly if the r e c e i p t s a r e $50 o r m o r e , and w e e k l y even if the 
a c c u m u l a t i o n i s l e s s than $50 . When c a s h i s i nc luded , the depos i t 
sha l l be m a d e in p e r s o n by a d e p a r t m e n t a l r e p r e s e n t a t i v e to w h o m an 
off ic ial r e c e i p t i s i s s u e d . 

_9_ 
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Sec. 2 Deposits with I n s t i t u t i o n a l Business Office. 
2.1 Money received by a l l departments from a l l sources sha l l 

be deposited, using an o f f i c i a l form, in the i n s t i t u ­
t iona l business of f ice , unless deposit ing d i r ec t l y to a 
specia l bank account has been spec i f i ca l ly authorized by 
the Deputy Chancellor, The deposi ts sha l l be dai ly if 
the r e c e i p t s are $50 or more, and weekly even if the 
accumulation i s l e s s than $50. Except for mail deposi ts 
authorized under subsections 2.11 and 2.12, the deposit 
sha l l be made in person by a departmental represen ta t ive 
to whom an o f f i c i a l rece ip t i s issued. 
2.11 Mail deposi ts by on campus departments are autho­

r ized if the amount of each deposit i s l e s s than 
$100 and does not contain cash (currency) . 

2.12 Mail deposi ts by off campus a c t i v i t i e s are autho­
r ized if such deposit does not contain cash 
(currency) . 

2.2 Departments or a c t i v i t i e s mailing deposi ts sha l l maintain 
adequate record of such depos i t s , including de ta i led 
descr ip t ion of negotiable instruments. 

2.3 Cash overages or shortages sha l l be reported to the 
business off ice with each deposi t . Cash overages are 
deposited in the business o f f i ce . 

2.4 Pet ty cash funds sha l l be provided only on approval of, 
and by arrangement of, the department with the Chief 
Business Officer. Special pe t ty cash fund bank accounts 
may be es tabl ished only with the approval of the Deputy 
Chancellor. 

Sec. 3, Deposits with the State Treasurer. 

3.1 The current appropriation bill requires that all cash receipts of the 
general academic teaching institutions be deposited in the State Trea­
sury with the exception of those from auxiUary enterprises, nonlnstruc­
tional services, matriculation fees collected in lieu of student activity 
fees, agency and restricted funds, endowment funds, student loan funds, 
and Constitutional College Building Amendment Funds. 
3.11 To facilitate the transferring of institutional receipts to the State 

Treasury, it is provided that each institution may open a clearing 
account in a local depository bank to which it deposits all receipts 
daily. 

3.12 Not less than every seven days, the Chief Business Officer shall 
make remittances to the State Treasury in the form of checks 
drawn on the clearing account except that a balance of not more 
than $500 may be maintained, 

3.13 The money deposited in the State Treasury shall be paid out via 
State warrants. 
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3. 2 Optionally, the component institutions may use local depository bank 
accounts instead of the special clearing accounts within the general 
requirements for deposits and transfers to the State Treasury. 

3, 3 Component institutions of The University of Texas System are authorized 
by the current appropriation bill to maintain Revolving Funds to facU-
itate the payment of nominal expenses and to pay bills within cash 
discount periods, 
3. 31 These revolving funds may be used for regular monthly payroUs 

as weU as for weekly and special payrolls. 
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Sec, 2. Deposits with Institutional Business Office. 

2.1 Money received by all departments from all sources shall be deposited 
in the institutional business office using an official form. The deposits 
shall be daily U the receipts are $50 or more, and weekly even U the 
accumulation is less than $50. The deposit shall be made in person by 
a departmental representative to whom an official receipt is issued. 

2, 2 Cash overages or shortages shall be reported to the business office 
with each deposit. Cash overages are deposited in the business office. 

2.3 Petty cash funds shall be provided only on approval of, and by arrange­
ment of, the department with the Chief Business Officer. 

Sec. 3. Deposits with the State Treasurer. 

3.1 The current appropriation bill requires that all cash receipts of the 
general academic teaching institutions be deposited in the State Trea­
sury with the exception of those from auxUiary enterprises, nonlnstruc­
tional services, matriculation fees collected in lieu of student activity 
fees, agency and restricted funds, endowment funds, student loan funds, 
and Constitutional College BuUding Amendment Funds. 
3.11 To facilitate the transferring of institutional receipts to the State 

Treasury, it is provided that each institution may open a clearing 
account in a local depository bank to which it deposits all receipts 
daily. 

3.12 Not less than every seven days, the Chief Business Officer shall 
make remittances to the State Treasury in the form of checks 
drawn on the clearing account except that a balance of not more 
than $500 may be maintained. 

3.13 The money deposited in the State Treasury shaU be paid out via 
State warrants. 

3. 2 Optionally, the component institutions may use local depository bank 
accounts instead of the special clearing accounts within the general 
requirements for deposits and transfers to the State Treasury, 

3, 3 Component institutions of The University of Texas System are authorized 
by the current appropriation bill to maintain Revolving Funds to facil­
itate the payment of nominal expenses and to pay bills within cash 
discount periods, 
3. 31 These revolving funds may be used for regular monthly payroUs 

as well as for weekly and special payroUs. 
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Sec. 2. Deposits with Institutional Business Office. 

2,1 Money received by all departments from all sources shall be deposited 
in the institutional business office using an official form. The deposits 
shall be daily U the receipts are $50 or more, and weekly even if the 
accumulation is less than $50. When cash is included, the deposit 
shall be made in person by a departmental representative to whom an 
official receipt is issued. 

2. 2 Cash overages or shortages should be reported at least monthly to 
the business office. Cash overages are deposited in the business 
office. 

2. 3 Petty cash funds for making change shall be provided only on approval 
of, and by arrangement of, the department with the institutional chief 
business officer. Petty cash funds from which disbursements wiU 
be made shall have the approval of the institutional head as well. 

Sec. 3. Deposits with the State Treasurer . 

3.1 The current appropriation bill requires that all cash receipts of the 
general academic teaching institutions be deposited in the State Trea ­
sury with the exception of those from auxiliary enterprises, nonlnstruc­
tional services, matriculation fees collected in lieu of student activity 
fees, agency and restr icted funds, endowment funds, student loan funds, 
and Constitutional College Building Amendment Funds. j 
3.11 To facilitate the transferring of institutional receipts to the State 

Treasury, it is provided that each institution may open a clearing 
account in a local depository bank to which it deposits all receipts 
daily. 

3.12 Not less than every seven days, the institutional business officer 
shall make remittances to the State Treasury in the form of checks 
drawn on the clearing account except that a balance of not more 
than $500 may be maintained. 

3.13 The money deposited in the State Treasury shall be paid out via 
State warrants. , 

3. 2 Optionally, the component institutions may use local depository bank 
accounts instead of the special clearing accounts within the general 
requirements for deposits and transfers to the State Treasury. 

3. 3 Component institutions of The University of Texas System are authorized 
by the current appropriation bill to maintain Revolving Funds to facil­
itate the payment of nominal expenses and to pay bills within cash 
discount periods. 
3. 31 These revolving funds may be used for regular monthly payrolls 

as well as for weekly and special payrolls. 



10 

2 . 2 C a s h o v e r a g e s a r e d e p o s i t e d in the b u s i n e s s off ice; no t a t i ons p e r t a i n i n j 
to c a s h o v e r o r s h o r t sha l l be inc luded on the depos i t f o r m . 

2 . 3 P e t t y c a s h funds for m a k i n g change sha l l be p r o v i d e d only on a p p r o v a l 
ofj and by a r r a n g e m e n t of, the d e p a r t m e n t wi th the i n s t i t u t i o n a l chief 
b u s i n e s s o f f i ce r . P e t t y c a s h funds f r o m which d i s b u r s e m e n t s wi l l be 
m a d e sha l l have the a p p r o v a l of the i n s t i t u t i o n a l head a s w e l l . 

S e c . 3 , D e p o s i t s wi th the State T r e a s u r e r , 

3 , I The c u r r e n t a p p r o p r i a t i o n b i l l r e q u i r e s tha t a l l c a s h r e c e i p t s at The 
U n i v e r s i t y of T e x a s at Aus t i n , The U n i v e r s i t y of T e x a s at E l P a s o , 
and The U n i v e r s i t y of T e x a s at Ar l i ng ton be d e p o s i t e d in the State 
T r e a s u r y wi th the excep t i on of t h o s e f r o m a u x i l i a r y e n t e r p r i s e s , 
n o n l n s t r u c t i o n a l s e r v i c e s , n n a t r i c u l a t i o n f ee s c o l l e c t e d In l ieu of 
s tuden t a c t i v i t y f e e s , a g e n c y and r e s t r i c t e d funds, endowm en t funds , 
s tuden t loan funds , and C o n s t i t u t i o n a l CoUege Bui ld ing Annendment 
F u n d s . 
3 . 11 To f a c i l i t a t e the t r a n s f e r r i n g of i n s t i t u t i o n a l r e c e i p t s to the 

Sta te T r e a s u r y , i t i s p r o v i d e d tha t e ach i n s t i t u t i o n m a y open 
a c l e a r i n g a c c o u n t in a loca l d e p o s i t o r y bank to which it 
d e p o s i t s a l l r e c e i p t s da i l y . 

3 . 12 Not l e s s than e v e r y five d a y s , the i n s t i t u t i o n a l b u s i n e s s 
o f f ice r sha l l m a k e r e m i t t a n c e s to the Sta te T r e a s u r y in 
the for in of c h e c k s d rawn on the c l e a r i n g a c c o u n t e x c e p t 
t ha t a b a l a n c e of not m o r e than $500 m a y be m a i n t a i n e d , 

3.13 The m o n e y d e p o s i t e d in the Sta te T r e a s u r y sha l l be pa id 
out v i a Sta te w a r r a n t s . 

3 . 2 Op t iona l ly , the c o m p o n e n t i n s t i t u t i o n s m a y use loca l d e p o s i t o r y 
bank a c c o u n t s i n s t e a d of the s p e c i a l c l e a r i n g a c c o u n t s wi th in the 
g e n e r a l r e q u i r e m e n t s fo r d e p o s i t s and t r a n s f e r s to the S ta te 
T r e a s u r y . 

3 . 3 C o m p o n e n t i n s t i t u t i o n s of The U n i v e r s i t y of T e x a s S y s t e m a r e 
a u t h o r i z e d by the c u r r e n t a p p r o p r i a t i o n bi l l to m a i n t a i n Revolv ing 
F u n d s to f a c i l i t a t e the p a y m e n t of n o m i n a l e x p e n s e s and to pay 
b i l l s wi th in c a s h d i s c o u n t p e r i o d s . 
3 .31 T h e s e r e v o l v i n g funds m a y be u s e d for r e g u l a r mon th ly 

p a y r o l l s a s we l l a s for week ly and s p e c i a l p a y r o l l s . 
3 . 3 2 D i s b u r s e n i e n t s f rom the r e v o l v i n g funds a r e r e i m b u r s e d 

f r o m s ta t e a p p r o p r i a t i o n s on c l a i m s fi led wi th the Sta te 
C o m p t r o l l e r u n d e r r e g u l a r l y p r e s c r i b e d p r o c e d u r e s . One 
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amount authorized by the Board of Regents, from funds appropriated 
by the Legislature to the parts of The University of Texas System 
for non-instructional salar ies and general operating expenses. The 
Comptroller is authorized to draw warrants against this Account 
based on vouchers submitted by The University of Texas System in 
payment of sa lar ies , maintenance, equipment or travel incident to 
the administration and supervision of the parts of The University of 
Texas System. The State Treasurer is hereby authorized and 
directed to pay warrants so issued against any funds except instruc­
tional salar ies appropriated by the Legislature to the parts of said 
University. 

3, 63 Appropriations to The University of Texas System and to any of 
the component units or par ts of The University of Texas System, 
except funds appropriated exclusively for sa lar ies , may also be 
used to reimburse any Revolving Fund operated for the benefit of 
one or more par ts of said University System, such as a motor 
pool for managing automotive vehicles authorized by this Act, an 
office supply or laboratory supply center, utility plants, or any 
other operation of a smilar nature established by authority of the 
Board of Regents of The University of Texas System, 

3. 64 Travel expense incurred by a person employed by one component 
unit of The University of Texas System in connection with service 
to another component unit may be reimbursed by the unit for 
which such services are performed, or proportionately U several 
units are involved. 

Sec. 4. Local Institutional Funds. 

4 .1 All local income, not required to be deposited in the State Treasury, 
must by law be depostied in official depository banks for safekeeping, 

4 . 1 1 Depos i tory agreements wi th o f f i c i a l depos i t o ry 
banks s h a l l be n e g o t i a t e d , as n e c e s s a r y , by t h e 
System Comptrol ler wi th t h o s e banks approved by 
t h e Board of Regents and in accordance wi th t h e 
then c u r r e n t p o l i c i e s o t t he Board. Such d e p o s i ­
t o r y agreements s h a l l be executed by the Chairman 
of the Board of Regents , 

4 .12 Requests for a u t h o r i z e d s i g n a t u r e s , or changes 
t h e r e t o , for bank accounts mainta ined in a l l 
d e p o s i t o r y banks , s h a l l be forwarded t o t h e System 
Comptro l le r , who, a f t e r review and approva l , s h a l l 
r e f e r such r e q u e s t s t o the Deputy Chancel lor for 
n o t i f i c a t i o n of t h e banks concerned. 

4. 2 Depository banks selected shall furnish adequate surety bonds or secur i ­
ties to assure safety of these funds. Local funds shall be deposited in 
the depository banks as soon as possible, but in no event later than 
seven days from the datet)f collection. Demand deposits and time 
deposits will be maintained in accordance with the current policies of 
the Board of Regents. 



3. 53 Appropriat ions to The University of Texas System and to any of 
the component units or pa r t s of The University of Texas Sys tem, 
except funds appropr ia ted exclusively for sa la r i e s , may also be 
used to r e i m b u r s e any Revolving Fund operated for the benefit 
of one or m o r e p a r t s of said University System, such as a 
motor pool for managing automotive vehicles authorized by this 
Act, an office supply or labora tory supply center , utility plants , 
or any other operat ion of a s imi lar na ture es tabl ished by 
authori ty of the Board of Regents of The University of Texas 
Svstcnn, 

^ I 
3. 54 Trave l expense incu r red by a pe r son ennployed by one component 

unit of The Universi ty of Texas System in connection with se rv ice 
to another component unit nnay be r e imbursed by the unit for which 
such se rv ices a r e performed, or proport ionately if several units 
a r e involved. 

Sec. 4, Local Inst i tut ional Funds , 

4,1 All local income, not requi red to be deposited in the State Treasury, 
mus t by law be deposited in official depository banks for safekeeping, 
4. II Depository agreennents with official depository banks shall 

be negotiated, as necessa ry , by the Vice-Chancel lor for 
Bus iness Affairs or his delegate with those banks approved 
by the Board of Regents and in accordance with the then cur ren t 
policies of the Board, Such depository ag reemen t s shall 
be submitted through the Chancellor to the Board of Regents 
for approval , I 

4. 12 Reques ts for authorized s ignatures , or changes the re to , 
for bank accounts maintained in all depository banks, 
shall be forwarded to the System Comptro l le r , who shall 
re fe r such reques t s to the Chancellor for approval and 
notification of the banks concerned. j 

4. 2 Depository banks selected shall furnish adequate surety bonds or secur ­
i t ies to a s s u r e safety of these funds. Local funds shall be deposited in 
the deposi tory banks as soon as possible , but in no event la ter than seven 
days f rom the date of collection. The ra t io between demand deposits 
and t ime deposi ts will be maintained in accordance with the cur ren t 
policies of the Board of Regents. 

4 .3 The Board of Regents and the insti tutional heads may not, by law, 
borrow money from any person, f i rm, or corporat ion to be repaid 
from local funds except as specifically authorized by the Legis la ture , 



voucher and one war ran t may cover a number of c la ims 
for this purpose . Re imbursement clainns mus t mee t the 
same requ i r emen t s as other c la ims against state appro­
p r i a t i ons . Each component institution shall p repa re a 
r e i m b u r s e m e n t claim as of the close of bus iness on the 
las t day of each month or more often as may be expedient -
to avoid nnaintaining large revolving funds, . 

3 . 33 The Board of Regents shall determine the amounts of the 
revolving funds and shall designate a depository bank for each 
such fund, specifying pe r sons authorized to sign checks 
drawn on such funds. Depository banks shall secure r e ­
volving fund deposi ts a s provided by law, : 

3 ,4 Under the cu r r en t appropriat ion bill , any money deposited into the 
State T r e a s u r y which is subject to refund as provided by law shall 
be refunded fronn the fund into which such money was deposited. 

3, 5 Centra l Serv ices Accounts and Special Revolving Fund Accounts 
(Service Departnnents). Under the cu r ren t appropriat ion bill: 

3, 51 The Board of Regents of The University of Texas Systeni nnay 
ennploy pe r sons to se rve two (2) or more pa r t s of The University 
of Texas System jointly and to pay their sa l a r i e s in whole or in 
pa r t f rom the appropr ia t ions made there in to any component 
unit of TTne University of Texas System. [ 

3. 52 The Board of Regents of TheUniversi ty of Texas System is 
author ized to es tabl ish The University of Texas System Central 
Serv ices Accounts from which sa la r i e s and expenses for the 
adminis t ra t ion , supervision, and operation of pa r t s of The 
Universi ty may be paid to and to r equ i re the pa r t s of The 
University System, and including any agency which may be 
placed xinder the adminis t ra t ion of the Board of Regents of The 
University of Texas System by law to pay into this account 
f rom any local fees or funds or from moneys appropr ia ted by 
the Leg is la tu re , their proport ionate sha r e s as de termined by 
the Board of Regents of The University of Texas System for 
the expense and adminis t ra t ion of said University. The 
Comptro l le r of Public Accounts is authorized to set up an account 
with the above caption and to deposit in said account funds to the 
annount authorized by the Board of Regents , from funds appro­
p r i a t ed by the Legis la ture to the pa r t s of The University of 
Texas System for non- ins t ruct ional s a l a r i e s and general 
operat ing expenses . The Comptrol ler is authorized to draw 
w a r r a n t s against this Account based on vouchers subnnitted by 
The Universi ty of Texas in payment of s a l a r i e s , maintenance, 
equipment or t r ave l incident to the adminis t ra t ion and super­
vision of the pa r t s of The University of Texas System. The 
State T r e a s u r e r is hereby authorized and di rected to pay 
w a r r a n t s so i ssued against any funds except instruct ional sa la r i e s 
appropr ia ted by the Legis la ture to the pa r t s of said University. 
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v o u c h o r and one w a r r a n t m a y c o v e r a n u m b e r of c l a i m s 
for t h i s p u r p o s e . R e i m b u r s e m e n t c l a i m s m u s t m e e t the 
s a m e r e q u i r e m e n t s a s o the r c l a i m s a g a i n s t s t a t e a p p r o ­
p r i a t i o n s . E a c h componen t i n s t i t u t i on sha l l p r e p a r e a 
r e i m b u r s e n n e n t c l a i m a s of the c l o s e of b u s i n e s s on the 
l a s t day of e a c h m o n t h or i n o r e often a s m a y be exped i en t 
to avoid m a i n t a i n i n g l a r g e r e v o l v i n g funds , | 

3 . 33 The B o a r d of R e g e n t s sha l l d e t e r m i n e the a m o u n t s of the 
r e v o l v i n g funds and sha l l d e s i g n a t e a d e p o s i t o r y bank for e a c h 
such fund, spec i fy ing p e r s o n s a u t h o r i z e d to s ign c h e c k s 
d r a w n on such funds . D e p o s i t o r y banks sha l l s e c u r e r e ­
vo lv ing fund d e p o s i t s a s p r o v i d e d by law. j 

3 . 4 Under the c u r r e n t a p p r o p r i a t i o n b i l l , any m o n e y d e p o s i t e d into the 
S ta te T r e a s u r y wh ich i s sub jec t to refund a s p r o v i d e d by law sha l l 
be re funded f rom the fund into which such m o n e y w a s d e p o s i t e d . 

S e c . 4, L o c a l I n s t i t u t i o n a l Fund: 

4 , 1 All loca l i n c o m e , not r e q u i r e d to be d e p o s i t e d in the State T r e a s u r y , 
m u s t by law be d e p o s i t e d in off icial d e p o s i t o r y b a n k s for s a f e k e e p i n g . 
4 . 11 D e p o s i t o r y a g r e e m e n t s wi th off icial d e p o s i t o r y b a n k s sha l l 

be nego t i a t ed , a s n e c e s s a r y , by the V i c e - C h a n c e l l o r for 
B u s i n e s s Af f a i r s or h i s de l ega t e wi th those banks a p p r o v e d 
by the B o a r d of R e g e n t s and in a c c o r d a n c e wi th the then c u r r e n t 
p o l i c i e s of the B o a r d , Such d e p o s i t o r y a g r e e m e n t s sha l l 
be s u b m i t t e d t h r o u g h the C h a n c e l l o r to the B o a r d of R e g e n t s 
for a p p r o v a l . | 
R e q u e s t s for a u t h o r i z e d s i g n a t u r e s , o r c h a n g e s t h e r e t o , 
for bank a c c o u n t s m a i n t a i n e d in a l l d e p o s i t o r y b a n k s , 
sha l l be f o r w a r d e d to the S y s t e m C o i n p t r o l l e r , who sha l l 
r e f e r such r e q u e s t s to the C h a n c e l l o r for a p p r o v a l and 
not i f ica t ion of the b a n k s c o n c e r n e d . j 

4 . i; 

4 , 2 D e p o s i t o r y b a n k s s e l e c t e d sha l l f u rn i sh a d e q u a t e s u r e t y bonds o r 
s e c u r i t i e s to a s s u r e sa fe ty of t h e s e funds . L o c a l funds sha l l be 
d e p o s i t e d in the d e p o s i t o r y b a n k s a s soon a s p o s s i b l e , but in no 
even t l a t e r than five days f r o m the date of c o l l e c t i o n . The r a t i o 
b e t w e e n d e m a n d d e p o s i t s and t i m e d e p o s i t s wi l l be m a i n t a i n e d in 
a c c o r d a n c e Vw-ith the c u r r e n t p o l i c i e s of the B o a r d of R e g e n t s , 

4 , 3 The B o a r d of R e g e n t s and the i n s t i t u t i ona l h e a d s m a y nol , by law, 
b o r r o w m o n e y f r o m any p e r s o n , f i r m , o r c o r p o r a t i o n to be r e p a i d 
f r o m loca l funds e x c e p t a s s p e c i f i c a l l y a u t h o r i z e d by the L e g i s l a t u r e . 
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3. 32 Disbursements from the revolving funds are reimbursed from state 
appropriations on claims fUed with the State Comptroller under 
regularly prescribed procedures. One voucher and one warrant 
may cover a number of claims for this purpose. Reimbursement 
claims must meet the same requirements as other claims against 
state appropriations. Each component institution shall prepare 
a reimbursement claim as of the close of business on the last 
day of each month or more often as may be expedient to avoid 
maintaining large revolving funds, 

3. 33 The Board of Regents shall determine the amounts of the revolving 
funds and shall designate a depository bank for each such fund, 
specUying persons authorized to sign checks drawn on such funds. 
Depository banks shall secure revolving fund deposits as provided 
by law. 

3,4 Under the current appropriation bill, any money deposited into the State 
Treasury which is subject to refund as provided by law shall be refunded 
from the fund into which such money was deposited. 

3. 5 The current appropriation act provides correction procedures should 
clerical or bookkeeping errors result in any moneys being deposited or 
cleared into incorrect funds in the State Treasury. Such erroneously 
deposited or cleared moneys may be transferred to the correct fund 
or trust and suspense account within the State Treasury upon request 
of the component institution with the concurrence of the State Comptroller 
and the State Auditor. 

3. 6 Central Services Accounts and Special Revolving Fund Accounts (Ser­
vice Departments). Under the current appropriation bill: 
3. 61 The Board of Regents of The University of Texas System may 

employ persons to serve two (2) or more parts of The University 
of Texas System jointly and to pay their salaries in whole or in 
part from the appropriations made therein to any component unit 
of The University of Texas System. 

3, 62 The Board of Regents of The University of Texas System is auth­
orized to establish The University of Texas System Central Services 
Accounts from which salaries and expenses for the administration, 
supervision, and operation of parts of The University may be paid 
to and to require the parts of The University System, and including 
any agency which may be placed under the administration of the 
Board of Regents of The University of Texas System by law to pay 
into this account from any local fees or fvmds or from moneys 
appropriated by the Legislature, their proportionate shares as 
determined by the Board of Regents of The University of Texas 
System for the expense and administration of said University. The 
Comptroller of Public Accounts is authorized to set up an account 
with the above caption and to deposit in said account funds to the 
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Sec. 5. Charge S a l e s , - - T h e Universi ty of Texas System is not allowed, by law, 
to sel l p roper ty or se rv ice on credi t . 

^^^' 6- Sales to U . T . E m p l o y e e s . - - S a l e s of surplus equipment may be made to 
employees of The Universi ty of Texas System or of any of i t s component 
ins t i tu t ions only after authorizat ion by the Board of Regents through docket 
approva l . 

Sec. 7, Vouchers for Expendi tu res . 

7, I At The Universi ty of Texas at Austin, vouchers for d i sbursement of 
funds shall be p repa red in the depar tmenta l offices of the inst i tut ion. 
Such vouchers shall be signed by the head of the depar tment , or 
someone recommended by him in widting and appointed by the 
Chancel lor , and such vouchers shall be approved by an authorized 
pe r son in the Audi tor ' s Office. 

7 .2 At the other component Insti tutions, vouchers shall be p repared , 
where poss ib le , in the bus iness offices, and all vouchers shall be 
approved by the insti tutional chief bus iness officer or some person 
to whom he may delegate such authori ty . 

7 .3 Vouchers shall be p repa red on p re sc r ibed State of Texas Purchase 
Voucher F o r m adapted for inst i tut ional use . 

7 .4 Vouchers a r e to be coded in the bus iness offices within the approved 
expenditure codes and, if payable by war ran t from the State T r e a s u r e r , 
with the proper expenditure classif icat ions furnished by the State 
Compt ro l l e r , 

7. 5 If two or m o r e invoices from the same vendor and chargeable to the 
same account a r e to be paid, payment may be by one voucher , even 
though covered by m o r e than one requisi t ion and /o r purchase order 
except: 
7,51 Separate voi 'xhers shall be p repared for contract and noncontract 

invoices on purchases through the Board of Control . 
7. 52 Separate vouchers shall be p repa red for invoices for purchases 

made through the Purchas ing Division and Pr in t ing Division of 
the Board of Control . 

7 ,6 Cash discounts and c red i t s sht'̂ Tl be shown in full on the vouchers and 
shall include _the a.mount and number of the invoice, l e ss discount or 
other c r ed i t s , and the net amount. Explanations shall be made for all 
deductions. 
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amount authorized by the Board of Regents, from funds appropriated 
by the Legislature to the parts of The University of Texas System 
for non-instructional salar ies and general operating expenses. The 
ComptroUer is authorized to draw warrants against this Account 
based on vouchers submitted by The University of Texas System in 
payment of sa lar ies , maintenance, equipment or travel incident to 
the administration and supervision of the parts of The University of 
Texas System. The State Treasurer is hereby authorized and 
directed to pay warrants so issued against any funds except instruc­
tional salar ies appropriated by the Legislature to the parts of said 
University. 

3. 63 Appropriations to The University of Texas System and to any of 
the component units or par ts of The University of Texas System, 
except funds appropriated exclusively for sa lar ies , may also be 
used to reimburse any Revolving Fund operated for the benefit of 
one or more par ts of said University System, such as a motor 
pool for managing automotive vehicles authorized by this Act, an 
office supply or laboratory supply center, utility plants, or any 
other operation of a smilar nature established by authority of the 
Board of Regents of The University of Texas System. 

3. 64 Travel expense incurred by a person employed by one component 
unit of The University of Texas System in connection with service 
to another component unit may be reimbursed by the unit for 
which such services are performed, or proportionately U several 
units are involved. 

Sec. 4. Local Institutional Funds. 

4 .1 All local income, not required to be deposited in the State Treasury, 
must by law be depostied in official depository banks for safekeeping. 

4.11 Depository agreements with official depository banks shall 
be negotiated, as necessary, by the Deputy Chancellor or his 
delegate with those banks approved by the Board of Regents and 
in accordance with the then current poUcies of the Board, Siich 
depository agreements shall be executed by the Chairman of the 
Board of Regents. 

4.12 Requests for authorized signatures, or changes thereto, for 
bank accounts maintained in all depository banks, shall be 
forwarded to the System Comptroller, who shaU refer such 
requests to the Deputy ChanceUor for approval and notUication 
of the banks concerned. 

4. 2 Depository banks selected shall furnish adequate surety bonds or securi­
ties to assure safety of these funds. Local funds shall be deposited in 
the depository banks as soon as possible, but in no event later than 
seven days from the date of collection. Demand deposits and time 
deposits will be maintained in accordance with the current poUcies of 
the Board of Regents. 
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amount authorized by the Board of Regents, from funds appropriated 
by the Legislature to the parts of The University of Texas System 
for non-instructional salaries and general operating expenses. The 
ComptroUer is authorized to draw warrants against this Account 
based on vouchers submitted by The University of Texas System in 
payment of salaries, maintenance, equipment or travel incident to 
the administration and supervision of the parts of The University of 
Texas System. The State Treasurer is hereby authorized and 
directed to pay warrants so issued against any funds except instruc­
tional salaries appropriated by the Legislature to the parts of said 
University. 

3. 63 Appropriations to The University of Texas System and to any of 
the component imits or parts of The University of Texas System, 
except funds appropriated exclusively for salaries, may also be 
used to reimburse any Revolving Fund operated for the benefit of 
one or more parts of said University System, such as a motor 
pool for managing automotive vehicles authorized by this Act, an 
office supply or laboratory supply center, utility plants, or any 
other operation of a smilar nature established by authority of the 
Board of Regents of The University of Texas System. 

3. 64 Travel expense incurred by a person employed by one component 
unit of The University of Texas System in connection with service 
to another coxaponQnt unit may be reimbursed by the unit for 
which such services are performed, or proportionately U several 
units are involved. 

Sec, 4. Local Institutional Funds. 

4.1 All local income, not required to be deposited in the State Treasury, 
must by law be depostied in official depository banks for safekeeping. 

4.11 Depository agreements with official depository banks shall 
be negotiated, as necessary, by the Deputy Chancellor for 
Administration or his delegate with those banks approved by 
the Board of Regents and in accordance with the then current 
policies of the Board. Such depository agreements shall be 
executed by the Chairman of the Board of Regents. 

4.12 Requests for authorized signatures, or changes thereto, for 
bank accounts maintained in all depository banks, shall be 
forwarded to the System ComptroUer, who shaU refer such 
requests to the Deputy Chancellor for Administration for 
approval and notUication of the banks concerned. 

4, 2 Depository banks selected shall furnish adequate surety bonds or securi­
ties to assure safety of these funds. Local funds shall be deposited in 
the depository banks as soon as possible, but in no event later than 
seven days from the date of collection. Demand deposits and time 
deposits will be maintained in accordance with the current policies of 
the Board of Regents. 
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amount authorized by the Board of Regents, from funds appropriated 
by the Legislature to the parts of The University of Texas System 
for non-instructional salar ies and general operating expenses. The 
Comptroller is authorized to draw warrants against this Account 
based on vouchers submitted by The University of Texas System in 
payment of sa lar ies , maintenance, equipment or travel incident to 
the administration and supervision of the parts of The University of 
Texas System, The State Treasurer is hereby authorized and 
directed to pay warrants so issued against any funds except instruc­
tional sa lar ies appropriated by the Legislature to the parts of said 
University. 

3, 63 Appropriations to The University of Texas System and to any of 
the component units or parts of The University of Texas System, 
except funds appropriated exclusively for sa lar ies , may also be 
used to reimburse any Revolving Fund operated for the benefit of 
one or more par ts of said University System, such as a motor 
pool for managing automotive vehicles authorized by this Act, an 
office supply or laboratory supply center, utiUty plants, or any 
other operation of a smila" nature established by authority of the 
Board of Regents of The University of Texas System. 

3, 64 Travel expense incurred by a person employed by one component 
unit of The University of Texas System in connection with service 
to another component unit may be reimbursed by the unit for 
which such services a re performed, or proportionately U several 
units are involved. 

Sec. 4, Local Institutional Funds. 

4 .1 All local income, not required to be deposited in the State Treasury, 
must by law be depostied in official depository banks for safekeeping. 

4.11 Depository agreements with official depository banks shall 
be negotiated, as necessary, by the Deputy Chancellor for 
Administration or his delegate with those banks approved by 
the Board of Regents and in accordance with the then current 
policies of the Board. Such depository agreements shall be 
executed by the Chairman of the Board of Regents. 

4.12 Requests for authorized signatures, or changes thereto, for 
bank accounts maintained in all depository banks, shall be 
forwarded to the System Comptroller, who shaU refer such 
requests to the Deputy Chancellor for Administration for 
approval and notUication of the banks concerned. 

4, 2 Depository banks selected shall furnish adequate surety bonds or secu­
r i t ies to assure safety of these funds. Local funds shall be deposited 
in the depository banks as soon as possible, but in no event later than 
seven days from the date of collection. The ratio between demand 
deposits and time deposits will be maintained in accordance with the 
current policies of the Board of Regents. 
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£Uiiount authorized by the Board of Regents, from funds appropriated 
by the Legislature to the parts of The University of Texas System 
for non-instructional salaries and general operating expenses. The 
Comptroller is authorized to draw warrants against this Accoimt 
based on vouchers submitted by The University of Texas System in 
payment of salaries, maintenance, equipment or travel incident to 
the admimstration and supervision of the parts of The University of 
Texas System. The State Treasurer is hereby authorized and 
directed to pay warrants so issued against any funds except instruc­
tional salaries appropriated by the Legislature to the parts of said 
University, 

3. 63 Appropriations to The University of Texas System and to any of 
the component units or parts of The University of Texas System, 
except funds appropriated exclusively for salaries, may also be 
used to reimburse any Revolving Fund operated for the benefit of 
one or more parts of said University System, such as a motor 
pool for managing automotive vehicles authorized by this Act, an 
office supply or laboratory supply center, utility plants, or any 
other operation of a smUar nature established by authority of the 
Board of Regents of The University of Texas System. 

3.64 Travel expense incurred by a person employed by one component 
unit of The University of Texas System in connection with service 
to another component unit may be reimbursed by the unit for 
which such services are performed, or proportionately U several 
units are involved. 

Sec. 4. Local Institutional Funds. 

4.1 All local Income, not required to be deposited in the State Treasury, 
must by law be depostied in official depository banks for safekeeping. 
4.11 Depository agreements with official depository banks shall be 

negotiated, as necessary, by the Executive Vice-Chancellor for 
Fiscal Affairs or his delegate with those banks approved by the 
Board of Regents and in accordance with the then current policies 
of the Board. Such depository agreements shaU be executed by 
the Chairman of the Board of Regents, 

4.12 Requests for authorized signatures, or changes thereto, for 
bank accounts maintained in all depository banks, shall be for­
warded to the System Comptroller, who shall refer such requests 
to the Executive Vice-Chancellor for Fiscal Affairs for approval 
and notfication of the banks concerned. 

4, 2 Depository banks selected shall furnish adequate surety bonds or secu­
rities to assure safety of these funds. Local funds shall be deposited 
in the depository banks as soon as possible, but in no event later than 
seven days from the date of collection. The ratio between demand 
deposits and time deposits will be maintained in accordance with the 
current policies of the Board of Regents. 
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7 . 7 A r e d " R u s h - D i s c o u n t " tag sha l l be a t t a c h e d to the face of the v o u c h e r 
and , in such c a s e s , t hey s h a l l be h a n d l e d s e p a r a t e l y f r o m o t h e r v o u c h e r s 
in the b u s i n e s s of f ice . 

S e c . 8, V o u c h e r s P a y a b l e f r o m Sta te F u n d s (All funds on d e p o s i t in Sta te T r e a s u r y ) 

8 .1 When m a t e r i a l s , s u p p l i e s and o t h e r i t e m s a r e p u r c h a s e d t h r o u g h the 
B o a r d of C o n t r o l , the o r i g i n a l copy of the p r e s c r i b e d p u r c h a s e v o u c h e r 
f o r m (or the a t t a c h e d i nvo i ce ) m u s t i nc lude a s igned c e r t i f i c a t i o n by the 
v e n d o r in the f o r m i n d i c a t e d be low: 

C E R T I F I C A T I O N 
I , ^ ^ _ _ _ ^____ > ^ ° h e r e b y c e r t i f y t ha t I a m 

(Ti t l e of p e r s o n ce r t i f y ing ) 
m a k e t h i s c e r t i f i c a t i o n for and on behalf of 

, and t ha t I a m duly a u t h o r i z e d to 

(Name of p a y e e 
, I f u r t h e r ce r t i fy tha t the a t t a c h e d 

c o m p a n y / c l a i m a n t ) 
i n v o i c e i s c o r r e c t and t ha t i t c o r r e s p o n d s in e v e r y p a r t i c u l a r wi th the 
s u p p l i e s a n d / o r s e r v i c e s c o n t r a c t e d f o r . I f u r t h e r ce r t i fy t ha t the 
a c c o u n t i s t r u e , c o r r e c t , and u n p a i d . 

(S igna tu re ) 

8 . 2 The Sta te C o m p t r o l l e r h a s i n d i c a t e d t ha t v o u c h e r s c o v e r i n g c e r t a i n c l a i m S ; 
a u t h o r i z e d u n d e r s t a t u t e s not a m e n d e d by S, B . Ill and H. B, 362, 60th 
L e g i s l a t u r e , wi l l s t i l l r e q u i r e a f f idav i t s r a t h e r than the c e r t i f i c a t i o n set 
f o r t h a b o v e . 

S e c . 9- V o u c h e r s P a y a b l e f r o m L o c a l F u n d s (All funds not on d e p o s i t in State T r e a s u r y ) , 
V o u c h e r s p a y a b l e f r o m l o c a l funds g e n e r a l l y sha l l be sub jec t to the s a m e r e q u i r e ­
m e n t s a s v o u c h e r s p a y a b l e f r o m funds in the Sta te T r e a s u r y . 

S e c . 10. O u t s t a n d i n g C h e c k s . 

10.1 O u t s t a n d i n g c h e c k s s!iall be c a r r i e d on the off ic ial a ccoun t ing r e c o r d s 
for the two f i s c a l y e a r s fo l lowing the y e a r in wh ich they a r e i s s u e d , 
( E x a m p l e : if i s s u e d in 1964-65 , they would be c a r r i e d t h r o u g h Augus t 31, 
1967.) T h o s e s t i l l o u t s t a n d i n g a t the end of the second f i s c a l y e a r a f t e r 
i s s u e sha l l be c a n c e l l e d and w r i t t e n off the off icial a c c o u n t i n g r e c o r d s . 

10.2 E a c h b u s i n e s s office i s e x p e c t e d to m a k e d i l igen t effor t to m i n i m i z e the 
n u m b e r of such o u t s t a n d i n g c h e c k s . 



AO^^^OA^ V ^ / 7 W . 
14 

4. 3 The Board of Regents and the institutional heads may not, by law, borrow 
money from any person, firm, or corporation to be repaid from local 
funds except as specUicaUy authorized by the Legislature, 

4,4 Interest on Time Deposits, --As permitted by statute, interest received 
from depository banks for funds on time deposit shall be credited to 
appropriate accounts in either general funds or t rust funds in relation­
ship to the sources of balances on time deposit, provided that disposition 
of such earning was not specified by the grantor. Interest received 
from Current Restricted funds (Trust Funds) time deposits shall be 
subject to further appropriation or transfer by the Board of Regents 
for any lawful purpose. 

Sec. 5. Sales to U. T. Employees. —Sales of surplus equipment may be made to 
employees of The University of Texas System or of any of its component 
institutions only after authorization by the Board of Regents through docket 
approval. 

Sec. 6. Vouchers for Expenditures. 

6 .1 Properly approved and fully supported vouchers are the authorization 
for cash disbursements. 
6. 11 The Chairman of the Board of Regents or his delegate or the 

Chief Administrative Officer or his delegate must approve 
all vouchers. One of these delegates shall be the Chief 
Business Officer who shall select the other delegates from 
his staff. Such approval is based upon satisfactory support­
ing documentation evidencing that goods or services were 
properly ordered, that the vendor has submitted invoice 
and certUication, and that the goods or services have been 
received by the institution and are acceptable to the requisi­
tioning department. 

6. 2 Appropriate internal accounting controls shall be exercised over the 
vouchering and disbursement procedures. 
6. 21 To the extent that centralized receiving facilities a re available, 

deUvery of all purchased supplies, mater ia ls , and equipment 
should be received at a centralized location under the direction 
of the Chief Business Officer. 

6. 22 Vouchers should be prepared centrally in the business offices of 
those component institutions having centralized receiving opera­
tions. 

6. 3 Vouchers are to be coded in the business offices within the approved 
expenditure codes, and if payable by warrant from the State Treasurer , 
with the proper expenditure classUications furnished by the State Comp­
trol ler . 
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4, 3 The Board of Regents and the institutional heads may not, by law, borrow 
money from any person, firm, or corporation to be repaid from local 
funds except as specUicaUy authorized by the Legislature, 

4, 4 Interest on Time Deposits. --As permitted by statute, interest received 
from depository banks for funds on time deposit shall be credited to 
appropriate accounts in either general funds or trust funds in relation­
ship to the sources of balances on time deposit, provided that disposition 
of such earning was not specified by the grantor. Interest received 
from Current Restricted funds (Trust Funds) time deposits shall be 
subject to further appropriation or transfer by the Board of Regents 
for any lawful purpose. 

Sec, 5. Sales to U. T. Employees. --Sales of surplus equipment may be made to 
employees of The University of Texas System or of any of its component 
institutions only after authorization by the Board of Regents through docket 
approval. 

Sec. 6. Vouchers for Expenditures. 

6, 1 Properly approved and fully supported vouchers are the authorization 
for cash disbursements. 
6.11 The Chairman of the Board of Regents or his delegate must 

approve all vouchers. One of these delegates shall be the Chief 
Business Officer who shall recommend the other delegates from 
his staff. Such approval is based upon satisfactory supporting 
documentation evidencing that goods or services were properly 
ordered, that the vendor has submitted invoice and certUication, 
and that the goods or services have been received by the institu­
tion and are acceptable to the requisitioning department. 

6. 2 Appropriate internal accounting controls shall be exercised over the 
vouchering and disbursement procedures. 
6. 21 To the extent that centralized receiving facilities are available, 

deUvery of all purchased supplies, materials, and equipment 
should be received at a centralized location under the direction 
of the Chief Business Officer. 

6. 22 Vouchers should be prepared centrally in the business offices of 
those component institutions having centralized receiving opera­
tions, 

6. 3 Vouchers are to be coded in the business offices within the approved 
expenditure codes, and if payable by warrant from the State Treasurer, 
with the proper expenditure classUications furnished by the State Comp­
troUer. 
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4.3 The Board of Regents and the institutional heads may not, by law, borrow 
money from any person, firm, or corporation to be repaid from local 
funds except as specifically authorized by the Legislature. 

4.4 Interest on Time Deposits. --As permitted by statute, interest received 
from depository banks for funds on time deposit shall be credited to 
appropriate accounts in either general funds or trust funds in relation­
ship to the sources of balances on time deposit, provided that disposition 
of such earning was not specified by the grantor. Interest received 
from Current Restricted funds (Trust Funds) time deposits shall be 
subject to further appropriation or transfer by the Board of Regents 
for any lawful purpose. 

Sec. 5. Sales to U. T. Employees. —Sales of surplus equipment may be made to 
employees of The University of Texas System or of any of its component 
institutions only after authorization by the Board of Regents throi^h docket 
approval. 

Sec. 6. Vouchers for Expenditures. 

6.1 Properly approved and fully supported vouchers are the authorization 
for cash disbursements. 
6.11 The Chairman of the Board of Regents or his delegate or the 

institutional head or his delegate must approve all vouchers. 
One of these delegates shall be the chief business officer who 
shall recommend the other delegates from his staff. Such 
approval is based upon satisfactory supporting documentation 
evidencing that goods or services were properly ordered, that 
the vendor has submitted invoice and certification, and that the 
goods or services have been received by the institution and are 
acceptable to the requisitioning department, 

6. 2 Maximum internal accounting controls should be exercised over the 
vouchering and disbursement procedures. 
6, 21 To the extent that centralized receiving facilities are available, 

delivery of all purchased supplies, materials, and equipment 
should be received at a centralized location under the direction 
of the institutional chief business officer. 

6, 22 Vouchers should be prepared centrally in the business offices 
of those component institutions having centralized receiving 
operations. 

6, 3 Vouchers are to be coded in the business offices within the approved 
expenditure codes, and if payable by warrant from the State Treasurer, 
with the proper expenditure classUications furnished by the State Comp­
troller. 
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c, 11, I n s t i t u t i o n a l M e m b e r s h i p D u e s . - - F u n d s of The U n i v e r s i t y of T e x a s S y s t e m m a y 
be u s e d to pay m e m b e r s h i p f e e s only in e d u c a t i o n a l , s c i e n t i f i c , o r o t h e r a s s o c i a ­
t i o n s in which the Sys t em, - o r a c o m p o n e n t i n s t i t u t i o n the reof , i s an i n s t i t u t i o n a l 
m e m b e r , wi th i n i t i a l m e n n b e r s h i p s a p p r o v e d by the i n s t i t u t i o n a l h e a d s and the 
C h a n c e l l o r , 

S e c . 12, P a y r o l l s . 

12.1 T h e r e a r e t h r e e g e n e r a l t y p e s of p a y r o l l s , t h o s e for (I) r e g u l a r s a l a r i e d 
e m p l o y e e s ; (2) w e e k l y s a l a r i e d e m p l o y e e s ; and (3) h o u r l y s a l a r i e d .employees , 

12.2 At The U n i v e r s i t y of T e x a s a t Aus t i n , p a y r o l l s for a l l r e g u l a r s a l a r i e d 
e m p l o y e e s , e x c e p t t h o s e for A u x i l i a r y E n t e r p r i s e s , sha l l be p r e p a r e d 
in the Payj-oLl D iv i s ion of the A u d i t o r ' s Office and a p p r o v e d by the 
A u d i t o r or A s s i s t a n t A u d i t o r , 
12.21 V o u c h e r s and p a y r o l l s for w e e k l y and h o u r l y e m p l o y e e s , and 

r e g u l a r s a l a r i e d e m p l o y e e s in A u x i l i a r y E n t e r p r i s e s , sha l l 
be p r e p a r e d in t r i p l i c a t e on p r o p e r f o r m s by the d e p a r t m e r i t 
c o n c e r n e d . T h e y sha l l be a p p r o v e d by the head of the d e p a r t ­
m e n t , o r s o m e o n e a u t h o r i z e d to s ign for hi in , and sha l l 
i nc lude the nan ie of the p a y e e , a c c u r a t e c a l c u l a t i o n s of pay, 
a s we l l a s the a c c o u n t to wh ich c h a r g e i s m a d e . 

12, 22 T h o s e c o v e r e d by W o r k m e n ' s C o n i p e n s a t i o n I n s u r a n c e sha l l 
be so i n d i c a t e d . 

12.23 Two c o p i e s sha l l be t r a n s m i t t e d to the P a y r o l l Div i s ion for 
p r o c e s s i n g and for a p p r o v a l by the Aud i to r or A s s i s t a n t A u d i t o r , 

12.3 At the o t h e r con iponen t i n s t i t u t i o n s , a l l p a y r o l l s sha l l be p r e p a r e d in 
the b u s i n e s s office f r o m r e g u l a r b u d g e t s , a p p o i n t m e n t f o r m s and 
l e t t e r s , t i m e c a r d s , e t c . , and a p p r o v e d by the chief b u s i n e s s off icer 
o r a p e r s o n d e s i g n a t e d by h i m . 

12.4 If p a y m e n t for r e g u l a r s a l a r i e d e m p l o y e e s Is for l e s s than a nnonth, 
the s a l a r y sha l l be f igu red p r o p o r t i o n a t e l y on the a c t u a l n u m b e r of 
d a y s in a g iven irionth, e , g. , 28 , 30, 31. 

12.5 Deduc t ions for i n c o m e t ax , t e a c h e r and e m p l o y e e r e t i r e m e n t , and 
s o c i a l s e c u r i t y , a s we l l a s g r o u p Life i n s u r a n c e , a u t h o r i z e d h e a l t h 
i n s u r a n c e , t ax - s h e l t e r e d a n n u i t i e s , and s a v i n g s b o n d s , a r e m a d e 
w h e r e a p p l i c a b l e on a l l pa .y ro l l s , 

12B 6 D a t e s for d i s t r i b u t i o n of s a l a r y c h e c k s v a r y a t the c o m p o n e n t i n s t i ­
t u t i o n s and v;ill be a n n o u n c e d by the r e s p e c t i v e b u s i n e s s o f f i ces , ' 
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As amended 1/26/73 

6. 4 If two or more invoices from the same vendor are to be paid, payment 
may be by one voucher, even though covered by more than one requisi­
tion and/or purchase order except: 
6. 41 Separate vouchers shall be prepared for contract and noncontract 

invoices on purchases through the Board of Control. 
6. 42 Separate vouchers shall be prepared for invoices for purchases 

made through the Purchasing Division and Printing Divison of 
the Board of Control. 

Sec, 7. Cash Discounts.—The accounting procedures should be designed to assure 
realization of advantageous cash discounts allowed by vendors. 

Sec. 8. Vouchers Payable from State Funds (AU funds on deposit in State 
Treasury) 
In accordance with the statutes, all payment from funds in the State 
Treasury shall be on voucher forms as prescribed by the State 
Comptroller, Current requirements for certUications or affidavits 
as to correctness of such vouchers follow: 
8.1 Vendor or payee certUication will be accepted but is not required 

except as indicated in Subsection 8, 2, Otherwise, voucher 
certification by an authorized officer of the institution is 
acceptable, provided the voucher is supported by vendor invoices. 
This certUication requirement is applicable to purchases through 
the State Board of Control, 

8.2 Payments for professional fees and services , telephone bills, 
travel expense accounts, and other items not needing State 
Board of Control approval, require voucher certUication by the 
vendor or payee. 

8. 3 Vendor affidavits are required by law on vouchers covering 
payment to newspapers or other periodicals for advertising or 
published notices. 

Sec, 9. Vouchers Payable from Local Funds (All funds not on deposit in State 
Treasury). Vouchers payable from localfunds generally shall be subject 
to the same requirements as vouchers payable from funds in the State 
Treasury. 

Sec, 10. Outstanding Checks. 

10,1 Outstanding checks shall be carr ied on the official accounting records 
for the two fiscal years following the year in which they a re issued. 
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6. 4 If two or more invoices from the same vendor are to be paid, payment 
may be by one voucher, even though covered by more than one requis i ­
tion and/or purchase order except: 
6. 41 Separate vouchers shall be prepared for contract and noncontract 

invoices on purchases through the Board of Control. 
6. 42 Separate vouchers shall be prepared for invoices for purchases 

made through the Purchasing Division and Printing Divison of 
the Board of Control. 

Sec. 7. Cash Discounts. - -The accounting procedures should be designed to assure 
realization of advantageous cash discounts allowed by vendors. 

Sec. 8. Vouchers Payable from State Funds (AU funds on deposit in State Treasury) 

8,1 When mater ia ls , supplies and other items are purchased through the 
Board of Control, the original copy of the prescribed purchase voucher 
form (or the attached invoice) must include a signed certification by 
the vendor in the form indicated below: 

CERTIFICATION 
I, ,do hereby certify that I am 
___^ , and that I am duly authorized 

(Title of person certUying) 
to make this certUication for and on behaU of ___^ 

(Name of Payee 
, I further certify that the attached 

c ompany/ c laimant) 
invoice is correct and that it corresponds in every particular with 
the supplies and/or services contracted for. I further certify that 
the account is t rue, correct, and unpaid. 

(Signature) 

8. 2 The State Comptroller has indicated that vouchers covering certain 
claims, authorized under statutes not amended by S. B. I l l and 
H. B. 362, 60th Legislature, will still require affidavits rather than 
the certification set forth above. 

Sec. 9, Vouchers Payable from Local Funds (All funds not on deposit in State 
Treasury). Vouchers payable from localfunds generally shall be subject 
to the same requirements as vouchers payable from funds in the State 
Treasury. 

Sec. 10, Outstanding Checks. 

10.1 Outstanding checks shall be carried on the official accounting records 
for the two fiscal years following the year in which they a re issued. 
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6, 4 If two or more invoices from the same vendor are to be paid, payment 
may be by one voucher, even though covered by more than one requisi­
tion and/or purchase order except: 
6, 41 Separate vouchers shall be prepared for contract and noncontract 

invoices on purchases through the Board of Control. 
6. 42 Separate vouchers shall be prepared for invoices for purchases 

made through the Purchasing Division and Printing Divison of 
the Board of Control. 

Sec, 7, Cash Discounts. --The accounting procedures should be designed to assure 
realization of advantageous cash discounts allowed by vendors. 

Sec. 8, Vouchers Payable from State Funds (All funds on deposit in State Treasury) 

8.1 When materials, supplies and other items are purchased through the 
Board of Control, the original copy of the prescribed purchase voucher 
form (or the attached invoice) must include a signed certification by 
the vendor in the form indicated below: 

CERTIFICATION 
I, ,do hereby certify that I am 
___̂  y and that I am duly authorized 

(Title of person certUjdng) 
to make this certUication for and on behaU of 

(Name of Payee 
. I further certify that the attached 

company/ c laimant) 
invoice is correct and that it corresponds in every particular with 
the supplies and/or services contracted for, I further certify that 
the account is true, correct, and unpaid, 

(Signature) 

8. 2 The State Comptroller has indicated that vouchers covering certain 
claims, authorized under statutes not amended by S. B. I l l and 
H. B, 362, 60th Legislature, will still require affidavits rather than 
the certification set forth above. 

Sec. 9. Vouchers Payable from Local Funds (All funds not on deposit in State 
Treasury). Vouchers payable from localfunds generally shall be subject 
to the same requirements as vouchers payable from funds in the State 
Treasury. 

Sec. 10. Outstanding Checks. 

10.1 Outstanding checks shall be carried on the official accounting records 
for the two fiscal years following the year in which they are issued. 
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Sec. 13, Absence from Usual and Regular Duties, Authorization for Absence, 
Including Trave l , and Trave l Expense. Re imbursement . 

13.1 Absence from Usual and Regular Duties . 
13, 11 Authorizat ion for any m e m b e r of a faculty or staff of a 

component insti tution of The Universi ty of Texas System 
to be absent from his usual and regular duties will be 
granted only under the following conditions: 
3.111 When such absence is on state bus iness , 

which shall include among other purposes , 
the formal presenta t ion of original r e ­
s e a r c h e s by an employee before a national, 
in ternat ional , regional , or state learned 
society, and 

3.112 When appropr ia te provis ions a r e made to 
c a r r y on the duties of the absent person 
without additional expense to the inst i tut ion. 

13.2 Authorizat ion for Absence for Staff M e m b e r s Whose Regular Duty 
Does Not Require T rave l , - -Au tho r i za t i on for absence from usual 
and regu la r dut ies , including t rave l from the city or town where the 
officer or employee is regular ly stationed, will be granted by the 
Board of Regents , or by the adminis t ra t ive officer as hereinafter 
delegated by the Board, only in advance, a s follows: 
13.21 Reques ts for authorizat ion to be absent for a per iod not in 

e x c e s s of two v^eeks (fourteen calenda>~day:jJL_ahaJ^be 
t r ansmi t t ed through proper adminis t ra t ive channels to 
the executive head of the component institution for approval . 
At The Universi ty of Texas at Austin, r eques t s for 
authorizat ion to be absent , including t rave l on official 
bus iness , shall be t ransmi t ted , with r ea sons therefor , 
through proper adminis t ra t ive channels to the Vice-
Chancel lor (Academic Affairs) for approval , except 
that if the period does not exceed one week (7 days) the 
appropr ia te dean or equivalent adminis t ra t ive officer 
may approve the reques t for authorizat ion to be absent , 

13.22 Requests for authorizat ion to be absent for a per iod in 
exces s of two weeks, but not in excess of twenty-nine 
days, including t ravel on official bus iness , shall be 
t r a n s m i t t e d through proper admin is t ra t ive channels to 
the Chancel lor for approval p r io r to such absence . 

13.23 Reques ts for authorizat ion to be absent for a per iod in 
e x c e s s of twenty-nine days, (excluding holidays approved 
by the Board) , including t rave l on official bus iness , 
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10. 2 Each business office is expected to make diligent effort to minimize the 
number of such outstanding checks. 

Sec. 11 Institutional Membership Dues. --Fimds of The University of Texas 
System may be used to pay membership fees only in educational, 
scientUic, or other associations, in which the System, or a component 
institution thereof, is an institutional member, with memberships 
approved by the chief administrative officers. Such other approvals as 
may be required by law shall also be secured. 

Sec. 12. Payrolls. 

12.1 There a re three general types of payroUs, those for (1) regular sa la­
ried employees; (2) weekly salaried employees; and (3) hourly salaried 
employees. 

12. 2 All p a y r o l l s s h a l l be p repared or v e r i f i e d in t h e 
b u s i n e s s o f f i c e from r e g u l a r budge t s , appointment 
documents, a u t h o r i z a t i o n s , t ime c a r d s , or o t h e r 
documentat ion, and approved by the ch ie f b u s i n e s s 
o f f i c e r or a person des igna ted by him. 

12. 3 If payment for regular salaried employees is for less than a month, the 
salary shall be figured proportionately on the actual number of days in 
a given month, e . g . , 28, 30, 31, or on the actual number of hours 
worked during the month. 

12.4 Deductions for income tax, ret irement, social security, and programs 
authorized by the Board of Regents, such as group insurance, a re made 
where applicable on all payrolls. 

12. 5 Dates for distribution of salary checks vary at the component institu­
tions and will be annotuiced by the respective business offices. 

Sec. 13. Absence from Usual and Regular Duties, Authorization for Absence, 
Including Travel, and Travel Expense Reimbursement. 

13.1 Approvals of travel shall not be routine or perfunctory, but shall be 
made only after the Chief Administrative Officer or his authorized 
representative have carefully examined the purpose and need for each 
trip with a view to the economic and effective utilization of all travel 
funds. 

13. 2 Approvals of travel by the Chief Administrative Officer or 
his authorized representative shall be made only 
13.21 When such travel is on state business, which shall include 

among other purposes, the formal presentation of original 
research by an employee before a national, international, 
regional, or state learned society; and 



As amended 1/26/73 

10. 2 Each business office is expected to make dUigent effort to minimize the 
number of such outstanding checks. 

Sec. 11 Institutional Membership Dues, --Funds of The University of Texas 
System may be used to pay membership fees only in educational, 
scientific, or other associations, in which the System, or a component 
institution thereof, is an institutional member, with memberships 
approved by the chief administrative officers. Such other approvals as 
may be required by law shall also be secured. 

Sec, 12. Payrolls . 

12.1 There a re three general types of payrolls, those for (1) regular sa la­
ried employees; (2) weekly salaried employees; and (3) hourly salaried 
employees. 

12. 2 All payrolls shall be prepared or verified in the business office from 
regular budgets, appointment documents, authorizations, time cards, 
e t c . , and approved by the chief business officer or a person designated 
by him. 

12. 3 If payment for regular salaried employees is for less than a month, the 
salary shall be figured proportionately on the actual number of days in 
a given month, e . g . , 28, 30, 31, or on the actual number of hours 
worked during the month. 

12.4 Deductions for income tax, ret irement, social security, and programs 
authorized by the Board of Regents, such as group insurance, are made 
where appUcable on all payroUs, 

12. 5 Dates for distribution of salary checks vary at the component institu­
tions and will be announced by the respective business offices. 

Sec. 13. Absence from Usual and Regular Duties, Authorization for Absence, 
Including Travel, and Travel Expense Reimbursement. 

13.1 Approvals of travel shall not be routine or perfunctory, but shall be 
made only after tiie Chief Administrative Officer or his authorized 
representative have carefully examined the purpose and need for each 
tr ip with a view to the economic and effective utilization of all travel 
funds. 

13. 2 Approvals of travel by the Chief Administrative Officer or 
his authorized representative shall be made only 
13. 21 When such travel is on state business, which shall include 

among other purposes, the formal presentation of original 
research by an employee before a national, international, 
regional, or state learned society; and 
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10. 2 Each business office is expected to make diligent effort to minimize the 
number of such outstanding checks. 

Sec, 11 Institutional Membership Dues, --Funds of The University of Texas 
System may be used to pay membership fees only in educational, 
scientific, or other associations, in which the System, or a 
component institution thereof, is an institutional member, with 
initial memberships approved by the Chief Administrative 
Officers and the ChanceUor. These membership dues, registra­
tion fees, and similar expenses are subject to further prior written 
approval by the Governor when required by the General Appropria­
tions Act. 

Sec. 12. Payrolls. 

12,1 There are three general types of payrolls, those for (1) regular sala­
ried employees; (2) weekly salaried employees; and (3) hourly salaried 
employees, 

12. 2 All payrolls shall be prepared or verified in the business oUice from 
regular budgets, appointment docimients, authorizations, time cards, 
etc. , and approved by the chief business officer or a person designated 
by him, 

12. 3 If payment for regular salaried employees is for less than a month, the 
salary shall be figured proportionately on the actual number of days in 
a given month, e .g. , 28, 30, 31, or on the actual number of hours 
worked during the month. 

12.4 Deductions for income tax, retirement, social security, and programs 
authorized by the Board of Regents, such as group insurance, are made 
where applicable on all payroUs. 

12. 5 Dates for distribution of salary checks vary at the component institu­
tions and will be announced by the respective business offices. 

Sec. 13, Absence from Usual and Regular Duties, Authorization for Absence, 
Including Travel, and Travel Expense Reimbursement. 

13,1 Approvals of travel shall not be routine or perfunctory, but shall be 
made only after the Chief Administrative Officer or his authorized 
representative have carefully examined the purpose and need for each 
trip with a view to the economic and effective utiUzation of all travel 
funds. 

13, 2 Approvals of travel by the Chief Administrative Officer or 
his authorized representative shaU be made only 
13.21 When such travel is on state business, which shall include 

among other purposes, the formal presentation of original 
research by an employee before a national, international, 
regional, or state learned society; and 
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10. 2 Each business office is expected to make diligent effort to minimize the 
number of such outstanding checks. 

Sec. 11 Institutional Membership Dues. —Funds of The University of Texas 
System may be used to pay membership fees only in educational, 
scientific, or other associations, in which the System, or a 
component institution thereof, is an institutional member, with 
initial memberships approved by the Chief Administrative 
Officers and the ChanceUor. These membership dues, registra­
tion fees, and similar expenses are subject to further prior written 
approval by the Governor when required by the General Appropria­
tions Act. 

Sec. 12. Payrolls. 

12.1 There are three general types of payroUs, those for (1) regular sala­
ried employees; (2) weekly salaried employees; and (3) hourly salaried 
employees. 

12. 2 All payrolls shall be prepared or verified in the business office from 
regular budgets, appointment documents, authorizations, time cards, 
e tc . , and approved by the chief business officer or a person designated 
by him, 

12.3 U payment for regular salaried employees is for less than 
a month, the salary shall be figured proportionately on the 
actual number of hours worked during the month. 

12.4 Deductions for income tax, retirement, social security, and programs 
authorized by the Board of Regents, such as group insurance, are made 
where applicable on all payrolls. 

12, 5 Dates for distribution of salary checks vary at the component institu­
tions and will be announced by the respective business offices. 

Sec. 13. Absence from Usual and Regtdar Duties, Authorization for Absence, 
Including Travel, and Travel Expense Reimbursement, 

13. 1 Approvals of travel shall not be routine or perfunctory, but shall be 
made only after the Chief Administrative Officer or his authorized 
representative have carefully examined the purpose and need for each 
trip with a view to the economic and effective utilization of all travel 
funds, 

13. 2 Approvals of travel by the Chief Administrative Officer or 
his authorized representative shall be made only 
13.21 When such travel is on state business, which shall include 

among other purposes, the formal presentation of original 
research by an employee before a national, international, 
regional, or state learned society; and 
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10, 2 Each business office is expected to make diligent effort to minimize the 
number of such outstanding checks. 

Sec. 11. Institutional Membership Dues. --Funds of The University of Texas 
System may be used to pay membership fees only in educational, 
scientific, or other associations, in which the System, or a component 
institution thereof, is an institutional member, with initial member­
ships approved by the institutional heads and the Chancellor. 

Sec. 12. PayroUs. 

12.1 There are three general types of payrolls, those for (1) regular sala­
ried employees; (2) weekly salaried employees; and (3) hourly salaried 
employees. 

12. 2 AU payrolls shall be prepared or verified in the business office from 
regular budgets, appointment documents, authorizations, time cards, 
etc. , and approved by the chief business officer or a person designated 
by him, 

12. 3 If payment for regular salaried employees is for less than a month, the 
salary shall be figured proportionately on the actual number of days in 
a given month, e.g. , 28, 30, 31, or on the actual number of hours 
worked during the month. 

12,4 Deductions for income tax, retirement, social security, and programs 
authorized by the Board of Regents, such as group insurance, are made 
where applicable on all payroUs. 

12, 5 Dates for distribution of salary checks vary at the component institu­
tions and will be announced by the respective business offices. 

Sec. 13. Absence from Usual and Regular Duties, Authorization for Absence, 
Including Travel, and Travel Expense Reimbursement. 

13.1 Approvals of travel shall not be routine or perfunctory, but shall be 
made only after the Chief Administrative Officer or his authorized 
representative have carefully examined the purpose and need for each 
trip with a view to the economic and effective utilization of all travel 
funds. 

13. 2 Approvals of travel by the Chief Administrative Officer shall be made 
only 
13. 21 When such travel is on state business, which shall include 

among other purposes, the formal presentation of original 
research by an employee before a national, international, 
regional, or state learned society; and 
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(Example: it issued in 1964-65, they would be carried through Aug­
ust 31, 1967.) Those still outstanding at the end of the second fiscal 
year after issue shaU be cancelled and written off the official account­
ing records, 

10, 2 Each business office is expected to make diligent effort to minimize the 
number of such outstanding checks. 

Sec. 11, Institutional Membership Dues, —Funds of The University of Texas 
System may be used to pay membership fees only in educational, 
scientific, or other associations, in which the System, or a component 
institution thereof, is an institutional member, with initial member­
ships approved by the institutional heads and the Chancellor. 

Sec. 12. Payrolls. 

12.1 There are three general types of payrolls, those for (1) regular sala­
ried employees; (2) weekly salaried employees; and (3) hourly salaried 
employees. 

12.2 All payrolls shall be prepared or verified in the business office from 
regular budgets, appointment documents, authorizations, time cards, 
e tc , , and approved by the chief business officer or a person designated 
by him. 

12.3 If payment for regular salaried employees is for less than a month, the 
salary shall be figured proportionately on the actual number of days in 
a given month, e. g., 28, 30, 31, or on the actual number of hours 
worked during the month. 

12, 4 Deductions for income tax, teacher and employee retirement, and 
social security, as well as group life insurance, authorized health 
insurance, tax-sheltered annuities, and savings bonds, are made 
where applicable on all payrolls. 

12. 5 Dates for distribution of salary checks vary at the component institu­
tions and will be announced by the respective business offices. 

Sec, 13, Absence from Usual and Regular Duties, Authorization for Absence, 
Including Travel, and Travel Expense Reimbursement. 

13.1 Absence from Usual and Regular Duties, 
13.11 Authorization for any member of a faculty or staff of a component 

institution of The University of Texas System to be absent from 
his usual and regular duties will be granted only under the 
following conditions: 
13. I l l When such absence is on state business, which shall 

include among other purposes, the formal presentation 
of original researches by an employee before a national, 
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(Example: U issued in 1964-65, they would be carried through Aug­
ust 31, 1967.) Those still outstanding at the end of the second fiscal 
year after issue shall be cancelled and written off the official account­
ing records. 

10. 2 Each business office is expected to make diligent effort to minimize the 
number of such outstanding checks. 

Sec. 11. Institutional Membership Dues. --Funds of The University of Texas System 
may be used to pay membership fees only in educational, scientific, or 
other associations, in which the System, or a component institution there­
of, is an institutional member, with initial memberships approved by the 
institutional heads and the Chancellor or ChanceUor-Elect. 

Sec. 12, Payrolls. 

12.1 There are three general types of payrolls, those for (1) regular sala­
ried employees; (2) weekly salaried employees; and (3) hourly salaried 
employees, 

12. 2 All payrolls shall be prepared or verified in the business office from 
regular budgets, appointment documents, authorizations, time cards, 
etc. , and approved by the chief business officer or a person designated 
by him. 

12, 3 If payment for regular salaried employees is for less than a month, the 
salary shall be figured proportionately on the actTlal number of days in 
a given month, e, g,, 28, 30, 31, or on the actual number of hours 
worked during the month. 

12, 4 Deductions for income tax, teacher and employee retirement, and 
social security, as well as group life insurance, authorized health 
insurance, tax-sheltered annuities, and savings bonds, are made 
where applicable on all payrolls. 

12. 5 Dates for distribution of salary checks vary at the component institu­
tions and will be announced by the respective business offices. 

Sec. 13. Absence from Usual and Regular Duties, Authorization for Absence, 
Including Travel, and Travel Expense Reimbursement. 

13.1 Absence from Usual and Regular Duties. 
13.11 Authorization for any member of a faculty or staff of a component 

institution of The University of Texas System to be absent from 
his usual and regular duties will be granted only under the 
following conditions: 
13, 111 When such absence is on state business, which shall 

include among other purposes, the formal presentation 
of original researches by an employee before a national. 
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(Example: U issued in 1964-65, they would be carried through Aug­
ust 31, 1967,) Those still outstanding at the end of the second fiscal 
year after issue shall be cancelled and written off the official account­
ing records. 

10, 2 Each business office is expected to make diligent effort to minimize the 
number of such outstanding checks. 

Sec. 11. Institutional Membership Dues. --Funds of The University of Texas System 
may be used to pay membership fees only in educational, scientific, or other 
associations, in which the System, or a component institution thereof, is 
an institutional member, with initial memberships approved by the institu­
tional heads and the Chancellor or Deputy Chancellor. 

Sec. 12. Payrolls. 

12.1 There are three general types of payrolls, those for (1) regular sala­
ried employees; (2) weekly salaried employees; and (3) hourly salaried 
employees. 

12. 2 All payrolls shall be prepared or verified in the business office from 
regular budgets, appointment documents, authorizations, time cards, 
etc. , and approved by the chief business officer or a person designated 
by him. 

12.3 If payment for regular salaried employees is for less than a month, the 
salary shall be figured proportionately on the actual number of days in 
a given month, e, g., 28, 30, 31, or on the actual number of hours 
worked during the month. 

12.4 Deductions for income tax, teacher and employee retirement, and 
social security, as well as group life insurance, authorized health 
insurance, tax-sheltered annuities, and savings bonds, are made 
where applicable on all payrolls, 

12, 5 Dates for distribution of salary checks vary at the component institu­
tions and will be announced by the respective business offices. 

Sec. 13, Absence from Usual and Regular Duties, Authorization for Absence, 
Including Travel, and Travel Expense Reimbursement. 

13.1 Absence from Usual and Regular Duties. 
13.11 Authorization for any member of a faculty or staff of a component 

institution of The University of Texas System to be absent from 
his usual and regular duties will be granted only under the 
following conditions: 
13. I l l When such absence is on state business, which shall 

include among other purposes, the formal presentation 
of original researches by an employee before a national, 
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shal l be t r ansmi t t ed through proper adminis t ra t ive 
channels to the Chancellor for approval p r io r to such 
absence . Such approvals .are to -be repor ted in the 
r egu la r dockets of the inst i tut ions affected. 

13.24 Reques t s for authorization to be absent by the adminis t ra t ive 
off icers and staff of Central Adminis t ra t ion shall be approved 
by the Chancel lor . 

13 .25 Any t r ave l which contemplates r e imbur semen t from funds appro­
p r i a t ed by the Legis la ture for t rave l expenses incur red mus t 
have the advance writ ten approval of the Governor, with the 
except ion of t r ave l to, in, and from the severa l s ta tes , United 
Sta tes pos se s s ions , Mexico, and Canada. P r i o r wri t ten 
approval of the Chancellor i s requi red for t rave l expenses 
i n c u r r e d in Canada and Mexico, in addition to the authorizat ions 
r equ i red in the preceding subsect ions . 

13.26 In lieu of any of the delegations of authori ty to approve 
absence from usual and regu la r duties, including official 
t r ave l , specified in the above subsect ions , the Chancellor 
m a y exe rc i s e such authori ty . 

13.27 The inst i tut ional heads of the component inst i tut ions shall 
keep r e c o r d s of all approved absences which shall be 
avai lable for review by the Chancel lor , the Board of Regents, 
or o ther duly authorized officers of The Universi ty of Texas 
System, 

13.28 Approvals of t r ave l shall not be routine or perfunctory, but 
shall be made only after the insti tutional head, or his authorized 
r e p r e s e n t a t i v e s , have carefully examined the purpose and 
need for each t r ip with a view to the economic and effective 
uti l ization of all t ravel funds. 

13,3 T rave l Expense Reimbursennents . 
13,31 Trave l expenses shall be r e imbur sed only from funds appropr ia ted 

or au thor ized for t r ave l . Heads of component inst i tut ions 
shal l plan the t ravel of all employees under their authority 
to achieve maximum economy and efficiency, 
13.311 Each t rave l voucher submitted for r e imbur semen t 

shall include such a descript ion as to identify pe r sons 
or p laces contacted and /o r the nature of the official 
bus iness of the State per formed within the legal 
respons ib i l i t i es of the inst i tut ion. 
When recrui t ing of faculty and staff i s involved, 
names of persons contacted a r e requ i red . 

13.312 In submitting t ravel vouchers for payment from 
funds in the State T r e a s u r y , component inst i tut ions 
should recognize the regulat ions of the State Comptro l le r 
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13.22 When appropriate provisions are made to carry on the duties 
of the absent person without additional expense to the institu­
tion. 

13, 3 Authorization for Absence for Staff Members Whose Regular Duties 
Do Not Require Travel. —Authorization for absence from usual and 
regular duties, including travel from the city or town where the 
officer or employee is regularly stationed, will be granted by the 
Board of Regents, or by the administrative officer as hereinafter 
delegated by the Board, only in advance, as follows: 
13. 31 Requests for authorization to be absent for a period not 

in excess of two weeks (fourteen calendar days) shall be 
transmitted through proper administrative channels to 
the Chief Administrative Officer of the component insti­
tution for approval. 

13. 32 Requests for authorization to be absent for a period in 
excess of two weeks, but not in excess of twenty-nine days, 
including travel on official business, shall be transmitted 
through proper administrative channels to the Deputy 
Chancellor for approval prior to such absence. 

13. 33 Requests for authorization to be absent for a period in 
excess of twenty-nine days, (excluding holidays approved by 
the Board), including travel on official business, shall be 
transmitted through proper administrative channels to the 
Deputy Chancellor for approval prior to such absence. Such 
approvals are to be reported in the regular dockets of the 
institutions affected. 

13. 34 Requests for authorization to be absent by the administra­
tive officers and staff of System Administration shall be 
approved by the Deputy Chancellor. 

13. 35 Any travel that contemplates reimbursement from funds 
appropriated by the Legislature for travel expenses 
incurred must have the advance written approval of the 
Governor, with the exception of travel to, in, and from 
the several states. United States possessions, Mexico, 
and Canada. 

13. 36 In lieu of any of the delegations of authority to approve 
absence from usual and regular duties, including official 
travel, specified in the above subsections, the Deputy 
Chancellor may exercise such authority. 

13. 37 The Chief Administrative Officers of the component insti­
tutions shall keep records of all approved absences which 
shall be available for review by the Deputy Chancellor and the 
Board of Regents, or other duly authorized oUicers of The 
University of Texas System. 

* ) 
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13,22 When appropriate provisions are made to carry on the duties 
of the absent person without additional expense to the institu­
tion, 

13, 3 Authorization for Absence for Staff Members Whose Regular Duties 
Do Not Require Travel. —Authorization for absence from usual and 
regular duties, including travel from the city or town where the 
officer or employee is regularly stationed, will be granted by the 
Board of Regents, or by the administrative officer as hereinafter 
delegated by the Board, only in advance, as follows: 
13. 31 Requests for authorization to be absent for a period not 

in excess of two weeks (fourteen calendar days) shall be 
transmitted through proper administrative channels to 
the Chief Administrative Officer of the component insti­
tution for approval. 

13. 32 Requests for authorization to be absent for a period in 
excess of two weeks, but not in excess of twenty-nine days, 
including travel on official business, shall be transmitted 
through proper administrative channels to the Chancellor 
for approval prior to such absence. 

13, 33 Requests for authorization to be absent for a period in 
excess of twenty-nine days, (excluding hoUdays approved by 
the Board), including travel on official business, shall be 
transmitted through proper administrative channels to the 
Chancellor for approval prior to such absence. Such 
approvals are to be reported in the regular dockets of the 
institutions affected, 

13, 34 Requests for authorization to be absent by the administra­
tive officers and staff of System Administration shall be 
approved by the Chancellor. 

13, 35 Any travel that contemplates reimbursement from funds 
appropriated by the Legislature for travel expenses 
incurred must have the advance written approval of the 
Governor, with the exception of travel to, in, and from 
the several states, United States possessions, Mexico, 
and Canada. 

13. 36 In lieu of any of the delegations of authority to approve 
absence from usual and regular duties, including official 
travel, specified in the above subsections, the ChanceUor 
may exercise such authority. 

13, 37 The Chief Administrative Officers of the component insti­
tutions shall keep records of all approved absences which 
shall be available for review by the Chancellor and the 
Board of Regents, or other duly authorized officers of The 
University of Texas System. 
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13, 22 When appropriate provisions are made to carry on the duties 
of the absent person without additional expense to the institu­
tion. 

13, 3 Authorization for Absence for Staff Members Whose Regular Duties 
Do Not Require Travel, --Authorization for absence from usual and 
regular duties, including travel from the city or town where the 
officer or employee is regularly stationed, will be granted by the 
Board of Regents, or by the administrative officer as hereinafter 
delegated by the Board, only in advance, as follows: 
13, 31 Requests for authorization to be absent for a period not in 

excess of two weeks (fourteen calendar days) shall be t r ans ­
mitted through proper administrative channels to the execu­
tive head of the component institution for approval, 

13. 32 Requests for authorization to be absent for a period in 
excess of two weeks, but not in excess of twenty-nine days, 
including travel on official business, shall be transmitted 
through proper administrative channels to the Chancellor 
for approval prior to such absence. 

13. 33 Requests for authorization to be absent for a period in 
excess of twenty-nine days, (excluding holidays approved by 
the Board), including travel on official business, shall be 
transmitted through proper administrative channels to the 
Chancellor for approval prior to such absence. Such 
approvals a re to be reported in the regular dockets of the 
institutions affected. 

13. 34 Requests for authorization to be absent by the administra­
tive officers and staff of System Administration shall be 
approved by the Chancellor. 

13. 35 Any travel that contemplates reimbursement from funds 
appropriated by the Legislature for travel expenses 
incurred must have the advance written approval of the 
Governor, with the exception of travel to, in, and from the 
several s ta tes . United States possessions, Mexico, and 
Canada. Pr ior written approval of the Chancellor is 
required for travel expenses incurred in Canada and 
Mexico, in addition to the authorizations required in the 
preceding subsections. 

13. 36 In lieu of any of the delegations of authority to approve 
absence from usual and regular duties, including official 
travel, specified in the above subsections, the Chancellor 
may exercise such authority. 

13. 37 The institutional heads of the component institutions shall 
keep records of all approved absences which shall be 
available for review by the Chancellor and the Board of 
Regents, or other duly authorized officers of The 
University of Texas System. 
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international, regional, or state learned society, and 
13.112 When appropriate provisions are made to carry on the 

duties of the absent person without additional expense 
to the institution. 

13,2 Authorization for Absence for Staff Members Whose Regular Duties 
Do Not Require Travel. --Authorization for absence from usual and 
regular duties, including travel from the city or town where the 
officer or employee is regularly stationed, will be granted by the 
Board of Regents, or by the administrative officer as hereinafter 
delegated by the Board, only in advance, as follows: 
13.21 Requests for authorization to be absent for a period not in 

excess of two weeks (fourteen calendar days) shall be trans­
mitted through proper administrative channels to the execu­
tive head of the component institution for approval, 

13.22 Requests for authorization to be absent for a period in 
excess of two weeks, but not in excess of twenty-nine days, 
including travel on official business, shall be transmitted 
through proper administrative channels to the Chancellor 
for approval prior to such absence, 

13.23 Requests for authorization to be absent for a period in 
excess of twenty-nine days, (excluding hoUdays approved by 
the Board), including travel on official business, shall be 
transmitted through proper administrative channels to the 
ChanceUor for approval prior to such absence. Such 
approvals are to be reported in the regular dockets of the 
institutions affected, 

13.24 Requests for authorization to be absent by the administra­
tive officers and staff of System Administration shall be 
approved by the Chancellor. 

13.25 Any travel that contemplates reimbursement from funds 
appropriated by the Legislature for travel expenses 
incurred must have the advance written approval of the 
Governor, with the exception of travel to, in, and from the 
several states. United States possessions, Mexico, and 
Canada, Prior written approval of the Chancellor is 
required for travel expenses incurred in Canada and 
Mexico, in addition to the authorizations required in the 
preceding subsections. 

13.26 In lieu of any of the delegations of authority to approve 
absence from usual and regular duties, including official 
travel, specified in the above subsections, the Chancellor 
may exercise such authority, 

13.27 The institutional heads of the component institutions shall 
keep records of all approved absences which shall be 
available for review by the Chancellor and the Board of 
Regents, or other duly authorized officers of The 
University of Texas System. 
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international, regional, or state learned society, and 
13,112 When appropriate provisions are made to carry on the 

duties of the absent person without additional expense 
to the institution. 

13. 2 Authorization for Absence for Staff Members Whose Regular Duty Does 
Not Require Travel, —Authorization for absence from usual and regular 
duties, including travel from the city or town where the officer or 
employee is regularly stationed, will be granted by the Board of Regents, 
or by the administrative officer as hereinafter delegated by the Board, 
only in advance, as follows: 
13.21 Requests for authorization to be absent for a period not in excess 

of two weeks (fourteen calendar days) shall be transmitted through 
proper administrative channels to the executive head of the com­
ponent institution for approval. 

13. 22 Requests for authorization to be absent for a period in excess 
of two weeks, but not in excess of twenty-nine days, including 
travel on official business, shall be transmitted through proper 
administrative channels to the Chancellor-Elect for approval 
prior to such absence, 

13. 23 Requests for authorization to be absent for a period in excess 
of twenty-nine days, (excluding holidays approved by the 
Board), including travel on official business, shall be trans­
mitted throi^h proper administrative channels to the 
Chancellor-Elect for approval prior to such absence. Such 
approvals are to be reported in the regular dockets of the 
institutions affected. 

13, 24 Requests for authorization to be absent by the administrative 
officers and staff of System Administration shall be approved 
by the Chancellor or ChanceUor-Elect, 

13. 25 Any travel that contemplates reimbursement from funds 
appropriated by the Legislature for travel expenses incurred 
must have the advance written approval of the Governor, 
with the exception of travel to, in, and from the several 
states. United States possessions, Mexico, and Canada. 
Prior written approval of the Chancellor or Chancellor-
Elect is required for travel expenses incurred in Canada 
and Mexico, in addition to the authorizations required in the 
preceding subsections. 

13, 26 In lieu of any of the delegations of authority to approve absence 
from usual and regular duties, including official travel, speci­
fied in the above subsections, the ChanceUor or Chancellor-
Elect may exercise such authority. 

13, 27 The institutional heads of the component institutions shall keep 
records of all approved absences which shall be available for 
review by the ChanceUor, the ChanceUor-Elect, the Board of 
Regents, or other duly authorized officers of The University 
of Texas System, 
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international, regional, or state learned society, and 
13.112 When appropriate provisions are made to carry on the 

duties of the absent person without additional expense 
to the institution. 

13.2 Authorization for Absence for Staff Members Whose Regular Duty Does 
Not Require Travel. --Authorization for absence from usual and regular 
duties, including travel from the city or town where the officer or 
employee is regularly stationed, wUl be granted by the Board of Regents, 
or by the administrative officer as hereinafter delegated by the Board, 
only in advance, as follows: 
13, 21 Requests for authorization to be absent for a period not in excess 

of two weeks (fourteen calendar days) shall be transmitted through 
proper administrative channels to the executive head of the com­
ponent institution for approval, 

13, 22Requests for authorization to be absent for a period in excess of 
two weeks, but not in excess of twenty-nine days, including 
travel on official business, shall be transmitted through proper 
administrative channels to the Deputy ChanceUor for approval prior 
to such absence. 

13. 23 Requests for authorization to be absent for a period in excess 
of twenty-nine days, (excluding holidays approved by the Board), 
including travel on official business, shall be transmitted 
through proper administrative channels to the Deputy Chancellor 
for approval prior to such absence. Such approvals are to be 
reported in the regular dockets of the institutions affected. 

13, 24Requests for authorization to be absent by the administrative 
officers and staff of System Administration shall be approved 
by the Chancellor or Deputy Chancellor, 

13, 25Any travel which contemplates reimbursement from funds appro­
priated by the Legislature for travel expenses incurred must 
have the advance written approval of the Governor, with the 
exception of travel to, in, and from the several states, United 
States possessions, Mexico, and Canada, Prior written approval 
of the ChanceUor or Deputy ChanceUor is required for travel 
expenses incurred in Canada and Mexico, in addition to the 
authorizations required in the preceding subsections. 

13. 26In lieu of any of the delegations of authority to approve absence 
from usual and regular duties, including official travel, specified 
in the above subsections, the Chancellor or Deputy ChanceUor 
may exercise such authority. 

13. 27 The institutional heads of the component institutions shall keep 
records of all approved absences which shall be available for 
review by the Chancellor, the Deputy Chancellor, the Board of 
Regents, or other duly authorized officers of The University of 
Texas System. 
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wi th r e s p e c t to t r a v e l e x p e n s e a c c o u n t s , inc lud ing 
the p r o v i s i o n tha t "No t r a v e l e x p e n s e a c c o u n t can be 
p r e s e n t e d for p a y m e n t unt i l a f t e r the m o n t h in which 
i t i s i n c u r r e d " , and the i n t e r p r e t a t i o n tha t n o t m o r e 
than one t r a v e l v o u c h e r i s to be s u b m i t t e d for e a c h 
m o n t h . When t h e r e i s m o r e than one t r i p a m o n t h 
by a staff m e m b e r , a l l such t r i p s should e i t h e r be 
c o m b i n e d on the s a m e t r a v e l v o u c h e r , o r s e p a r a t e 
v o u c h e r s should be c o m b i n e d u n d e r a s ing le " c o v e r " 
v o u c h e r for s u b m i s s i o n to the Sta te C o m p t r o l l e r . 

13 ,32 T r a v e l v o u c h e r s for r e i m b u r s e m e n t of a l l off ic ial t r a v e l 
a u t h o r i z e d p u r s u a n t to the fo rego ing p r o v i s i o n s sha l l be 
a p p r o v e d and s igned a s fo l lows : 
13.321 C e n t r a l A d m i n i s t r a t i o n - R e i m b u r s e m e n t for a l l 

t r a v e l sha l l be a p p r o v e d e i t h e r by the C h a n c e l l o r 
o r by the Aud i to r o r A s s i s t a n t A u d i t o r of The 
U n i v e r s i t y of T e x a s a t A u s t i n , 

13 .322 C o m p o n e n t I n s t i t u t i o n s - R e i m b u r s e m e n t for a l l 
t r a v e l by e m p l o y e e s of the c o m p o n e n t i n s t i t u t i o n s 
sha l l be a p p r o v e d e i t h e r by the C h a n c e l l o r o r by 
t h e a d m i n i s t r a t i v e o f f i c e r s d e s i g n a t e d be low: 

The U n i v e r s i t y of T e x a s at A u s t i n - the 
V i c e - C h a n c e l l o r for A c a d e m i c A f f a i r s , 
t h e B u s i n e s s M a n a g e r , the A u d i t o r , o r 
the A s s i s t a n t A u d i t o r , 
The U n i v e r s i t y of T e x a s a t E l P a s o - the 
P r e s i d e n t , V i c e - P r e s i d e n t , o r the B u s i n e s s 
M a n a g e r , 
The U n i v e r s i t y of T e x a s M e d i c a l B r a n c h a t 
G a l v e s t o n - the P r e s i d e n t , the V i c e - P r e s i d e n t s 
for A d m i n i s t r a t i o n o r B u s i n e s s A f f a i r s , o r 
the B u s i n e s s M a n a g e r . 
The Univers i ty- of T e x a s S o u t h w e s t e r n M e d i c a l 
School a t D a l l a s - the Dean, the A s s i s t a n t 
D e a n for B u s i n e s s A f f a i r s , o r the B u s i n e s s 
M a n a g e r . 
The U n i v e r s i t y of T e x a s Den ta l B r a n c h a t 
Hous ton - the Dean or the B u s i n e s s M a n a g e r , 
The U n i v e r s i t y of T e x a s M, D. A n d e r s o n 
Hosp i t a l and Tunnor I n s t i t u t e a t Hous ton - the 
D i r e c t o r , the A d n n i n i s t r a t o r , o r the B u s i n e s s 
M a n a g e r , 
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13. 4 Travel Expense Reimbursements. 
13. 41 Travel expenses shall be reimbursed only from funds 

appropriated or authorized for travel. The Chief Adminis­
trative Officers shall plan the travel of all employees 
under their authority to achieve maximum economy and 
efficiency. 

13. 411 Each travel voucher submitted for reimbursement shall 
include such a description as to identify persons or 
places contacted and/or the nature of the official busi­
ness of the State performed within the legal responsibil­
ities of the institution. 
When recruiting of faculty and staff is involved, names 
of persons contacted are required. 

13. 412 In submitting travel vouchers for payment from funds in 
the State Treasury, component institutions should recog­
nize the regulations of the State ComptroUer with respect 
to travel expense accounts, 

13. 42 Travel vouchers for reimbursement of all official travel 
authorized pursuant to the foregoing provisions shall be 
approved and signed as follows: 
13. 421 System Administration - Reimbursement for all travel 

by employees of the System Administration shall be 
approved either by the Chancellor, the Deputy Chancel­
lor for Administration, the Assistant to the Deputy 
Chancellor for Administration, or the Director of 
Accounting or Assistant Director of Accounting of 
The University of Texas at Austin. 

13.422 Component Institutions - Reimbursement for all 
travel by employees of the component institutions 
shaU be approved either by the Chancellor or by 
the administrative officers designated below: 

Chief Administrative Officer (President or 
Dean) or Chief Business Officer (Vice-
President for Business Affairs, Associate 
Dean for Business Affairs, or Business 
Manager) or other senior administrative or 
fiscal officers as may be delegated in writing 
by the Chief Administrative Officer and the 
Chief Business Officer. Such delegations 
shall be approved by the Deputy Chancellor for 
Administration and filed with the Secretary to 
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As amended 12/12/75 

13, 4 Travel Expense Reimbursements. 
13. 41 Travel expenses shall be reimbursed only from funds 

appropriated or authorized for travel. The Chief Adminis­
trative Officers shall plan the travel of all employees 
under their authority to achieve maximum economy and 
efficiency. 

13. 411 Each travel voucher submitted for reimbursement shall 
include such a description as to identify persons or 
places contacted and/or the nature of the official bus i ­
ness of the State performed within the legal responsibil­
ities of the institution. 
When recruiting of faculty and staff is involved, names 
of persons contacted a re required. 

13. 412 In submitting travel vouchers for payment from funds in 
the State Treasury, component institutions should recog­
nize the regulations of the State Comptroller with respect 
to travel expense accounts, 

13,42 Travel vouchers for reimbursement of all official travel 
authorized pursuant to the foregoing provisions shall be 
approved and signed as follows: 
13.421 System Administration - Reimbursement for all travel 

by employees of the System Administration shall be 
approved either by the Deputy Chancellor, the Assistant 
to the Deputy Chancellor, or the Director of Accounting 
or Assistant Director of Accounting of The University 
of Texas at Austin. 

13.422 Component I n s t i t u t i o n s - Reimburse­
ment fo r a l l t r a v e l by employees of 
t h e component i n s t i t u t i o n s s h a l l be 
approved e i t h e r by the Deputy Chan­
c e l l o r o r by the a d m i n i s t r a t i v e 
o f f i c e r s de s igna t ed below: 

Chief A d m i n i s t r a t i v e Of f i ce r 
( P r e s i d e n t ) or Chief Bus iness 
Of f i ce r ( V i c e - P r e s i d e n t for 
Bus iness A f f a i r s or Bus iness 
Manager) or o t h e r s e n i o r admin­
i s t r a t i v e or f i s c a l o f f i c e r s as 
may be de l ega t ed in w r i t i n g by 
t h e Chief Admin i s t r a t i ve Off ice r 
and the Chief Bus iness O f f i c e r . 
Such d e l e g a t i o n s s h a l l be approved 
by the Deputy Chancel lor and f i l e d 
wi th the S e c r e t a r y to t h e Board of 
Regents and the S t a t e Comptrol ler 
of Pub l i c Accounts, t o g e t h e r wi th 
t h e names of the i n d i v i d u a l s 
occupying t h e p o s i t i o n s named. 



As amended 7/25/75 ^̂  

13. 4 Travel Expense Reimbursements. 
13, 41 Travel expenses shall be reimbursed only from funds 

appropriated or authorized for travel. The Chief Adminis­
trative Officers shall plan the travel of all employees 
under their authority to achieve maximum economy and 
efficiency. 

13. 411 Each travel voucher submitted for reimbursement shall 
include such a description as to identify persons or 
places contacted and/or the nature of the official busi ­
ness of the State performed within the legal responsibil­
ities of the institution. 
When recruiting of faculty and staff is involved, names 
of persons contacted a re required. 

13. 412 In submitting travel vouchers for payment from funds in 
the State Treasury, component institutions should recog­
nize the regulations of the State ComptroUer with respect 
to travel expense accounts. 

13, 42 Travel vouchers for reimbursement of all official travel 
authorized pursuant to the foregoing provisions shall be 
approved and signed as follows: 
13.421 System Administration - Reimbursement for all travel 

by employees of the System Administration shall be 
approved either by the Deputy Chancellor, the Assistant 
to the Deputy Chancellor, or the Director of Accounting 
or Assistant Director of Accounting of The University 
of Texas at Austin. 

13.422 Component Institutions - Reimbursement for all 
travel by employees of the component institutions 
shall be approved either by the Deputy ChanceUor 
or by the administrative officers designated below: 

Chief Administrative Officer (President or 
Dean) or Chief Business Officer (Vice-
President for Business Affairs, Associate 
Dean for Business Affairs, or Business 
Manager) or other senior administrative or 
fiscal officers as may be delegated in writing 
by the Chief Administrative Officer and the 
Chief Business Officer. Such delegations 
shall be approved by the Deputy Chancellor 
and filed with the Secretary to 
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13. 4 Travel Expense Reimbursements. 
13. 41 Travel expenses shall be reimbursed only from funds 

appropriated or authorized for travel. The Chief Adminis­
trative Officers shall plan the travel of all employees 
under their authority to achieve maximum economy and 
efficiency. 

13, 411 Each travel voucher submitted for reimbursement shall 
include such a description as to identify persons or 
places contacted and/or the nature of the official busi ­
ness of the State performed within the legal responsibil­
i t ies of the institution. 
When recrmting of faculty and staff is involved, names 
of persons contacted a re required, 

13. 412 In submitting travel vouchers for payment from funds in 
the State Treasury, component insititutions should recog­
nize the regulations of the State ComptroUer with respect 
to travel expense accounts, including the provision that 
'*No travel expense account can be presented for payment 
until after the month in which it is incurred ," and the 
interpretation that not more than one travel voucher is 
to be submitted for each month. When there is more 
than one t r ip a month by a staff member, all such tr ips 
should either be combined on the same travel voucher, 
or separate vouchers should be combined under a single 
"cover" voucher for submission to the State ComptroUer. 

13,42 Travel vouchers for reimbursement of all official travel 
authorized pursuant to the foregoing provisions shall be 
approved and signed as follows: 
13.421 System Administration - Reimbursement for all travel 

hy employees of the System Administration shall be 
approved either by the Chancellor, the Deputy Chancel­
lor for Administration, the Assistant to the Deputy 
Chancellor for Administration, or the Director of 
Accounting or Assistant Director of Accounting of 
The University of Texas at Austin. 

13.422 Component Institutions - Reimbursement for all 
travel by employees of the component institutions 
shaU be approved either by the ChanceUor or by 
the administrative officers designated below: 

Chief Administrative Officer (President or 
Dean) or Chief Business Officer (Vice-
President for Business Affairs, Associate 
Dean for Business Affairs, or Business 
Manager) or other senior administrative or 
fiscal officers as may be delegated in writing 
by the Chief Administrative Officer and the 
Chief Business Officer. Such delegations 
shall be approved by the Deputy Chancellor for 
Administration and filed with the Secretary to 
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13. 4 Travel Expense Reimbursements. 
13. 41 Travel expenses shall be reimbursed only from funds appropriated 

or authorized for travel. Heads of component institutions shall 
plan the travel of all employees under their authority to achieve 
maximum economy and efficiency. 
13. 411 Each travel voucher submitted for reimbursement shall 

include such a description as to identify persons or 
places contacted and/or the nature of the official busi­
ness of the State performed within the legal responsibil­
ities of the institution. 
When recruiting of faculty and staff is involved, names 
of persons contacted are required, 

13. 412 In submitting travel vouchers for payment from funds in 
the State Treasury, component insititutions should recog­
nize the regulations of the State ComptroUer with respect 
to travel expense accounts, including the provision that 
"No travel expense account can be presented for payment 
until after the month in which it is incurred," and the 
interpretation that not more than one travel voucher is 
to be submitted for each month. When there is more 
than one trip a month by a staff member, all such trips 
should either be combined on the same travel voucher, 
or separate vouchers should be combined under a single 
"cover" voucher for submission to the State Comptroller. 

13,42 Travel vouchers for reimbursement of all official travel 
authorized pursuant to the foregoing provisions shaU be 
approved and signed as follows: 
13, 421 System Administration - Reimbursement for all travel 

by employees of the System Administration shall be 
approved either by the Chancellor, the Deputy Chancel­
lor for Administration, the Assistant to the Deputy 
Chancellor for Administration, or the Director of 
Accounting or Assistant Director of Accounting of 
The University of Texas at Austin. 

13.422 Component Institutions - Reimbursement for all 
travel by employees of the component institutions 
shaU be approved either by the Chancellor or by 
the administrative officers designated below: 

Chief Administrative Officer (President or 
Dean) or Chief Business Officer (Vice-
President for Business Affairs, Associate 
Dean for Business Affairs, or Business 
Manager) or other senior administrative or 
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13.28 Approvals of travel shall not be routine or perfunctory, 
but shall be made only after the institutional head, or his 
authorized representatives, have carefully examined the 
purpose and need for each trip with a view to the economic 
and effective utiUzation of all travel funds, 

13. 3 Travel Expense Reimbursements. 
13. 31 Travel expenses shall be reimbursed only from funds appropriated 

or authorized for travel. Heads of component institutions shall 
plan the travel of all employees under their authority to achieve 
maximum economy and efficiency, 
13.311 Each travel voucher submitted for reimbursement shall 

include such a description as to identify persons or 
places contacted and/or the nature of the official busi­
ness of the State performed within the legal responsibil­
ities of the institution. 
When recruiting of faculty and staff is involved, names 
of persons contacted are required. 

13, 312 In submitting travel vouchers for payment from funds in 
the State Treasury, component insititutions should recog­
nize the regulations of the State Comptroller with respect 
to travel expense accounts, including the provision that 
"No travel expense account can be presented for payment 
until after the month in which it is incurred," and the 
interpretation that not more than one travel voucher is 
to be submitted for each month. When there is more 
than one trip a month by a staff member, all such trips 
should either be combined on the same travel voucher, 
or separate vouchers should be combined under a single 
"cover" voucher for submission to the State Comptroller. 

13, 32 Travel vouchers for reimbursement of all official travel 
authorized pursuant to the foregoing provisions shaU be 
approved and signed as follows: 
13, 321 System Administration - Reimbursement for all 

travel by employees of the System Administration 
shaU be approved either by the Chancellor, the 
Deputy Chancellor for Administration, or by the 
Director of Accounting or Assistant E^rector of 
Accounting of The University of Texas at Austin. 

13, 322 Component Institutions - Reimbursement for all 
travel by employees of the component institutions 
shaU be approved either by the Chancellor or by 
the administrative officers designated below: 

Chief Administrative Officer (President or 
Dean) or Chief Business Officer (Vice-
President for Business Affairs, Associate 
Dean for Business Affairs, or Business 
Manager) or other senior administrative or 
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13. 28 Approvals of travel shall not be routine or perfunctory, but shall 
be made only after the institutional head, or his authorized 
representat ives, have carefully examined the purpose and need 
for each t r ip with a view to the economic and effective utilization 
of all travel funds. 

13.3 Travel Expense Reimbursements. 
13, 31 Travel expenses shall be reimbursed only from funds appropriated 

or authorized for travel . Heads of component institutions shall 
plan the travel of all employees under their authority to achieve 
maximum economy and efficiency. 
13, 311 Each travel voucher submitted for reimbiirsement shall 

include such a description as to identify persons or 
places contacted and/or the nature of the official bus i ­
ness of the State performed within the legal responsibil­
ities of the institution. 
When recruiting of faculty and staff is involved, names 
of persons contacted a re required. 

13. 312 In submitting travel vouchers for payment from funds in 
the State Treasury, component insititutions should recog­
nize the regulations of the State Comptroller with respect 
to travel expense accounts, including the provision that 
"No travel expense account can be presented for payment 
until after the month in which it is incurred ," and the 
interpretation that not more than one travel voucher is 
to be submitted for each month. When there is more 
than one t r ip a month by a staff member, all such t r ips 
should either be combined on the same travel voucher, 
or separate vouchers should be combined under a single 
"cover" voucher for submission to the State ComptroUer. 

13. 32Travel vouchers for reimbursement of all official travel authorized 
pursuant to the foregoing provisions shall be approved and signed as 
follows: 
13.321 System Administration - Reimbursement for all travel 

by employees of the System Administration shall be 
approved either by the Chancellor, Chancellor-Elect, 
Deputy Chancellor for Administration, or by the 
Director of Accounting or Assistant Director of Account­
ing of The University of Texas at Austin. 

13. 322 Component Institutions - Reimbursement for all travel 
by employees of the component institutions shall be 
approved either by the Chancellor, the Chancellor-Elect, 
or by the administrative officers designated below: 

Chief Administrative Officer (President or 
Dean) or Chief Business Officer (Vice-Presi ­
dent for Business Affairs, Associate Dean 
for Business Affairs, or Business Manager) 
or other senior administrative or fiscal offi-
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13. 28 Approvals of travel shaU not be routine or perfunctory, but shall 
be made only after the institutional head, or his authorized 
representat ives, have carefully examined the purpose and need 
for each tr ip with a view to the economic and effective utilization 
of all travel funds. 

13. 3 Travel Expense Reimbursements. 
13. 31 Travel expenses shall be reimbursed only from funds appropriated 

or authorized for travel. Heads of component institutions shall 
plan the travel of all employees under their authority to achieve 
maximum economy and efficiency. 
13. 311 Each travel voucher submitted for reimbursement shall 

include such a description as to identify persons or 
places contacted and/or the nature of the official busi ­
n e s s of the State performed within the legal responsibil­
ities of the institution. 
When recruiting of faculty and staff is involved, names 
of persons contacted a re required. 

13. 312 In submitting travel vouchers for payment from funds in 
the State Treasury, component insititutions should recog­
nize the regulations of the State ComptroUer with respect 
to travel expense accounts, including the provision that 
"No travel expense account can be presented for payment 
until after the month in which it is incurred ," and the 
interpretation that not more than one travel voucher is 
to be submitted for each month. When there is more 
than one tr ip a month by a staff member, all such t r ips 
should either be combined on the same travel voucher, 
or separate vouchers should be combined under a single 
"cover" voucher for submission to the State ComptroUer. 

13, 32 Travel vouchers for reimbursement of all official travel authorized 
pursuant to the foregoing provisions shall be approved and signed as 
follows: 
13. 321 System Administration - Reimbursement for all travel 

by employees of the System Administration shall be 
approved either by the Chancellor, Deputy Chancellor, 
Executive Vice-ChanceUor for Fiscal Affairs or by the 
Director of Accounting or Assistant Director of Account­
ing of The University of Texas at Austin. 

13. 322 Component Institutions - Reimbursement for all travel 
by employees of the component institutions shall be 
approved either by the Chancellor, the Deputy Chancellor, 
or by the administrative officers designated below; 

Chief Administrative Officer (President or Dean) 
or Chief Business Officer (Vice-President for 
Business Affairs, Associate Dean for Business 
Affairs, or Business Manager) or other senior 
administrative or fiscal officers as may be 
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The U n i v e r s i t y of T e x a s G r a d u a t e School of 
B i o m e d i c a l S c i e n c e s a t Hous ton - the Dean or 
the B u s i n e s s M a n a g e r . 
The U n i v e r s i t y of T e x a s M e d i c a l School at 
San Antonio - the Dean o r the B u s i n e s s M a n a g e r , 
The U n i v e r s i t y of T e x a s at Ar l i ng ton - the 
P r e s i d e n t ; the V i c e - P r e s i d e n t , F i s c a l A f f a i r s ; 
o r the B u s i n e s s M a n a g e r . 
The U n i v e r s i t y of T e x a s N u r s i n g School ( sys t em-
wide) - the V i c e - C h a n c e l l o r for Hea l th Af fa i r s , 
the Dean, o r the Act ing Dean ( s y s t e m off ices) . 

13 .33 P e r Diem A l l o w a n c e s . - - T r a v e l S ta tus for Con t inuous P e r i o d of 
T w e n t y - F o u r (24) H o u r s o r M o r e - An e m p l o y e e who i s t r a v e l l i n g 
on official U n i v e r s i t y b u s i n e s s and i s in con t inuous t r a v e l for a 
p e r i o d of t w e n t y - f o u r (24) h o u r s o r m o r e wi l l be r e i m b u r s e d a t 
p e r d i em r a t e s , in l ieu of ac tua l e x p e n s e s for m e a l s and lodging, 
in a c c o r d a n c e wi th the following s chedu l e : 

R a t e s 

P e r d i e m p e r c a l e n d a r 
day 

O n e - f o u r t h (1/4) the r a t e 
for a c a l e n d a r day for 
e a c h p e r i o d of s ix (6) 
h o u r s o r f r a c t i o n t h e r e o f 
{at l e a s t 2 h o u r s ) 

In Sta te 
$14. 00 

Out of Stati 
$17 .00 

3, 50 4 . 2 5 

13 .34 P a r t i a l p e r Dienn for M e a l s and Lodging . 

13.341 An e m p l o y e e who i s t r a v e l i n g on off ic ial U n i v e r s i t y b u s i n e s s 
for a con t inuous p e r i o d of a m i n i m u m of six (6) h o u r s but 
l e s s tha t t w e n t y - f o u r (24) h o u r s which does not involve 
o v e r - n i g h t s tay wi l l be r e i m b u r s e d a p a r t i a l p e r d i e m 
for nnea ls in l ieu of a c t u a l e x p e n s e s . In no even t vvill 
the to t a l of t h i s p a r t i a l p e r d i em a l l owance e x c e e d S4. 00 
p e r day, and ind iv idua l m e a l a l l o w a n c e s wi l l not e x c e e d 
the fol lowing: , _ . . ' .-- ' 

13.3411 B r e a k f a s t a l l o w a n c e if the e m p l o y e e d e p a r t s 
f r o m d e s i g n a t e d h e a d q u a r t e r s be fo re 7:00 A . M . 
( o r , in c a s e of h i s r e t u r n to d e s i g n a t e d head­
q u a r t e r s a f t e r 7: 00 A. M. ) , , , . $ 1 . 2 5 

13.3412 h u n c h a l l owance if the e m p l o y e e i s away f rom 
h i s d e s i g n a t e d h e a d q u a r t e r s a f t e r 1:00 P , M. .$1. 50 
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The University of Texas Graduate School of 
Biomedical Sciences at Houston - the Dean or 
the Business Manager , 
The University of Texas Medical School at 
San Antonio - the Dean or the Business Manager , 

( The University of Texas at Arlington - the 
\ P r e s ide n t ; the V ice -P re s iden t , F i sca l Affairs; 
V)r the Business Manager . 

13.33 P e r Diem Allowanc>es,--Travel Status for Continuous Per iod of 
Twenty-Four (24) Ho^rs or More - An employee who is t ravell ing 
on official Univers i ty '^us iness and is in contynuous t rave l for a 
per iod of twenty-four (24) hours or m o r e wi/l be r e imbursed at 
per diem r a t e s , in lieu of actual expenses/ tor mea l s and lodging, 
in accordance with the foUowing scheduhe: 

P e r diem per calendar 
day 

One-fourth (1/4) the ra te 
for a calendar day for 
each period of six (6) 
hours or fraction there 
(at least 2 hours) 

Rates 
Out of State 

$17,00 

4,25 

13.34 P a r t i a l per Diem for /Meals and Lodgin 

13,341 An ennployee'who i s t ravel ing on official University bus iness 
for a continuous period of a minimum of six (6) hours but 
l e ss that ^-wenty-four (24) hours which does not involve 
over-nigjit stay will be r e imbur sed a p a r t i a l per diem 
for me^ l s in lieu of actual expenses . In no event will 
the tot^al of this par t ia l per diem allowance exceed $4, 00 
pe r <js.y, and individual mea l a l lowance^wi l l not exceed 
the following; 

13.3411 Breakfast allowance if the employee depar t s 
from designated headquar te r s before 7:00 A.M. 

'' ( or , in case of his re tu rn to designated head­
quar t e r s after 7:00 A.M. ) i . . . .$1.25 

13.3412 Lunch allowance if the employee is away from 
his designated headquar te r s after 1:00 P . M . .$1.50 
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13, 43 Allowances for Meals and Lodging. —Travel Status for 
Continuous Period of Twenty-Four (24) Hours or More. - -
An employee who is traveling on official University busi­
ness and is in continuous travel for a period of twenty-
four (24) hours or more wiU be reimbursed in accordance 
with the following: 
13.431 In-State—A per diem allowance, in lieu of actual 

expenses for meals and lodging, wUl be paid at 
the rate of $22. 00 per calendar day, and at the 
rate of $5.50 for each period of six (6) hours or 
fraction thereof (at least 2 hours). 

13, 432 Out-of-State--Actual cost of meals, lodging, and air­
port parking fees, not to exceed $35,00 per day. 
Receipts are required for the lodging to be reimbursed. 

13, 44 Partial Per Diem for Meals and Lodging. 
13.441 An employee who is traveling on official University 

business for a continuous period of a minimum of 
six (6) hours but less than twenty-four (24) hours 
which does not involve over-night stay will be 
reimbursed a partial per diem for meals in lieu 
of actual expenses for both in-state and out-of-
state travel. In no event will the total of this 
partial per diem aUowance exceed $7. 00 per day, 
and individual meal aUowances will not exceed 
the following: 
13,4411 Breakfast aUowance U the employee 

departs from designated headquarters 
before 7:00 a. m, (or, in the case of his 
return to designated headquarters after 
7:00 a.m.) $2.00 

13. 4412 Lunch allowance U the employee is away 
from his designated headquarters after 
1:00 p,m $3,00 

13,4413 Dinner allowance U the employee is away 
from his designated headquarters after 
7:00 p.m $5,00 

13.442 An employee who is traveling on official University 
business in-state for a continuous period of a mini­
mum of six (6) hours but less than twenty-four (24) 
hours which does involve overnight stay will be 
reimbursed for meals and lodging in an amount not 
in excess of $22. 00 at the rate of $5. 50 for each 
six (6) hour period involved or fraction thereof 
(at least 2 hours). 
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As amended 3/14/75 

the Board of Regents and the State Comptroller 
of Public Accounts, together with the names of 
the individuals occupying the positions named, 

13.43 Allowances for Meals and Lodging. --Travel Status for 
Continuous Period of Twenty-Four (24) Hours or More,— 
An employee who is traveling on official University busi­
ness and is in continuous travel for a period of twenty-
four (24) hours or more wiU be reimbursed in accordance 
with the following: 
13.431 In-State—A per diem allowance, in lieu of actual 

expenses for meals and lodging, wUl be paid at 
the rate of $22. 00 per calendar day, and at the 
rate of $5.50 for each period of six (6) hours or 
fraction thereof (at least 2 hours). 

13. 432 Out-of-State--Actual cost of meals, lodging, and a i r ­
port parking fees, not to exceed $35.00 per day. 
Receipts are required for the lodging to be reimbursed-

13. 44 Partial Per Diem for Meals and Lodging. 
13. 441 An employee who is traveling on official University 

business for a continuous period of a minimum of 
six (6) hours but less than twenty-four (24) hours 
which does not involve over-night stay will be 
reimbursed a partial per diem for meals in lieu 
of actual expenses for both in-state and out-of-
state travel. In no event will the total of this 
partial per diem aUowance exceed $7. 00 per day, 
and individual meal aUowances will not exceed 
the following: 
13. 4411 Breakfast allowance U the employee 

departs from designated headquarters 
before 7:00 a. m. (or, in the case of his 
return to designated headquarters after 
7:00 a. m.) $2, 00 

13, 4412 Lunch allowance U the employee is away 
from his designated headquarters after 
1:00 p .m $3.00 

13. 4413 Dinner aUowance if the employee is away 
from his designated headquarters after 
7:00 p .m $5.00 

13,442 An employee who is traveling on official University 
business in-state for a continuous period of a mini­
mum of six (6) hours but less than twenty-four (24) 
hours which does involve overnight stay wUl be 
reimbursed for meals and lodging in an amount not 
in excess of $22.00 at the rate of $5. 50 for each 
six (6) hour period involved or fraction thereof 
(at least 2 hours). 
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As amended 7/27/73 

the Board of Regents and the State Comptroller 
of PubUc Accounts, together with the names of 
the individuals occupying the positions named. 

13. 43 Allowances for Meals and Lodging, --Travel Status for 
continuous Period of Twenty-Four (24) Hours or More. — 
An employee who is traveling on official University busi­
ness and is in continuous travel for a period of twenty-
four (24) hours or more wiU be reimbursed in accordance 
with the following: 
13.431 In-State--Aper diem allowance, in lieu of actual 

expenses for meals and lodging, wUl be paid at 
the rate of $18.00 per calendar day, and at the 
rate of $4.50 for each period of six (6) hours or 
fraction thereof (at least 2 hours). 

13.432 Out-of-State--Actual cost of meals, lodging, and air­
port parking fees, not to exceed $35. 00 per day. 
Receipts are required for the lodging to be reimbursed, 

13. 44 Partial Per Diem for Meals and Locking. 
13. 441 An employee who is traveling on official University 

business for a continuous period of a minimum of 
six (6) hours but less than twenty-four (24) hours 
which does not involve over-night stay will be 
reimbursed a partial per diem for meals in lieu 
of actual expenses for both in-state and out-of-
state travel. In no event will the total of this 
partial per diem aUowance exceed $7. 00 per day, 
and individual meal aUowances will not exceed 
the following: 
13.4411 Breakfast allowance U the employee 

departs from designated headquarters 
before 7:00 a, m, (or, in the case of his 
return to designated headquarters after 
7:00 a.m.) $2.00 

13.4412 Lunch allowance U the employee is away 
from his designated headquarters after 
1:00 p.m $3.00 

13.4413 Dinner allowance U the employee is away 
from his designated headquarters after 
7:00 p.m $5,00 

13.442 An employee who is traveling on official University 
business in-state for a continuous period of a mini­
mum of six (6) hours but less than twenty-four (24) 
hours which does involve over-night stay will be 
reimbursed for meals and lodging in an amount not 
in excess of $18.00 at the rate of $4,50 for each 
six (6) hour period involved or fraction thereof 
(at least 2 hours). 
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As amended 1/26/73 
the Board of Regents and the State Comptroller 
of Public Accounts, together with the names of 
the individuals occupying the positions named. 

13. 43 AUowances for Meals and Lodging. --Travel Status for 
continuous Period of Twenty-Four (24) Hours or More. — 
An employee who is traveling on official University busi­
ness and is in continuous travel for a period of twenty-
four (24) hours or more will be reimbursed in accordance 
with the following: 
13. 431 In-State--A per diem allowance, in lieu of actual 

expenses for meals and lodging, will be paid at 
the rate of $16. 00 per calendar day, and at the 
rate of $4. 00 for each period of six (6) hours or 
fraction thereof (at least 2 hours), 

13, 432 Out-of-State--ActuaI cost of meals, lodging, and a i r ­
port parking fees, not to exceed $35. 00 per day. 
Receipts are required for the lodging to be reimbursed. 

13. 44 Partial Per Diem for Meals and Lodging. 
13, 441 An employee who is traveling on official University 

business for a continuous period of a minimum of 
six (6) hours but less than twenty-four (24) hours 
which does not involve over-night stay will be 
reimbursed a partial per diem for meals in lieu 
of actual expenses for. both in-state and out-of-
state travel. In no event will the total of this 
partial per diem aUowance exceed $7. 00 per day, 
and individual meal aUowances will not exceed 
the following: 
13. 4411 Breakfast allowance U the employee 

departs from designated headquarters 
before 7:00 a, m. (or, in the case of his 
return to designated headquarters after 
7:00 a .m . ) $2.00 

13. 4412 Lunch allowance U the employee is away 
from his designated headquarters after 
1:00 p .m . $3.00 

13,4413 Dinner allowance if the employee is away 
from his designated headquarters after 
7:00 p .m $5.00 

13. 442 An employee who is traveling on official University 
business in-state for a continuous period of a mini­
mum of six (6) hours but less than twenty-four (24) 
hours which does involve over-night stay will be 
reimbursed for meals and lodging in an amount not 
in excess of $16. 00 at the rate of $4. 00 for each 
six (6) hour period involved or fraction thereof 
(at least 2 hours). 
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the Board of Regents and the State Comptroller 
of PubUc Accounts, together with the names of 
the individuals occupying the positions named. 

13. 43 Allowances for Meals and Lodging. --Travel Status for 
continuous Period of Twenty-Four (24) Hours or More. — 
An employee who is traveling on official University busi­
ness and is in continuous travel for a period of twenty-
four (24) hours or more will be reimbursed in accordance 
with the foUowing: 
13.431 In-State--A per diem allowance, in lieu of actual 

expenses for meals and lodging, will be paid at 
the rate of $16. 00 per calendar day, and at the 
rate of $4.00 for each period of six (6) hours or 
fraction thereof (at least 2 hours). 

13.432 Out-of-State--Actual cost of meals, lodging and 
incidental expenses, not to exceed $35, 00. Receipts 
are required for the lodging to be reimbursed. 

13. 44 Partial Per Diem for Meals and Lodging. 
13, 441 An employee who is traveling on official University 

business for a continuous period of a minimum of 
six (6) hours but less than twenty-four (24) hours 
which does not involve over-night stay will be 
reimbursed a partial per diem for meals in lieu 
of actual expenses for both in-state and out-of-
state travel. In no event wUl the total of this 
partial per diem aUowance exceed $7,00 per day, 
and individual meal aUowances will not exceed 
the following: 
13. 4411 Breakfast allowance U the employee 

departs from designated headquarters 
before 7:00 a, m, (or, in the case of his 
return to designated headquarters after 
7:00 a.m.) $2.00 

13. 4412 Lunch allowance U the employee is away 
from his designated headquarters after 
1:00 p.m $3.00 

13.4413 Dinner aUowance if the employee is away 
from his designated headquarters after 
7:00 p.m $5.00 

13.442 An employee who is traveling on official University 
business in-state for a continuous period of a mini­
mum of six (6) hours but less than twenty-four (24) 
hours which does involve over-night stay will be 
reimbursed for meals and lodging in an amount not 
itl excess of $16, 00 at the rate of $4. 00 for each 
six (6) hour period involved or fraction thereof 
(at least 2 hours). 
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fiscal officers as may be delegated in writing 
by the Chief Administrative Officer and the 
Chief Business Officer. Such delegations 
shall be approved by the Deputy Chancellor for 
Administration and filed with the Secretary to 
the Board of Regents and the State Comptroller 
of PubUc Accounts, together with the names of 
the individuals occupying the positions named. 

13. 43Per Diem Allowances. --Travel Status for Continuous Period of 
Twenty-Four (24) Hours or More-An employee who is traveling 
on official University business and is in continuous travel for a 
period of twenty-four (24) horn's or more wiU be reimbursed at 
per diem ra tes , in lieu of actual expenses for meals and lodging, 
in accordance with the following schedule: 

Rates 
In State Out of State 

Per diem per calendar $14. 00 $17. 00 
day 

One-fourth (1/4) the ra te for 
a calendar day for each period 
of six (6) hours or fraction 
thereof (at least 2 hours) 3. 50 4. 25 

13,44 Part ial Per Diem for Meals and Lodging. 
13. 441 An employee who is traveling on official University 

business for a continuous period of a minimum of six 
(6) hours but less than twenty-four (24) hours which does 
not involve over-night stay will be reimbursed a partial 
per diem for meals in lieu of actual expenses. In no 
event will the total of this partial per diem allowance 
exceed $4. 00 per day, and individual meal allowances 
will not exceed the following: 
13. 4411 Breakfast aUowance if the employee departs 

from designated headquarters before 7:00 A. M. 
(or, in the case of his return to designated 
headquarters after 7:00 A.M.) $1.50 

13. 4412 Lunch allowance U the employee is away from 
his designated headquarters after 1:00 P.M. 

$2.00 
13. 4413 Dinner aUowance if the employee is away from 

his designated headquarters after 7:00 P.M. 
$3.00 

13. 442 An employee who is traveling on official University 
business for a continuous period of a minimum of six 
(6) hours but less than twenty-four (24) hours which does 
involve over-night stay wiU be reimbursed for meals 
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fiscal officers as may be delegated in writing 
by the Chief Administrative Officer and the 
Chief Business Officer, Such delegations 
shaU be approved by the Deputy Chancellor for 
Administration and filed with the Secretary to 
the Board of Regents and the State Comptroller 
of PubUc Accounts, together with the names of 
the individuals occupying the positions named. 

13. 33 Per Diem Allowances. --Travel Status for Continuous Period of 
Twenty-Four (24) Hours or More-An employee who is traveling 
on official University business and is in continuous travel for a 
period of twenty-four (24) hours or more wiU be reimbursed at 
per diem rates, in lieu of actual expenses for meals and lodging, 
in accordance with the following schedule: 

Rates 
In State Out of State 

Per diem per calendar $14,00 $17,00 
day 

One-fourth (1/4) the rate for 
a calendar day for each period 
of six (6) hours or fraction 
thereof (at least 2 hours) 3, 50 4, 25 

13.34 Partial Per Diem for Meals and Lodging. 
13.341 An employee who is traveling on official University 

business for a continuous period of a minimum of six 
(6) hours but less than twenty-four (24) hours which does 
not involve over-night stay will be reimbursed a partial 
per diem for meals in lieu of actual expenses. In no 
event wiU the total of this partial per diem allowance 
exceed $4,00 per day, and individual meal allowances 
wiU not exceed the following: 
13.3411 Breakfast aUowance if the employee departs 

from designated headquarters before 7:00 A. M, 
(or, in the case of his return to designated 
headquarters after 7:00 A.M.) $1, 50 

13, 3412 Lunch allowance U the employee is away from 
his designated headquarters after 1:00 P,M. 

$2, 00 
13. 3413 Dinner allowance U the employee is away from 

his designated headquarters after 7:00 P.M. 
$3.00 

13, 342 An employee who is traveling on official University 
business for a continuous period of a minimum of six 
(6) hours but less than twenty-four (24) hours which does 
involve over-night stay wiU be reimbursed for meals 
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cers as may be delegated in writing by the 
Chief Administrative Officer and the Chief 
Business Officer. Such delegations shall be 
approved by the Deputy Chancellor for Admin­
istration and filed with the Secretary to the 
Board of Regents and the State Comptroller 
of Public Accounts, together with the names 
of the individuals occupying the positions 
named, 

13. 33 Per Diem Allowances. --Travel Status for Continuous Period of 
Twenty-Four (24) Hours or More-An employee who is traveling 
on official University business and is in continuous travel for a 
period of twenty-four (24) hours or more wiU be reimbursed at 
per diem ra tes , in lieu of actual expenses for meals and l o s i n g , 
in accordance with the following schedule: 

Rates 
In State Out of State 

Per diem per calendar $14. 00 $17.00 
day 

One-fourth (1/4) the rate for 
a calendar day for each period 
of six (6) hours or fraction 
thereof (at least 2 hours) 3. 50 4. 25 

13. 34 Partial Per Diem for Meals and Lodging. 
13.341 An employee who is traveling on official University 

business for a continuous period of a minimum of six 
(6) hours but less than twenty-four (24) hours which does 
not involve over -night stay will be reimbursed a partial 
per diem for meals in lieu of actual expenses. In no 
event will the total of this partial per diem allowance 
exceed $4. 00 per day, and individual meal allowances 
wiU not exceed the following: 
13.3411 Breakfast aUowance if the employee departs 

from designated headquarters before 7:00 A. M. 
(or, in the case of his return to designated 
headquarters after 7:00 A.M.) $1. 50 

13. 3412 Lunch allowance U the employee is away from 
his designated headquarters after 1:00 P .M. 

$2. 00 
13. 3413 Dinner allowance if the employee is away from 

his designated headquarters after 7:00 P .M. 
$3.00 

13. 342 An employee who is traveling on official University 
business for a continuous period of a minimum of six 
(6) hours but less than twenty-four (24) hours which does 
involve over-night stay wiU be reimbursed for meals 
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delegated in writing by the Chief Administrative 
Officer and the Chief Business Officer, Such 
delegations shall be approved by the Executive 
Vice-Chancellor for Fiscal Affairs and filed 
with the Secretary to the Board of Regents and 
the State Comptroller of Public Accounts, 
together with the names of the individuals 
occupying the positions named, 

13,33 Per Diem Allowances. --Travel Status for Continuous Period of 
Twenty-Four (24) Hours or More-An employee who is traveling 
on official University business and is in continuous travel for a 
period of twenty-four (24) hours or more wiU be reimbursed at 
per diem rates, in lieu of actual expenses for meals and lodging, 
in accordance with the following schedule: 

Rates 
In State Out of State 

Per diem per calendar $14.00 $17.00 
day 

One-fourth (1/4) the rate for 
a calendar day for each period 
of six (6) hours or fraction 
thereof (at least 2 hours) 3. 50 4. 25 

13. 34 Partial Per Diem for Meals and Lodging. 
13, 341 An employee who is traveling on official University 

business for a continuous period of a minimum of six 
(6) hours but less than twenty-four (24) hours which does 
not involve over -night stay will be reimbursed a partial 
per diem for meals in lieu of actual expenses. In no 
event will the total of this partial per diem allowance 
exceed $4. 00 per day, and individual meal allowances 
will not exceed the following: 
13,3411 Breakfast aUowance if the employee departs 

from designated headquarters before 7:00 A. M. 
(or, in the case of his return to designated 
headquarters after 7:00 A, M.) $1. 50 

13. 3412 Lunch allowance U the employee is away from 
his designated headquarters after 1:00 P.M. 

$2.00 
13. 3413 Dinner allowance if the employee is away from 

his designated headquarters after 7:00 P.M. 
$3.00 

13. 342 An employee who is traveling on official University 
business for a continuous period of a minimum of six 
(6) hours but less than twenty-four (24) hours which does 
involve over-night stay wiU be reimbursed for meals 



19 

13. 3413 Dinner allowance if the employee is away 
from his designated headquar te r s after 
7:00 P . M $2.50 

13. 342 An employee who is t raveling on official University bus iness 
for a continuous period of a minimum of six (6) hours but 
l e ss than twenty-four (24) hours which does involve over­
night stay will be reinnbursed for mea l s and lodging in an 
amount not in excess of $14. 00 at the ra te of $3 . 50 for each 
six (6) hour period involved or fraction thereof (at least 
2 hours) , 

13.35 P e r Diem Allowances - Travel Status for a Continuous Per iod of 
L e s s Than Six (6) Hours , - - No par t i a l per diem or actual expenses 
(except t ranspor ta t ion) will be paid an employee who is away from 
designated headquar te r s for a period of less than six (6) hours , 

13. 36 Day Defined for per Diem Purposes . 
13.361 The calendar day (midnight to midnight) is the unit for 

computing the per diein allowance, 
13.362 For a fractional par t of a day at the commencement or ending 

of continuous t rave l the s ix-hour per iods of 12:01 A.M. 
to 6:00 A . M , , 6:01 A,M. to 12:00 Noon, 12:01 P . M , to 
6:00 P , M . , and 6:01 P . M. to 12:00 Midnight a r e 
each considered to be one quar t e r (1/4) of a calendar 
day. A fraction of a per diem period of six (6) 
hours is defined to be two (2) hours or m o r e , 

13.363 Computation of per diem shall be on a quar te r day 
bas i s , the init ial qua r t e r to be that in which t ravel 
begins and the final quar te r to be that in which t rave l 
ends , 

13.364 When both in - s ta te and out-of-s ta te t rave l occur 
in the same calendar day, the ra te of t r ave l allowance 
for all t r ave l in that day shall be seventeen dol la rs 
($17, 00) per diem. 

13,37 Transpor ta t ion Allowance. 
13,371 Rented or Public Conveyance Including Taxis . - -An 

employee traveling by rented or public conveyance, or 
the connmercial t ranspor ta t ion company furnishing 
same, is entitled to a t ranspor ta t ion allowance equal 
to the actual cost of necessa ry t ranspor ta t ion for per­
forming offi-cial bus iness , excluding Federa l tax. Pay­
ment of said t ranspor ta t ion allovyance may be made by 
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As amended 7/25/75 

13. 45Per Diem Allowances - Travel Status for a Continuous Period of 
Less than Six (6) Hours. --No partial per diem or actual expenses 
(except transportation) will be paid an employee who is away from 
designated headquarters for a period of less than six (6) hours. 

13,46 Day Defined for per Diem Purposes. 
13. 461 The calendar day (midnight to midnight) is the unit for 

computing the per diem allowance. 
13. 462 For a fractional part of a day at the commencement or 

ending of continuous travel the six-hour periods of 12:01 
A.M. to 6:00 A .M. , 6:01 A.M. to 12:00 Noon, 12:01 P.M. 
to 6:00 P . M . , and 6:01 P .M. to 12:00 Midnight a re each 
considered to be one quarter (1/4) of a calendar day, A 
fraction of a per diem period of six (6) hours is defined 
to be two (2) hours or more. 

13. 463 Computation of per diem shall be on a quarter day basis , 
the initial quarter to be that in which travel begins, and 
and the final quarter to be that in which travel ends. 

13. 464 When both in-state and out-of-state travel occur 
in the same calendar day, the rate of travel allow­
ance for all travel in that day shall be the same as 
for out-of-state travel (not to exceed $35, 00 per day). 

13.47 Transportation Allowance. 
13. 471 Rented or PubUc Conveyance Including Taxis, --An 

employee traveling by rented or public conveyance, or 
the commercial transportation company furnishing same, 
is entitled to a transportation allowance equal to the 
actual cost of necessary transportation for performing 
official business. 

The aUowance for air transportation shall be the lowest 
available airline fare. Payment of said transportation 
allowance may be made by either of the following 
methods, upon selection by the Deputy Chancellor or 
the head of the component institution, in advance of 
authorized official travel, 
13. 4711 Where the employee pays for public t r a n s ­

portation from his personal funds, receipts 
for such necessary transportation, 
excluding receipts for city bus, taxi, or 
limousine fares shall be obtained and 
attached to the employee's expense accounts 
when submitted. A detailed list of all 
claims for rented or public t ransporta­
tion including city bus, taxi, and limousine 
fares shall be shown on the Travel Expense 
Account under "Record of Transportation 
Claimed for Each Trip. " 
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13. 45Per Diem Allowances - Travel Status for a Continuous Period of 
Less than Six (6) Hours. --No partial per diem or actual expenses 
(except transportation) will be paid an employee who is away from 
designated headquarters for a period of less than six (6) hours. 

13.46 Day Defined for per Diem Purposes. 
13. 461 The calendar day (midnight to midnight) is the unit for 

computing the per diem allowance. 
13. 462 For a fractional part of a day at the commencement or 

ending of continuous travel the six-hour periods of 12:01 
A.M. to 6:00 A .M. , 6:01A.M. to 12:00 Noon, 12:01P.M. 
to 6:00 P . M . , and 6:01 P.M. to 12:00 Midnight are each 
considered to be one quarter (1/4) of a calendar day. A 
fraction of a per diem period of six (6) hom-s is defined 
to be two (2) hours or more. 

13. 463 Computation of per diem shall be on a quarter day basis , 
the initial quarter to be that in which travel begins, and 
and the final quarter to be that in which travel ends. 

13.464 When both in-state and out-of-state travel occur 
in the same calendar day, the rate of travel allow­
ance for all travel in that day shall be the same as 
for out-of-state travel (not to exceed $35.00 per day). 

13.47 Transportation Allowance. 
13. 471 Rented or Public Conveyance Including Taxis. —An 

employee traveling by rented or public conveyance, or 
the commercial transportation company furnishing same, 
is entitled to a transportation allowance equal to the 
actual cost of necessary transportation for performing 
official business. 

The aUowance for air transportation shall be the lowest 
available airline fare. Payment of said transportation 
allowance may be made by either of the following 
methods, upon selection by the Chancellor or the head 
of the component institution, in advance of authorized 
official travel. 
13. 4711 Where the employee pays for public t r a n s ­

portation from his personal funds, receipts 
for such necessary transportation, 
excluding receipts for city bus, taxi, or 
limousine fares shall be obtained and 
attached to the employee's expense accounts 
when submitted. A detailed list of all 
claims for rented or public t ransporta­
tion including city bus, taxi, and limousine 
fares shall be shown on the Travel Expense 
Account under "Record of Transportation 
Claimed for Each Trip. " 
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13. 45Per Diem Allowances - Travel Status for a Continuous Period of 
Less than Six (6) Hours. --No partial per diem or actual expenses 
(except transportation) will be paid an employee who is away from 
designated headquarters for a period of less than six (6) hours. 

13.46 Day Defined for per Diem Purposes. 
13. 461 The calendar day (midnight to midnight) is the imit for 

computing the per diem allowance. 
13. 462 For a fractional part of a day at the commencement or 

ending of continuous travel the six-hour periods of 12:01 
A.M. to 6:00 A.M., 6:01A.M. to 12:00 Noon, 12:01 P.M. 
to 6:00 P.M., and 6:01 P.M. to 12:00 Midnight are each 
considered to be one quarter (1/4) of a calendar day. A 
fraction of a per diem period of six (6) hours is defined 
to be two (2) hours or more. 

13. 463 Computation of per diem shall be on a quarter day basis, 
the initial quarter to be that in which travel begins, and 
and the final quarter to be that in which travel ends. 

13. 464 When both in-state and out-of-state travel occur 
in the same calendar day, the rate of travel allow­
ance for all travel in that day shall be the same as 
for out-of-state travel (not to exceed $35. 00 per day), 

13.47 Transportation Allowance. 
13.471 Rented or PubUc Conveyance Including Taxis. — 

An employee traveling by rented or public convey­
ance, or the commercial transportation company 
furnishing same, is entitied to a transportation 
aUowance equal to the actual cost of necessary 
transportation for performing official business. 

The allowance for air transportation shall be 
tourist class unless tourist class is not available. 
Payment of said transportation allowance may be 
made by either of the following methods, upon 
selection by the ChanceUor or the head of the 
component institution, in advance of authorized 
official travel. 
13. 4711 Where the employee pays for public t rans­

portation from his personal funds, receipts 
for such necessary transportation, 
excluding receipts for city bus, taxi, or 
limousine fares shall be obtained and 
attached to the employee's expense accounts 
when submitted. A detailed list of all 
claims for rented or public transporta­
tion including city bus, taxi, and limousine 
fares shall be shown on the Travel Expense 
Account under "Record of Transportation 
Claimed for Each Trip. " 
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and lodging in an amount not in excess of $14.00 at the 
ra te of $3. 50 for each six (6) hour period involved or 
fraction thereof (at least 2 hotu*s). 

13. 45Per Diem Allowances - Travel Status for a Continuous Period of 
Less than Six (6) Hours. —No partial per diem or actual expenses 
(except transportation) will be paid an employee who is away from 
designated headquarters for a period of less than six (6) hours, 

13.46 Day Defined for per Diem Purposes. 
13. 461 The calendar day (midnight to midnight) is the unit for 

computing the per diem aUowance. 
13. 462 For a fractional part of a day at the commencement or 

ending of continuous travel the six-hour periods of 12:01 
A.M, to 6:00 A , M . , 6:01 A.M, to 12:00 Noon, 12 :01P .M. 
to 6:00 P . M , , and 6:01 P. M, to 12:00 Midnight a re each 
considered to be one quarter (1/4) of a calendar day, A 
fraction of a per diem period of six (6) hours is defined 
to be two (2) hours or more. 

13, 463 Computation of per diem shall be on a quarter day basis , 
the initial quarter to be that in which travel begins, and 
and the final quarter to be that in which travel ends. 

13, 464 When both in-state and out-of-state travel occur in the 
same calendar day, the rate of travel allowance for all 
t ravel in that day shall be seventeen dollars ($17. 00) 
per diem. 

13.47 Transportation AUowance. 
13. 471 Rented or PubUc Conveyance Including Taxis, —An 

employee traveling by rented or public conveyance, 
or the commercial transportation company furnishing 
same, is entitled to a transportation allowance equal 
to the actual cost of necessary transportation for per ­
forming official busmess. Payment of said transporta­
tion allowance may be made by either of the following 
methods, upon selection by the Chancellor or the head 
of the component institution, in advance of authorized 
official travel. 
13.4711 Where the employee pays for public t ranspor­

tation, including taxis, from his personal funds, 
receipts for such necessary transportation, 
excluding receipts for city bus, taxi or limousine 
fares in amounts of $2, 50 or less (whether in 
or out of city l imits, or between two cities), shall 
be obtained and attached to the employee's expense 
account when submitted. A detailed list of all 
claims for rented or public transportation includ­
ing city bus, taxi, and limousine fares in amounts 
of $2. 50 or less shall be shown on the Travel 
Expense Account under "Record of Transportation 
Claimed for Each Trip. " 
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and lodging in an amount not in excess of $14. 00 at the 
rate of $3, 50 for each six (6) hour period involved or 
fraction thereof (at least 2 hours). 

13. 35 Per Diem Allowances - Travel Status for a Continuous Period of 
Less than Six (6) Hours. —No partial per diem or actual expenses 
(except transportation) will be paid an employee who is away from 
designated headquarters for a period of less than six (6) hours. 

13. 36 Day Defined for per Diem Purposes. 
13. 361 The calendar day (midnight to midnight) is the unit for 

computing the per diem allowance. 
13. 362 For a fractional part of a day at the commencement or 

ending of continuous travel the six-hour periods of 12:01 
A.M. to 6:00 A.M,, 6:01A.M. to 12:00 Noon, 12:01 P.M, 
to 6:00 P,M,, and 6:01 P,M, to 12:00 Midnight are each 
considered to be one quarter (1/4) of a calendar day. A 
fraction of a per diem period of six (6) hours is defined 
to be two (2) hours or more. 

13. 363 Computation of per diem shall be on a quarter day basis, 
the initial quarter to be that in which travel begins, and 
and the final quarter to be that in which travel ends. 

13. 364 When both in-state and out-of-state travel occur in the 
same calendar day, the rate of travel allowance for all 
travel in that day shall be seventeen dollars ($17.00) 
per diem. 

13, 37 Transportation Allowance. 
13, 371 Rented or Public Conveyance Including Taxis, — 

An employee traveUng by rented or pubUc con­
veyance, or the commercial transportation 
company furnishing same, is entitled to a 
transportation allowance equal to the actual cost 
of necessary transportation for performing offi­
cial business, excluding Federal tax. Payment 
of said transportation allowance may be made by 
either of the following methods, upon selection 
by the Chancellor or the head of the component 
institution, in advance of authorized official 
travel. 
13. 3711 Where the employee pays for public transpor­

tation, including taxis, from his personal funds, 
receipts for such necessary transportation, 
excluding receipts for city bus, taxi or limousine 
fares in amounts of $2, 50 or less (whether in 
or out of city limits, or between two cities), shall 
be obtained and attached to the employee's expense 
accoimt when submitted. A detailed list of all 
claims for rented or public transportation includ­
ing city bus, taxi, and limousine fares in amounts 
of $2. 50 or less shall be shown on the Travel 
Expense Account under "Record of Transportation 
Claimed for Each Trip. " 
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and lodging in an amount not in excess of $14. 00 at the 
rate of $3. 50 for each six (6) hour period involved or 
fraction thereof (at least 2 hoiu-s). 

13, 35 Per Diem Allowances - Travel Status for a Continuous Period of 
Less than Six (6) Hours. --No partial per diem or actual expenses 
(except transportation) will be paid an employee who is away from 
designated headquarters for a period of less than six (6) hours. 

13. 36Day Defined for per Diem Purposes. 
13. 361 The calendar day (midnight to midnight) is the unit for 

computing the per diem allowance. 
13, 362 For a fractional part of a day at the commencement or 

ending of continuous travel the six-hour periods of 12:01 
A,M, to 6:00 A .M. , 6:01 A.M, to 12:00 Noon, 12:01 P.M, 
to 6:00 P , M , , and 6:01 P .M. to 12:00 Midnight a re each 
considered to be one quarter (1/4) of a calendar day. A 
fraction of a per diem period of six (6) hours is defined 
to be two (2) hours or more. 

13. 363 Computation of per diem shall be on a quarter day basis , 
the initial quarter to be that in which travel begins, and 
and the final quarter to be that in which travel ends. 

13. 364 When both in-state and out-of-state travel occur in the 
same calendar day, the rate of travel allowance for all 
travel in that day shall be seventeen dollars ($17. 00) 
per diem. 

13. 37 Transportation AUowance. 
13.371 Rented or Public Conveyance Including Taxis. --An 

employee traveUng by rented or public conveyance, 
or the commercial transportation company furnishing 
same, is entitled to a transportation aUowance equal 
to the actual cost of necessary transportation for p e r ­
forming official business, excluding Federal tax. Payment 
of said transportation aUowance may be made by either 
of the following methods, upon selection by the Chancellor 
or Chancellor-Elect or the head of the component insti -
tution, in advance of authorized official travel. 
13, 3711 Where the employee pays for public t ranspor­

tation, including taxis, from his personal funds, 
receipts for such necessary transportation, 
excluding receipts for city bus, taxi or limousine 
fares in amounts of $2. 50 or less (whether in 
or out of city l imits, or between two cities), shall 
be obtained and attached to the employee's expense 
account when submitted. A detailed list of all 
claims for rented or public transportation includ­
ing city bus, taxi, and limousine fares in amounts 
of $2. 50 or less shall be shown on the Travel 
Expense Account under "Record of Transportation 
Claimed for Each Trip. " 
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and lodging in an amount not in excess of $14. 00 at the 
rate of $3. 50 for each six (6) hour period involved or 
fraction thereof (at least 2 hours), 

13. 35 Per Diem Allowances - Travel Status for a Continuous Period of 
Less than Six (6) Hours. —No partial per diem or actual expenses 
(except transportation) will be paid an employee who is away from 
designated headquarters for a period of less than six (6) hours. 

13. 36 Day Defined for per Diem Purposes. 
13. 361 The calendar day (midnight to midnight) is the unit for 

computing the per diem allowance. 
13. 362 For a fractional part of a day at the commencement or 

ending of continuous travel the six-hour periods of 12:01 
A.M, to 6:00 A.M., 6:01A.M. to 12:00 Noon, 12:01P.M. 
to 6:00 P,M,, and 6:01 P.M. to 12:00 Midnight are each 
considered to be one quarter (1/4) of a calendar day. A 
fraction of a per diem period of six (6) hours is defined 
to be two (2) hours or more. 

13. 363 Computation of per diem shall be on a quarter day basis, 
the initial quarter to be that in which travel begins, and 
and the final quarter to be that in which travel ends. 

13.364 When both in-state and out-of-state travel occur in the 
same calendar day, the rate of travel allowance for all 
travel in that day shall be seventeen dollars ($17. 00) 
per diem, 

13. 37 Transportation Allowance. 
13. 371 Rented or Public Conveyance Including Taxis. --An 

employee traveling by rented or public conveyance, 
or the commercial transportation company furnishing 
same, is entitled to a transportation aUowance equal 
to the actual cost of necessary transportation for per­
forming official business, excluding Federal tax. Payment 
of said transportation allowance may be made by either 
of the following methods, upon selection by the ChanceUor 
or Deputy Chancellor or the head of the component insti r 
tution, in advance of authorized official travel, 
13.3711 Where the employee pays for public transpor­

tation, including taxis, from his personal funds, 
receipts for such necessary transportation, 
excluding receipts for city bus, taxi or limousine 
fares in amounts of $2, 50 or less (whether in 
or out of city limits, or between two cities), shall 
be obtained and attached to the employee's expense 
account when submitted. A detaUed list of all 
claims for rented or public transportation includ­
ing city bus, taxi, and limousine fares in amounts 
of $2, 50 or less shaU be shown on the Travel 
Expense Account under "Record of Transportation 
Claimed for Each Trip. " 
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e i t h e r of the fol lowing m e t h o d s , upon s e l e c t i o n by the 
C h a n c e l l o r o r the head of the connponent i n s t i t u t i o n , in 
a d v a n c e of a u t h o r i z e d official t r a v e l . 

13. 3711 W h e r e the e inp loyee p a y s for pub l i c t r a n s p o r t a t i o n , 
i nc lud ing t a x i s , f r o m h i s p e r s o n a l funds , r e c e i p t s 
for such n e c e s s a r y t r a n s p o r t a t i o n , exc lud ing r e c e i p t s 
for c i ty b u s , taxi or l i m o u s i n e f a r e s in a m o u n t s of 
$2. 50 or l e s s (whe the r in or out of city l i m i t s , or 
b e t w e e n two c i t i e s ) , sha l l be ob ta ined and a t t a c h e d to 
t h e e m p l o y e e ' s e x p e n s e accoun t when s u b m i t t e d . A 
d e t a i l e d l i s t of a l l c l a i m s for r e n t e d or publ ic t r a n s ­

p o r t a t i o n i nc lud ing c i ty b u s , t a x i , and l i m o u s i n e f a r e s 
in a m o u n t s of $2, 50 or l e s s sha l l be shown on the 

. / : T r a v e l E x p e n s e Account u n d e r " R e c o r d of T r a n s ­

p o r t a t i o n C l a i m e d for E a c h T r i p . " 

13,3712 The C h a n c e l l o r or h e a d s of c o m p o n e n t i n s t i t u t i o n s 
m a y r e q u e s t c o m m e r c i a l t r a n s p o r t a t i o n c o m p a n i e s 
to f u r n i s h r e q u i r e d t r a n s p o r t a t i o n for official 
b u s i n e s s to d e s i g n a t e d e m p l o y e e s of Cent ra^ 
A d m i n i s t r a t i o n or such i n s t i t u t i o n s upon the 
p r e s e n t a t i o n to c o o p e r a t i n g t r a n s p o r t a t i o n 
c o m p a n i e s of t r a n s p o r t a t i o n r e q u e s t s a p p r o v e d 
by the C h a n c e l l o r or the head of the i n s t i t u t i on 
r e q u e s t i n g such t r a n s p o r t a t i o n . The t r a n s p o r t a t i o n 
r e q u e s t sha l l spec i fy the c l a s s of t r a n s p o r t a t i o n 
a u t h o r i z e d . The month ly b i l l i ngs for such t r a n s ­

p o r t a t i o n s e r v i c e s f rom the t r a n s p o r t a t i o n company 
"'.' ' wil l be v o u c h e r e d on a r e g u l a r p u r c h a s e v o u c h e r , 

showing the de t a i l of such f u r n i s h e d t r a n s p o r t a t i o n 
for e a c h t r i p , with a c o m p l e t e s t a t e m e n t a t t a c h e d 
s e t t i n g out in d e t a i l why e a c h t r i p l i s t ed w a s 
n e c e s s a r y in the o p e r a t i o n and m a i n t e n a n c e of 
the i n s t i t u t i o n . 

13,372 P r i v a t e A u t o m o b i l e . ­ ­ A n e m p l o y e e t r a v e l i n g in his p e r s o n a l l y 
owned autonnobi le sha l l be r e i m b u r s e d a t the r a t e of t en 
c e n t s (10^) p e r m i l e on the b a s i s of the s h o r t e s t p r a c t i c a l 
r o u t e b e t w e e n p o i n t s . No a d d i t i o n a l e x p e n s e i n c i d e n t a l to 
the o p e r a t i o n of such a u t o m o b i l e sha l l be a l lowed , 

13. 3721 " S h o r t e s t p r a c t i c a l r o u t e " as i n d i c a t e d above sha l l 
i n c l u d e the u s e of F a r m ­ t o ­ M a r k e t r o a d s in the Sta te 
of T e x a s . The l a t e s t official highway m a p p u b l i s h e d 
by t h e Sta te Highway D e p a r t m e n t , a s t a n d a r d highway 

■ ■' m a p for o u t ­ o f ­ s t a t e t r a v e l , or an a l t e r n a t e p r o c e d u r e 
d e s i g n a t e d by the State C o m p t r o l l e r sha l l be u s e d for 
c o m p u t i n g such nni leage . 
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ei ther of the following methods , upon selection by the 
Chancellor or the head of the component institution, in 
advance of authorized official t r ave l , 

13.3711 Where the employee pays for public t r anspor ­
tation, including taxis , from his personal 
funds, rece ip ts for such necessa ry t r anspor ­
tation, excludlnp rece ip ts for city bus, taxi 
or limousine fa res in amounts of $2, 50 ox 
j e s s , shall be obtained and attached to the 
employee ' s expense account when submitted. 
A detailed list of all c la ims for rented or 
public t ranspor ta t ion including city bus, 
taxi , and linnousine fares in amounts of $2. 50 
or less shall be shown on the Travel Expense 
Account under "Record of Transpor ta t ion 
Claimed for Each T r ip , " 

13.3712 The Chancellor or heads of component inst i tut ions 
may reques t comLunerclal t ranspor ta t ion companies 
to furnish required t ranspor ta t ion for official 
bus iness to designated employees of Central 
Adminis t ra t ion or such inst i tut ions upon the 
presenta t ion to cooperating t ranspor ta t ion 
companies of t ranspor ta t ion reques t s approved 
by the Chancellor or the head of the institution 
request ing such t ranspor ta t ion . The t ranspor ta t ion 
reques t shall specify the c l a s s of t ranspor ta t ion 
authorized. The nnonthly bil l ings for such t r ans ­
portat ion se rv ices from the t ranspor ta t ion company 
will be vouchered on a r egu la r purchase voucher, 
showing the detail of such furnished t ranspor ta t ion 
for each t r ip , with a complete s tatement attached 
setting out in detail why each t r ip listed was 
neces sa ry in the operation and maintenance of 
the institution. 

13,372 Pr iva te Automobile. - -An employee travel ing in his personally 
owned autonnobile shall be r e imbursed at the ra te of ten 
cents (10^) per nnile on the bas is of the shor tes t p rac t ica l 
route between points. No additional expense incidental to 
the operation of such automobile shall be allowed. 
13,3721 "Shortes t pract ical route" a s indicated above 

shall include the use of F a r m - t o - M a r k e t roads 
in the State of Texas . The latest official high­
way map published by the State Highway Depart-
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13,4712 The Deputy Chancellor or chief administrative 
officers or their delegates may request com­
mercial transportation companies to furnish 
required transportation for official business 
to designated employees of System Adminis­
tration or such institutions upon the presenta­
tion to cooperating transportation companies 
of transportation requests approved by the 
Deputy Chancellor or the head of the institution 
requesting such transportation. The t r ans ­
portation request shall specUy the class of 
transportation authorized, which shall be for 
the lowest fare available. The monthly bill­
ings for such transportation services from 
the transportation company will be vouchered 
on a regular purchase voucher, showing in 
detail why each trip listed was necessary in 
the operation and maintenance of the 
institution, 

13,472 Private Motor Vehicle.--An employee traveling 
in his personally owned motor vehicle shall be 
reimbursed at the rate of sixteen cents (16<?) per 
mile on the basis of the shortest practical route 
between points. No additional expense incidental 
to the operation of such motor vehicle shall be al­
lowed . 

13. 4721 "Shortest practical route" as indicated above 
shall include the use of Farm-to-Market roads 
in the State of Texas. The latest official high­
way map published by the State Highway Depart­
ment, a standard highway map for out-of-state 
travel, or an alternate procedure designated by 
the State Comptroller shall be used for computing 
such mileage. 

13.4722 When two or more employees travel in 
a single private motor vehicle, only one 
shall receive a transportation allowance, 
but this provision shall not preclude each 
traveler from receiving a per diem allowance. 

13.4723 When two, three, or four officials or employes 
of System Administration or one of the component 
institutions of The University of Texas System 
with the same itinerary on the same dates are 
required to travel on the same official state 
business for which travel reimbursement for 
mileage in a personal motor vehicle is claimed, 
mileage reimbursement will be claimed and 
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13.4712 The Chancellor or chief administrative 
officers or their delegates may request com­
mercial transportation companies to furnish 
required transportation for official business 
to designated employees of System Adminis­
tration or such institutions upon the presenta­
tion to cooperating transportation companies 
of transportation requests approved by the 
Chancellor or the head of the institution 
requesting such transportation. The trans­
portation request shall specUy the class of 
transportation authorized, which shall be for 
the lowest fare available. The monthly bill­
ings for such transportation services from 
the transportation company will be vouchered 
on a regular purchase voucher, showing in 
detail why each trip listed was necessary in 
the operation and maintenance of the 
institution. 

13.472 Private Motor Vehicle.--An employee traveling 
in his personally owned motor vehicle shall be 
reimbursed at the rate of sixteen cents (16() per 
mile on the basis of the shortest practical route 
between points. No additional expense incidental 
to the operation of such motor vehicle shall be al­
lowed. 
13. 4721 "Shortest practical route" as indicated above 

shall include the use of Farm-to-Market roads 
in the State of Texas. The latest official high­
way map published by the State Highway Depart­
ment, a standard highway map for out-of-state 
travel, or an alternate procedure designated by 
the State Comptroller shall be used for computing 
such mileage. 

13.4722 When two or more employees travel in 
a single private motor vehicle, only one 
shall receive a transportation allowance, 
but this provision shall not preclude each 
traveler from receiving a per diem aUowance. 

13.4723 When two, three, or four officials or employes 
of System Administration or one of the component 
institutions of The University of Texas iSystem 
with the same itinerary on the same dates are 
required to travel on the same official state 
business for which travel reimbursement for 
mileage in a personal motor vehicle is claimed, 
mileage reimbursement will be claimed and 
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As amended 1/21/13 

13.4712 The Chancellor or chief administrative 
officers or their delegates may request com­
mercial transportation companies to furnish 
required transportation for official business 
to designated employees of System Adminis­
tration or such institutions upon the presenta­
tion to cooperating transportation companies 
of transportation requests approved by the 
Chancellor or the head of the institution 
requesting such transportation. The trans­
portation request shall specUy the class of 
transportation authorized, which shall be for 
the lowest fare available. The monthly bill­
ings for such transportation services from 
the transportation company will be vouchered 
on a regular purchase voucher, showing in 
detail why each trip listed was necessary in 
the operation and maintenance of the 
institution. 

13.472 Private Motor Vehicle.--An employee traveling 
in his personally owned motor vehicle shall be 
reimbursed at the rate of twelve cents (12?) per 
mile on the basis of the shortest practical route 
between points. No additional expense incidental 
to the operation of such motor vehicle shall be al­
lowed , 
13. 4721 "Shortest practical route" as indicated above 

shall include the use of Farm-to-Market roads 
in the State of Texas. The latest official high­
way map published by the State Highway Depart­
ment, a standard highway map for out-of-state 
travel, or an alternate procedure designated by 
the State Comptroller shall be used for computing 
such mUeage. 

13.4722 When two or more employees travel in 
a single private motor vehicle, only one 
shall receive a transportation allowance, 
but this provision shall not preclude each 
traveler from receiving a per diem allowance. 

13.4723 When two, three, or four officials or employes 
of System Administration or one of the component 
institutions of The University of Texas System 
with the same itinerary on the same dates are 
required to travel on the same official state 
business for which travel reimbursement for 
mileage in a personal motor vehicle is claimed, 
mUeage reimbursement will be claimed and 
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13, 4712 The Chancellor or chief administrative 
officers or their delegates may request com­
mercial transportation companies to furnish 
required transportation for official business 
to designated employees of System Adminis­
tration or such institutions upon the presenta­
tion to cooperating transportation companies 
of transportation requests approved by the 
ChanceUor or the head of the institution 
requesting such transportation. The t rans­
portation request shall specify the class of 
transportation authorized, which shall be for 
the lowest fare available. The monthly bill­
ings for such transportation services from 
the transportation company will be vouchered 
on a regular purchase voucher, showing in 
detail why each trip listed was necessary in 
the operation and maintenance of the 
institution. 

13. 472 Pr ivate Automobile. --An employee traveling in his person 
ally owned automobile shall be reimbursed at the rate 
of ten cents (10*?) per mile on the basis of the shortest 
practical route between points. No additional expense 
incidental to the operation of such automobile shall be 
allowed. 
13. 4721 "Shortest practical route" as indicated above 

shall include the use of Farm-to-Market roads 
in the State of Texas, The latest official high­
way map published by the State Highway Depart­
ment, a standard highway map for out-of-state 
travel, or an alternate procedure designated by 
the State Comptroller shall be used for computing 
such mileage. 

13. 4722 When two or more employees travel in a single 
private automobile, only one shall receive a 
transportation allowance, but this provision 
shall not preclude each traveler from receiv­
ing a per diem allowance. 

13.4723 When two, three , or four officials or 
employees of System Administration 
or one of the component institutions 
of The University of Texas System 
with the same itinerary on the same 
dates are required to travel on the 
same official state business for which 
travel reimbursement for mileage in a 
personal car is claimed, mileage 
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13.4712 The ChanceUor or Chief Administrative 
Officers or their delegates may request 
commercial transportation companies to 
furnish required transportation for offi­
cial business to designated employees of 
System Administration or such institutions 
upon the presentation to cooperating 
transportation companies of transporta­
tion requests approved by the Chancellor 
or the head of the institution requesting 
such transportation. The transportation 
request shall specUy the class of transporta­
tion authorized, which shall be tourist class 
U available. The monthly billings for 
such transportation services from the 
transportation company will be vouchered 
on a regular purchase voucher, showing 
in detail why each trip listed was neces­
sary in the operation and maintenance of 
the institution. 

13.472 Private AutomobUe. ­­An employee traveling in his person 
ally owned automobile shaU be reimbursed at the rate 
of ten cents (10?) per mile on the basis of the shortest 
practical route between points. No additional expense 
incidental to the operation of such automobile shall be 
aUowed. 
13. 4721 "Shortest practical route" as indicated above 

shall include the use of Farm­to­Market roads 
in the State of Texas. The latest official high­
way map published by the State Highway Depart­
ment, a standard highway map for out­of­state 
travel, or an alternate procedure designated by 
the State Comptroller shall be used for computing 
such mileage, 

13, 4722 When two or more employees travel in a single 
private automobile, only one shall receive a 
transportation allowance, but this provision 
shall not preclude each traveler from receiv­
ing a per diem allowance, 

13.4723 When two, three, or four officials or 
employees of System Admimstration 
or one of the component institutions 
of The University of Texas System 
with the same itinerary on the same 
dates are required to travel on the 
same official state business for which 
travel reimbursement for mileage in a 
personal car is claimed, mileage 
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13,4712 The Chancellor or heads of component 
institutions may request commercial 
transportation companies to furnish 
required transportation for official 
business to designated employees of 
System Administration or such insti­
tutions upon the presentation to 
cooperating transportation companies 
of transportation requests approved 
by the Chancellor or the head of the 
institution requesting such transporta­
tion. The transportation request shall 
specify the class of transportation 
authorized. The monthly bilUngs for 
such transportation services from the 
transportation company will be 
vouchered on a regular purchase 
voucher, showing in detail why each 
trip Usted was necessary in the opera­
tion and maintenance of the institution. 

13.472 Private Automobile. --An employee traveling in his person 
ally owned automobile shall be reimbursed at the rate 
of ten cents (10?) per mile on the basis of the shortest 
practical route between points. No additional expense 
incidental to the operation of such automobile shall be 
allowed. 
13. 4721 "Shortest practical route" as indicated above 

shall include the use of Farm-to-Market roads 
in the State of Texas. The latest official high­
way map published by the State Highway Depart­
ment, a standard highway map for out-of-state 
travel, or an alternate procedure designated by 
the State Comptroller shall be used for computing 
such mileage. 

13. 4722 When two or more employees travel in a single 
private automobile, only one shall receive a 
transportation aUowance, but this provision 
shall not preclude each traveler from receiv­
ing a per diem allowance. 

13.4723 When two, three, or four officials or 
employees of System Administration 
or one of the component institutions 
of The University of Texas System 
with the same itinerary on the same 
dates are required to travel on the 
same official state business for which 
travel reimbursement for mileage in a 
personal car is claimed, mileage 
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13, 3712 The Chancellor or heads of component 
institutions may request commercial 
transportation companies to furnish 
required transportation for official 
business to designated employees of 
System Administration or such insti­
tutions upon the presentation to 
cooperating transportation companies 
of transportation requests approved 
by the Chancellor or the head of the 
institution requesting such transporta­
tion. The transportation request shall 
specify the class of transportation 
authorized. The monthly bilUngs for 
such transportation services from the 
transportation company will be 
vouchered on a regular purchase 
voucher, showing in detail why each 
trip Usted was necessary in the opera­
tion and maintenance of the institution. 

13. 372 Private Automobile. --An employee traveling in his person 
ally owned automobile shaU be reimbursed at the rate 
of ten cents (10?) per mile on the basis of the shortest 
practical route between points. No additional expense 
incidental to the operation of such automobile shall be 
allowed. 
13. 3721 "Shortest practical route" as indicated above 

shall include the use of Farm-to-Market roads 
in the State of Texas. The latest official high­
way map published by the State Highway Depart -
ment, a standard highway map for out-of-state 
travel, or an alternate procedure designated by 
the State Comptroller shall be used for computing 
such mileage. 

13. 3722 When two or more employees travel in a single 
private automobile, only one shall receive a 
transportation allowance, but this provision 
shall not preclude each traveler from receiv­
ing a per diem allowance. 

13. 3723 When two, three, or four officials or 
employees of System Administration 
or one of the component institutions 
of The University of Texas System 
with the same itinerary on the same 
dates are required to travel on the 
same official state business for which 
travel reimbursement for mileage in a 
personal car is claimed, mileage 



o ^ OAA^W^U.^ n i^ f /^0. 21 

13.3712 The ChanceUor, Chancellor-Elect, or heads of 
component institutions may request commerical 
transportation companies to furnish required 
transportation for official business to designated 
employees of System Administration or such insti­
tutions upon the presentation to cooperating trans­
portation companies of transportation requests 
approved by the ChanceUor, Chancellor-Elect, or 
the head of the institution requesting such trans­
portation. The transportation request shall specUy 
the class of transportation authorized. The monthl 
billings for such transportation services from the 
transportation company will be vouchered on a 
regular purchase voucher, showing the detail why 
each trip listed was necessary in the operation and 
maintenance of the institution. 

13, 372 Private Automobile. —An employee traveling in his person­
ally owned automobile shaU be reimbursed at the rate 
of ten cents (10?) per mile on the basis of the shortest 
practical route between points. No additional expense 
incidental to the operation of such automobile shall be 
allowed, 
13,3721 "Shortest practical route" as indicated above 

shall include the use of Farm-to-Market roads 
in the State of Texas. The latest official high­
way map published by the State Highway Depart­
ment, a standard highway map for out-of-state 
travel, or an alternate procedure designated by 
the State Comptroller shall be used for computing 
such mileage. 

13. 3722 When two or more employees travel in a single 
private automobile, only one shall receive a 
transportation allowance, but this provision 
shall not preclude each traveler from receiv­
ing a per diem allowance. 

13, 3723 When two, three, or four officials or em­
ployees of System Administration or one of 
the component institutions of The University 
of Texas System with the same itinerary on 
the same dates are required to travel on the 
same official state business for which travel 
reimbursement for mUeage in a personal car 
is claimed, mileage reimbursement will be 
claimed and allowed for only one of the em­
ployees except as provided hereafter. If 
more than four employees attend such meet­
ing or conference in more than one car, full 
mileage reimbursement shall be aUowed 
for one car for each four employees and 
for any fraction in excess of a multiple 
of four employees. U, in any instance. 
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13.3712 The ChanceUor, Deputy ChanceUor or heads of 
component institutions may request commerical 
transportation companies to furnish required 
transportation for official business to designated 
employees of System Administration or such insti­
tutions upon the presentation to cooperating trans­
portation companies of transportation requests 
approved by the ChanceUor, Deputy ChanceUor or 
the head of the institution requesting such trans­
portation. The transportation request shall specify 
the class of transportation authorized. The monthly 
billings for such transportation services from the 
transportation company will be vouchered on a 
regular purchase voucher, showing the detail why 
each trip listed was necessary in the operation and 
maintenance of the institution. 

13.372 Private Automobile. --An employee traveling in his person­
ally owned automobile shaU be reimbursed at the rate 
of ten cents (10?) per mile on the basis of the shortest 
practical route between points. No additional expense 
incidental to the operation of such automobile shall be 
allowed. 
13.3721 "Shortest practical route" as indicated above 

shall include the use of Farm-to-Market roads 
in the State of Texas. The latest official high­
way map published by the State Highway Depart­
ment, a standard highway map for out-of-state 
travel, or an alternate procedure designated by 
the State Comptroller shall be used for computing 
such mUeage. 

13. 3722 When two or more employees travel in a single 
private automobile, only one shall receive a 
transportation allowance, but this provision 
shall not preclude each traveler from receiv­
ing a per diem allowance. 

13.3723 When two, three, or four officials or employees 
of System Administration or one of the component 
institutions of The University of Texas System 
with the same itinerary on the same dates are 
required to travel on the same official state busi -
ness for which travel reimbursement for mileage 
in a personal car is claimed, mileage reimburse­
ment will be claimed and allowed for only one of 
the employees except as provided hereafter. U 
more than four employees attend such meeting or 
conference in more than one car, full mileage 
reimbursement shall be allowed for one car for 
each four employees and for any fraction in excess 
of a multiple of four employees. If, in any 



13. 3722 When two o r r n o r e ennp loyees t r a v e l in a s i ng l e 
p r i v a t e a u t o m o b i l e , only one sha l l r e c e i v e a 
t r a n s p o r t a t i o n a l l o w a n c e , but t h i s p r o v i s i o n 
s h a l l not p r e c l u d e e a c h t r a v e l e r f ro in r e c e i v i n g 
a p e r d i e m a l l o w a n c e . 

13.3723 When two, t h r e e , o r four of f ic ia l s o r e m p l o y e e s 
of C e n t r a l A d m i n i s t r a t i o n or one of the c o m p o n e n t 
i n s t i t u t i o n s of The U n i v e r s i t y of T e x a s S y s t e m wi th 
t h e s a m e i t i n e r a r y on the s a m e d a t e s a r e r e q u i r e d 
to t r a v e l on the s a m e official s t a t e b u s i n e s s for 
w h i c h t r a v e l r e i m b u r s e m e n t for nni leage in a 
p e r s o n a l c a r i s c l a i m e d , nni leage r e i m b u r s e m e n t 
wi l l be c l a i m e d and al lov/ed for only one of the 
e m p l o y e e s e x c e p t a s p r o v i d e d h e r e a f t e r . If m o r e 
than four e m p l o y e e s a t t end such m e e t i n g o r 
c o n f e r e n c e in m o r e than one c a r , full m i l e a g e 
r e i m b u r s e m e n t sha l l be a l lowed for one c a r for 
e a c h four e m p l o y e e s and for any f r a c t i o n in e x c e s s 
of a m u l t i p l e of four e m p l o y e e s . If, in any i n s t a n c e , 
i t i s not f e a s i b l e for t h e s e o f f i c ia l s o r e m p l o y e e s to 
t r a v e l in the s a m e c a r , t hen p r i o r off ic ial a p p r o v a l 
f r o m the C h a n c e l l o r for C e n t r a l A d m i n i s t r a t i o n , o r 
t h e head of the connponent i n s t i t u t i o n for e m p l o y e e s 
of t ha t in s t i tu t ion , sha l l be ob ta ined and sha l l be 
c o n s i d e r e d a s a u t h o r i z a t i o n and the b a s i s for r e -
i m b u r s e i n e n t for t r a v e l for e a c h p e r s o n a u t h o r i z e d 
to u se h i s p e r s o n a l c a r in such t r a v e l . 

13.3724 R e i m b u r s e m e n t for o u t - o f - s t a t e t r a n s p o r t a t i o n for 
the u s e of p e r s o n a l l y owned a u t o m o b i l e s t o g e t h e r 
w i th p e r d i e m sha l l n e v e r e x c e e d the c o s t of 
c o m m e r c i a l f i r s t c l a s s t r a n s p o r t a t i o n frorn the 
n e a r e s t a i r p o r t and the p e r d i e m r e q u i r e d had 
t h e e m p l o y e e t r a v e l l e d by such c o n v e y a n c e . The 
d e t e r m i n a t i o n of the a l l o w a n c e s due o w n e r s of 
p e r s o n a l l y owned a u t o m o b i l e s in c o m p l i a n c e wi th 
t h i s p a r a g r a p h sha l l be a s fo l lows: (I) P e r d i e m sha l l 
be d e t e r m i n e d by the u s e of an a i r l i n e s c h e d u l e 
w h i c h would have sufficed for the pe r fo rnnance of the 
off ic ial b u s i n e s s . (2) E x p e n s e s of t r a n s p o r t a t i o n to 
a i r f i e l d s fronn p o i n t s w h e r e a i r p o r t s a r e not a v a i l a b l e 
s h a l l be a l lowed in add i t ion to the c o s t of f i r s t c l a s s 
c o m m e r c i a l a i r t r a n s p o r t a t i o n . (3) When a d d i t i o n a l 
p a s s e n g e r s a r e conveyed on o u t - o f - s t a t e t r i p s in 
p e r s o n a l l y owned a u t o m o b i l e s they s h a l l r e c e i v e a s 
t h e i r e x p e n s e c p e r d i e m b a s e d on ?u to rnob i le t - a v e l 
t i m e . (4) P e r s o n s t r a v e l i n g to p o i n t s not s e r v e d by 
a i r l i n e s sha l l r e c e i v e m i l e a g e and p e r dienn b a s e d 
on a c t u a l m i l e s t r a v e l e d and o the r e x p e n s e s a s 
a u t h o r i z e d e l s e w h e r e in t h e s e r e g u l a t i o n s . 



21 

ment shall be the official map for use in cornputing 
such nnileage. For out-of-s ta te t rave l , mi leage 
will be computed from standard highway m a p s , 

13. 3722 When two or more employees t rave l in a single 
pr ivate automobile, only one shall rece ive a 
t ranspor ta t ion allowance, but this provision 
shall not preclude each t r ave l e r from receiving 
a per diem allowance, 

13.3723 When two, th ree , or four officials or ennployees 
of Central Administrat ion or one of the connponent 
inst i tut ions of The Universi ty of Texas System with 
the same i t ine ra ry on the sanne dates a r e requi red 
to t rave l on the same official state business for 
which t rave l r e imbur semen t for rnileage in a 
persona l car is claimed, inileage r e imbursemen t 
will be claimed and allowed for only one of the 
employees except a s provided hereaf te r . If more 
than four employees attend such meeting or 
conference in more than one ca r , full mileage 
r e i m b u r s e m e n t shall be allowed for one car for 
each four employees and for any fraction in excess 
of a mult iple of four employees . If, in any ins tance , 
it i s not feasible for these officials or ennployees to 
t rave l in the same ca r , then pr io r official approval 
from the Chancellor for Cent ra l Adminis trat ion, or 
the head of the component institution for ennployees 
of that institution, shall be obtained and shall be 
considered as authorizat ion and the bas i s for r e ­
imbur semen t for t rave l for each person authorized 
to use his personal car in such t rave l , 

13.3724 Reinnbursement for out-of-s ta te t ranspor ta t ion for 
the use of personal ly owned automobiles together 
with per diem shall never exceed the cost of 
comnnercial f i rs t c l a s s t ranspor ta t ion from the 
nea res t a i rpo r t and the pe r diem requi red had 
the employee t ravel led by such conveyance. The 
determinat ion of the al lowances due owners of 
personal ly owned autoniobiles in compliance with 
this pa rag raph shall be a s follows: (1) P e r diem shall 
be determined by the use of an a i r l ine schedule 
which would have sufficed for the performance of the 
official bus iness . (2) Expenses of t ranspor ta t ion to 
a i r f ie lds from points where a i r p o r t s a r e not available 
shall be allowed in addition to the cost of f i rs t c l a ss 
comtnerc ia l a i r t ranspor ta t ion , (3) When additional 
p a s s e n g e r s a r e conveyed on out-of-s ta te t r ips in 
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As amended 7/25/75 

allowed for only one of the employees except 
as provided hereafter. If more than four 
employees attend such meeting or conference 
in more than one motor vehicle, full mUeage 
reimbursement shall be allowed for one motor 
vehicle for each four employees and for any 
fraction in excess of a multiple of four employees. 
If, in any instance, it is not feasible for these 
officials or employees to travel in the same 
motor vehicle, then prior official approval from 
the Deputy Chancellor for System Administration, 
or the head of the component institution for 
employees of that institution, shall be obtained 
and shall be considered as authorization and the 
basis for reimbursement for travel for each 
person authorized to use his personal motor 
vehicle in such t ravel . 

13.4724 Reimbursement for out-of-state transportation 
for the use of personally owned motor vehicles 
together with per diem shall never exceed the 
cost of the lowest available commercial airline 
fare from the nearest airport and the per diem 
(or other allowance established in lieu thereof) 
required had the employee traveled by such 
conveyance. The determination of the allowances 
due owners of personally owned motor vehicles 
in compliance with this paragraph shall be as 
follows: (1) Per diem shall be determined by 
use of an airline schedule which would have 
sufficed for the performance of the official 
business. (2) Expenses of transportation to 
airfields from points where airports are not 
available shall be allowed in addition to the 
cost of the lowest available commercial airline 
fare. (3) When additional passengers are 
conveyed on out-of-state trips in personally 
owned motor vehicles they shall receive as 
their expenses per diem based on motor vehicle 
travel t ime. (4) Persons traveling to points 
not served by airlines shall receive mileage and 
per diem based on actual miles traveled and 
other expenses as authorized elsewhere in these 
regulations. 
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As amended 1/11/13 

allowed for only one of the employees except 
as provided hereafter. If more than four 
employees attend such meeting or conference 
in more than one motor vehicle, full mileage 
reimbursement shall be allowed for one motor 
vehicle for each four employees and for any 
fraction in excess of a multiple of four employees. 
If, in any instance, it is not feasible for these 
officials or employees to travel in the same 
motor vehicle, then prior official approval from 
the Chancellor for System Administration, 
or the head of the component institution for 
employees of that institution, shall be obtained 
and shall be considered as authorization and the 
basis for reimbursement for travel for each 
person authorized to use his personal motor 
vehicle in such travel. 

13,4724 Reimbursement for out-of-state transportation 
for the use of personally owned motor vehicles 
together with per diem shall never exceed the 
cost of the lowest avaUable commercial airline 
fare from the nearest airport and the per diem 
(or other allowance established in lieu thereof) 
required had the employee traveled by such 
conveyance. The determination of the allowances 
due owners of personally owned motor vehicles 
in compliance with this paragraph shaU be as 
follows: (1) Per diem shall be determined by 
use of an airline schedule which would have 
sufficed for the performance of the official 
business. (2) Expenses of transportation to 
airfields from points where airports are not 
available shall be allowed in addition to the 
cost of the lowest available commercial airline 
fare. (3) When additional passengers are 
conveyed on out-of-state trips in personally 
owned motor vehicles they shall receive as 
their expenses per diem based on motor vehicle 
travel time. (4) Persons traveling to points 
not served by airlines shall receive mileage and 
per diem based on actual miles traveled and 
other expenses as authorized elsewhere in these 
regulations. 



22 

Ad amended 1/26/73 
reimbursement will be claimed and 
aUowed for only one of the employees 
except as provided hereafter. If more 
than four employees attend such meet­
ing or conference in more than one car, 
full mileage reimbursement shall be 
allowed for one car for each four 
employees and for any fraction in excess 
of a multiple of four employees. If, in 
any instance, it is not feasible for these 
officials or employees to travel in the 
same car, then prior official approval 
from the Chancellor for System Adminis­
tration, or the head of the component 
institution for employees of that institu­
tion, shall be obtained and shall be con­
sidered as authorization and the basis 
for reimbursement for travel for each 
person authorized to use his personal 
car in such travel. 

13.4724 Reim.bursement for out-of-state transportation 
for the use of personally owned automobiles 
together with per diem shall never exceed the 
cost of the lowest available commercial air­
line fare from the nearest airport and the 
per diem (or other allowance established in 
lieu thereof) required had the employee 
traveled by such conveyance. The determina­
tion of the allowances due owners of personally 
owned automobiles in compUance with this 
paragraph shall be as follows: (1) Per diem 
shall be determined by use of an airUne schedule 
which would have sufficed for the performance 
of the official business. (2) Expenses of 
transportation to airfields from points where 
airports are not available shall be allowed in 
addition to the cost of the lowest available 
commercial airline fare, (3) When additional 
passengers are conveyed on out-of-state trips 
in personally owned automobiles they shall 
receive as their expenses per diem based on 
automobile travel time. (4) Persons travel­
ing to points not served by airlines shall 
receive mileage and per diem based on actual 
miles traveled and other expenses as autho­
rized elsewhere in these regulations. 
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reimbursement will be claimed and 
allowed for only one of the employees 
except as provided hereafter. If more 
than four employees attend such meet­
ing or conference in more than one car, 
full mileage reimbursement shall be 
allowed for one car for each four 
employees and for any fraction in excess 
of a multiple of four employees. If, in 
any instance, it is not feasible for these 
officials or employees to travel in the 
same car, then prior official approval 
from the Chancellor for System Adminis­
tration, or the head of the component 
institution for employees of that institu­
tion, shall be obtained and shall be con­
sidered as authorization and the basis 
for reimbursement for travel for each 
person authorized to use his personal 
car in such travel, 

13.4724 Reimbursement for out-of-state trans­
portation for the use of personally owned 
automobiles together with per diem shall 
never exceed the cost of commercial tourist 
class transportation from the nearest air­
port and the per diem (or other aUowance 
established in lieu thereof) required had 
the employee traveled by such conveyance. 
The determination of the allowances due 
owners of personally owned automobiles 
in compliance with this paragraph shall 
be as follows: (1) Per diem shall be 
determined by the use of an airline sche­
dule which would have sufficed for the 
performance of the official business. 
(2) Expenses of transportation to airfields 
from points where airports are not avaU­
able shall be allowed in addition to the cost 
of tourist class commercial air transporta­
tion. (3) When additional passengers are 
conveyed on out-of-state trips in personally 
owned automobiles they shall receive as 
their expenses per diem based on automo­
bile travel time. (4) Persons traveling to 
points not served by airlines shall receive 
mileage and per diem based on actual miles 
traveled and other expenses as authorized 
elsewhere in these regulations. 
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reimbursement will be claimed and 
allowed for only one of the employees 
except as provided hereafter. If more 
than four employees attend such meet­
ing or conference in more than one car, 
full mileage reimbursement shall be 
allowed for one car for each four 
employees and for any fraction in excess 
of a multiple of four employees. U, in 
any instance, it is not feasible for these 
officials or employees to travel in the 
same car, then prior official approval 
from the Chancellor for System Adminis­
tration, or the head of the component 
institution for employees of that institu­
tion, shall be obtained and shall be con­
sidered as authorization and the basis 
for reimbursement for travel for each 
person authorized to use his personal 
car in such travel. 

13.4724 Reimbursement for out-of-state transportation 
for the use of personally owned automobiles 
together with per diem shall never exceed the 
cost of commercial first class transportation 
from the nearest airport and the per diem 
required had the employee traveled by such 
conveyance. The determination of the aUow­
ances due owners of personally owned automo­
biles in compliance with this paragraph shall 
be as follows: (1) Per diem shall be determined 
by the use of an airline schedule which would 
have sufficed for the performance of the official 
business. (2) Expenses of Transportation to 
airfields from points where airports are not 
available shall be allowed in addition to the cost 
of first class commercial air transportation. 
(3) When additional passengers are conveyed on 
out-of-state trips in personally owned automobUes 
they shall receive as their expenses per diem 
based on automobile travel time. (4) Persons 
traveling to points not served by airlines shall 
receive mileage and per diem based on actual 
miles traveled and other expenses as authorized 
elsewhere in these regulations. 

13. 473 Private Airplane. --The current appropriation bill provides 
that the rate of reimbursement to executive heads and key 
officials for travel in their personally owned airplanes 
within the boundaries of Texas and between points of 
necessary official business shall be sixteen cents (16?) 
per highway mile. 
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reimbursement will be claimed and 
allowed for only one of the employees 
except as provided hereafter. If more 
than four employees attend such meet­
ing or conference in more than one car, 
fuU mileage reimbursement shaU be 
allowed for one car for each four 
employees and for any fraction in excess 
of a multiple of four employees. If, in 
any instance, it is not feasible for these 
officials or employees to travel in the 
same car, then prior official approval 
from the Chancellor for System Adminis­
tration, or the head of the component 
Institution for employees of that institu­
tion, shall be obtained and shall be con­
sidered as authorization and the basis 
for reimbursement for travel for each 
person authorized to use his personal 
car in such travel, 

13,3724 Reimbursement for out-of-state transportation 
for the use of personally owned automobiles 
together with per diem shall never exceed the 
cost of commercial first class transportation 
from the nearest airport and the per diem 
required had the employee traveled by such 
conveyance. The determination of the allow­
ances due owners of personally owned automo­
bUes in compliance with this paragraph shall 
be as follows: (1) Per diem shaU be determined 
by the use of an airline schedule which would 
have sufficed for the performance of the official 
business. (2) Expenses of Transportation to 
airfields from points where airports are not 
available shall be allowed in addition to the cost 
of first class commercial air transportation. 
(3) When additional passengers are conveyed on 
out-of-state trips in personally owned automobUes 
they shaU receive as their expenses per diem 
based on automobUe travel time. (4) Persons 
traveling to points not served by airlines shall 
receive mileage and per diem based on actual 
miles traveled and other expenses as authorized 
elsewhere in these regulations. 

13. 373 Private Airplane. --The current appropriation bill provides 
that the rate of reimbursement to executive heads and key 
officials for travel in their personaUy owned airplanes 
within the boundaries of Texas and between points of 
necessary official business shall be sixteen cents (16?) 
per highway mile. 



it is not feasible for these officials or 
employees to travel in the same car, then 
pr ior official approval from the Chancellor 
or Chancellor-Elect for System Adminis­
tration, or the head of the component inst i ­
tution for employees of that institution, shall 
be obtained and shall be considered as 
authorization and the basis for reimburse -
ment for travel for each person authorized 
to use his personal car in such travel. 

13,3724 Reimbursement for out-of-state transportation 
for the use of personally owned automobiles 
together with per diem shall never exceed the 
cost of commercial first class transportation 
from the nearest airport and the per diem 
required had the employee traveled by such 
conveyance. The determination of the allow­
ances due owners of personally owned automo­
biles in compliance with this paragraph shall 
be as follows: (1) Per diem shaU be determined 
by the use of an airUne schedule which would 
have sufficed for the performance of the official 
business, (2) Expenses of Transportation to 
airfields from points where airports a re not 
available shall be allowed in addition to the cost 
of first class commercial air transportation. 
(3) When additional passengers are conveyed on 
out-of-state t r ips in personally owned automobUes 
they shall receive as their expenses per diem 
based on automobUe travel t ime. (4) Persons 
traveling to points not served by airl ines shall 
receive mileage and per diem based on actual 
miles traveled and other expenses as authorized 
elsewhere in these regulations. 

13, 373 Private Airplane. --The current appropriation bill provides 
that the rate of reimbursement to executive heads and key 
officials for travel in their personally owned airplanes 
within the boundaries of Texas and between points of 
necessary official business shall be sixteen cents (16?) 
per highway mile. 

13, 38 Reimbursement for Dues or Registration Fees . —Reimbursement 
wiU not be allowed for dues, registration fees, or similar expense 
incurred in joining or attending any type of organizations or associa­
tions unless the membership is in the name of the State of Texas 
and/or The University of Texas System or a component institution 
thereof. Reimbursement will not be aUowed for the cost of meals 
that may be included in the registration fees. Receipts for such 
dues or registration fees shall be obtained and attached to the 
expense account. U reimbursement is claimed, vouchers shaU 
include a statement that the membership is in the name of The 
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instance, it is not feasible for these officials or 
employees to travel in the same car, then prior 
official approval from the Chancellor or Deputy 
Chancellor for System Administration, or the 
head of the component institution for employees 
of that institution, shall be obtained and shaU be 
considered as authorization and the basis for 
reimbursement for travel for each person auth­
orized to use his personal car in such travel. 

13.3724 Reimbursement for out-of-state transportation 
for the use of personally owned automobiles 
together with per diem shall never exceed the 
cost of commercial first class transportation 
from the nearest airport and the per diem 
required had the employee traveled by such 
conveyance. The determination of the allow­
ances due owners of personally owned automo­
biles in compliance with this paragraph shall 
be as follows: (1) Per diem shaU be determined 
by the use of an airline schedule which would 
have sufficed for the performance of the official 
business. (2) Expenses of Transportation to 
airfields from points where airports are not 
available shall be allowed in addition to the cost 
of first class commercial air transportation. 
(3) When additional passengers are conveyed on 
out-of-state trips in personally owned automobUes 
they shall receive as their expenses per diem 
based on automobUe travel time. (4) Persons 
traveling to points not served by airlines shall 
receive mileage and per diem based on actual 
miles traveled and other expenses as authorized 
elsewhere in these regulations. 

13. 373 Private Airplane. --The current appropriation bill provides 
that the rate of reimbursement to executive heads and key 
officials for travel in their personaUy owned airplanes 
within the boundaries of Texas and between points of 
necessary official business shall be sixteen cents (16?) 
per highway mile. 

13. 38Reimbursement for Dues or Registration Fees. --Reimbursement 
will not be allowed for dues, registration fees, or similar expense 
incurred in joining or attending any type of organizations or associa­
tions unless the membership is in the name of the State of Texas 
and/or The University of Texas System or a component institution 
thereof. Reimbursement will not be aUowed for the cost of meals 
that may be included in the registration fees. Receipts for such 
dues or registration fees shall be obtained and attached to the 
expense account. If reimbursement is claimed, vouchers shaU 
include a statement that the membership is in the name of The 



13.373 P r iva t e A i r p l a n e . - - T h e cur rent appropriat ion bill provides 
that the ra te of r e imbursement to executive heads and key 
officials for t ravel in their personal ly owned a i rp lanes 
within the boundaries of Texas and between points of 
necessa ry official business shall be sixteen cents (16^) 
per highway mi l e . 

13.38 Reimbursement for Dues or Registrat ion F e e s . - - R e i m b u r s e m e n t 
will not be allowed for dues, regis t ra t ion fees, or sinnilar expense 
incu r red in joining or attending any type of organizat ions or assoc ia­
tions unless the membersh ip is in the name of the State of Texas 
a n d / o r The Universi ty of Texas System or a connponent institution 
thereof. Re imbursement will not be allowed for the cost of m e a l s 
that nnay be included in the regis t ra t ion fees . Receipts for such 
dues or reg is t ra t ion fees shall be obtained and at tached to the 
expense account. If reinnbur sement i s claimed, vouchers shall 
include a s ta tement that the mennbership is in the nanne of The 
University of Texas Systenn or the appropr ia te component institution 
thereof. 

13. 39 Exceptions to per Diem Allowance. - -Execut ive heads of component 
institutions shall be reinnbursed for their actual nneals, lodging 
and incidental expenses (exclusive of expenses re la ted to auto­
mobiles for which t ranspor ta t ion is paid) when traveling on official 
bus iness e i ther in or out of the state. Employees of State Agencies 
designated by the Governor to represen t h im officially at govern-
raental meet ings or conferences when held out of the State shall 
rece ive actual m e a l s , lodging, and incidental expenses, and such 
employees may be r e imbursed out of appropriat ions nnade to the 
agencies by which they a r e employed. The following adnninistrative 
officers of the System are authorized and di rected by the Board 
of Regents and the Chancellor to r ep resen t The University of 
Texas System and its connponent insti tutions outside the boundaries 
of t h e State of Texas , and in such representa t ion they shall receive 
r e imbursemen t for the actual cost of mea l s , lodging and incidental 
expenses, not to exceed $35. 00 per day in lieu of any fixed per 
diem allowance; 

All Executive Vice-Chancel lors 
All Vice-Chancel lors 
Budget Officer 
Comptrol ler 
Director , Faci l i t ies Planning and 

Construction 
Executive Director , Investments , 

^̂  Trus t s and Lands 
University Attorneys 
Executive Director , Developnnent Board 
Ass is tant to the Executive Vice-Chancel lor 

for Health Affairs 
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13.373 Pr iva te A i r p l a n e . - - T h e cur rent appropriat ion bill provides 
that the ra te of re imbur sennent to executive heads and key 
officials for t rave l in their personal ly owned a i rp lanes 
within the boundaries of Texas and between points of 
neces sa ry official bus iness shall be sixteen cents (16^) 
per highway nnile. 

13.38 Reimbursement for Dues or Registrat ion F e e s . - - R e i m b u r s e m e n t 
will not be allowed for dues, reg is t ra t ion fees, or s imi lar expense 
incur red in joining or attending any type of organizat ions or assoc ia ­
tions unless the member sh ip is in the name of the State of Texas 
and /o r The University of Texas System or a component institution 
thereof. Re imbursement will not be allowed for the cost of nneals 
that nnay be included in the regis t ra t ion fees . Receipts for such 
dues or reg is t ra t ion fees shall be obtained and attached to the 
expense account. If r e imbur semen t i s claimed, vouchers shall 
include a s ta tement that the member sh ip i s in the name of The .̂ ' •• 
University of Texas System or the appropr ia te component instit^ition 
thereof. 

13.39 Exceptions to per Diem Allowance. - -Execut ive heads of component 
institutions shall be r e imbur sed for their actual mea l s , lodging 
and incidental expenses (exclusive of expenses related to auto­
mobiles for which t ranspor ta t ion is paid) when traveling on official 
bus iness either in or out of the state. Employees of State Agencies 
designated by the Governor to r ep re sen t h im officially at govern-
nnental meetings or conferences when held out of the State shall 
rece ive actual m e a l s , lodging, and incidental expenses , and such 
employees may be r e imbur sed out of appropria t ions made to the 
agencies by which they a r e employed. The following adminis t ra t ive 
officers of the System a re authorized and directed by the Board 
of Regents and the Chancellor to r ep resen t The University of 
Texas Systenn and its component insti tutions outside the boundaries 
of the State of Texas , and in such representa t ion they shall receive 
r e imbur semen t for the actual cost of m e a l s , lodging and incidental 
expenses , not to exceed $35. 00 per day in lieu of any fixed per 
d iem allowance: 

All Vice-Chancel lors 
Budget Officer 
Comptrol ler 
Di rec tor , Fac i l i t ies Planning and 

Construct ion 
Executive Director , Investments , 

T rus t s and Lands 
University Attorneys j 
Executive Director , Development Board 
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personal ly owned automobiles they shall receive as 
their expenses per diem based on automobile t rave l 
tinne. (4) P e r s o n s t ravel ing to points not served by 
a i r l i nes shall receive mi leage and per diem based 
on actual mi l e s t raveled and other expenses as 
authorized elsewhere in these regula t ions . 

13.373 Pr iva te A i r p l a n e . - - T h e cur ren t appropriat ion bill provides 
that the ra te of reinnbursement to executive heads and key 
officials for t ravel in their personal ly owned a i rp lanes 
within the boundaries of Texas and between points of 
necessa ry official business shall be sixteen cents (16'̂ ) 
per highway mi l e . 

13.38 Re imbursement for Dues or Regis t ra t ion F e e s . - - R e i m b u r s e m e n t 
will not be allowed for dues, reg is t ra t ion fees, or s imi lar expense 
incur red in joining or attending any type of organizat ions or assoc ia­
t ions unless the member sh ip is in the naine of the State of Texas 
and /o r The Universi ty of Texas System or a component institution 
thereof. Re imbursement will not be allowed for the cost of m e a l s 
that niay be included in the reg is t ra t ion fees . Receipts for such 
dues or reg is t ra t ion fees shall be obtained and attached to the 
expense account. If re imbur sement i s claimed, vouchers shall 
include a s ta tement that the meinbersh ip is in the name of The 
Universi ty of Texas System or the appropr ia te component institution 
thereof, 

13.39 Exceptions to per Diem Al lowance . - -Execut ive heads of component 
inst i tut ions shall be r e imbursed for their actual m e a l s , lodging 
and incidental expenses when traveling on official business ei ther 
in or out of the State. Ennployees of State Agencies designated by 
the Governor to r ep re sen t hini officially at governmental nneetings 
or conferences when held out of the State shall receive actual nneals, 
lodging, and incidental expenses , and such ennployees ma,y be 
reinnbursed out of appropr ia t ions made to the agencies by which 
they a r e employed. The following adminis t ra t ive officers of the Sys­
tem a re authorized and directed by the Board of Regents and the 
Chancellor to r ep re sen t The University of Texas System and i ts 
component inst i tut ions outside the boundaries of the State of Texas , 
and in such represen ta t ion they shall rece ive r e imbur semen t for the 
actual cost of m e a l s , lodging and incidental expenses , not to exceed 
$35. 00 per day in lieu of any fixed per diem allowance: 

All Vice-Chancel lors 
Budget Officer 
Comptrol ler 
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As amended 12/12/75 

13,473 Private Airplane,—The rate of reimbursement to 
executive heads and other state employees for 
travel in their personally owned airplanes within 
and outside the boundaries of Texas and between 
points of necessary official business shall be 
twenty-one cents (21?) per highway mile. 

13, 48 Reimbursement for Dues or Registration Fees, —Reimbursement 
will not be allowed for dues, registration fees, or similar 
expenses incurred in joining or attending any type of organizations 
or associations unless the memebership is in the name of the 
State of Texas and/or The University of Texas System or a com­
ponent institution thereof. Receipts for such dues or registra­
tion fees shall be obtained and attached to the expense account, 
U reimbursement is claimed, vouchers shall include a statement 
that the membership is in the name of The University of Texas 
System or the appropriate component institution thereof. 

13.49 Exceptions to Per Diem Allowance.--Executive heads 
of component institutions shall be reimbursed for 
their actual meals, lodging, and incidental expenses 
(exclusive of expenses related to motor vehicles for 
which transportation is paid) when traveling on official 
business either in or out of the state. 

13.4(10) Special Exceptions to Foregoing General Travel Regulations. --
The provisions of the foregoing general travel regulations apply 
to all employees and all funds but employees may elect to take 
advantage of the specific exceptions authorized below: 
13,4(10)1 Contracts—Travel allowances under research or 

other contracts, which are 100 percent reim­
bursable, will follow the terms of the contract, 
and in the absence of specifications the travel rules 
and regulations covering payments from gifts, 
grants, and designated funds will aoplv. 

13.4(10)2 Gif ts , Grants, and Designated Funds,— 
Reimbursement of t r ave l expenses paid 
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13,473 Private Airplane,—The rate of reimbursement to 
executive heads and other state employees for 
travel in their personally owned airplanes within 
and outside the boundaries of Texas and between 
points of necessary official business shall be 
twenty-one cents (21?) per highway mile. 

13. 48 Reimbursement for Dues or Registration Fees, —Reimbursement 
will not be allowed for dues, registration fees, or similar 
expenses incurred in joining or attending any type of organizations 
or associations unless the memebership is in the name of the 
State of Texas and/or The University of Texas System or a com­
ponent institution thereof. Receipts for such dues or registra­
tion fees shall be obtained and attached to the expense account, 
U reimbursement is claimed, vouchers shall include a statement 
that the membership is in the name of The University of Texas 
System or the appropriate component institution thereof. 

13.49 Exceptions to Per Diem Allowance.--Executive heads 
of component institutions shall be reimbursed for 
their actual meals, lodging, and incidental expenses 
(exclusive of expenses related to motor vehicles for 
which transportation is paid) when traveUng on official 
business either in or out of the state. 

13,4(10) Special Exceptions to Foregoing General Travel Regulations. — 
The provisions of the foregoing general travel regulations apply 
to all employees and all funds but employees may elect to take 
advantage of the specific exceptions authorized below: 
13.4(10)1 Contracts--Travel allowances under research or 

other contracts, which are 100 percent reim­
bursable, will follow the terms of the contract, 
and in the absence of specifications the travel rules 
and regulations covering payments from gifts, 
grants, and desiKnated funds will anply, 

13.4(10)2 Gifts, Grants, and Designated Funds.--Reimburse­
ment of travel expenses paid from Gifts, Grants, and 
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As amended 1/11/13 

13,473 Private Airplane.--The current Appropriation BUI 
provides that the rate of reimbursement to executive 
heads for travel in their personally owned airplanes 
within and outside the boundaries of Texas and between 
points of necessary official business shall be sixteen 
cents (16?) per highway mile. The rate for reimburse­
ment for other state employees for such travel in their 
personally owned airplanes shall be twelve cents (12?) 
per highway mile. 

13.48 Reimbursement for Dues or Registration Fees, —Reimbursement 
will not be allowed for dues, registration fees, or similar 
expenses incurred in joining or attending any type of organizations 
or associations unless the memebership is in the name of the 
State of Texas and/or The University of Texas System or a com­
ponent institution thereof^ Receipts for such dues or registra­
tion fees shall be obtained and attached to the expense account. 
If reimbursement is claimed, vouchers shall include a statement 
that the membership is in the name of The University of Texas 
System or the appropriate component institution thereof, 

13.49 Exceptions to Per Diem AUowance.--Executive heads 
of component institutions shall be reimbursed for 
their actual meals, lodging, and incidental expenses 
(exclusive of expenses related to motor vehicles for 
which transportation is paid) when traveling on official 
business either in or out of the state. 

13.4(10) Special Exceptions to Foregoing General Travel Regulations. --
The provisions of the foregoing general travel regulations apply 
to all employees and all funds but employees may elect to take 
advantage ofthe specUic exceptions authorized below: 
13. 4(10)1 Contracts--Travel allowances under research or 

other contracts, which are 100 percent reim­
bursable, will foUow the terms of the contract, 
and in the absence of specifications the travel rules 
and regulations covering payments from gifts, 
grants, and designated funds will apply. 

13.4(10)2 GUts, Grants, and Designated Funds.--Reimburse­
ment of travel expenses paid from GUts, Grants, and 
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Asxtt̂ Ê -A-s amended 1/26/73 

13. 473 Private Airplane. —The current Appropriation Bill pro­
vides that the rate of reimbursement to executive heads 
for travel in their personally owned airplanes within and 
outside the boundaries of Texas and between points of 
necessary official business shall be sixteen cents (16?) 
per highway mile. The rate for reimbursement for 
other state employees for such travel in their personaUy 
owned airplanes shall be ten cents (10?) per highway 
mile. 

13, 48 Reimbursement for Dues or Registration Fees . —Reimbursement 
will not be allowed for dues, registration fees, or similar 
expenses incurred in joining or attending any type of organizations 
or associations unless the memebership is in the name of the 
State of Texas and/or The University of Texas System or a com­
ponent institution thereof. Receipts for such dues or reg is t ra ­
tion fees shall be obtained and attached to the expense account, 
U reimbursement is claimed, vouchers shall include a statement 
that the membership is in the name of The University of Texas 
System or the appropriate component institution thereof. 

13,49 Exceptions to Per Diem Allowance. --Executive heads of 
component institutions shall be reimbursed for their actual 
meals, lodging, and incidental expenses (exclusive of 
expenses related to automobUes for which transportation 
is paid) when traveling on official business either in or out 
of the state. 

13.4(10) Special Exceptions to Foregoing General Travel Regulations. - -
The provisions of the foregoing general travel regulations apply 
to all employees and all funds but employees may elect to take 
advantage of the specific exceptions authorized below: 
13.4(10)1 Contracts--Travel allowances under research or 

other contracts, which a re 100 percent r e im­
bursable, will follow the terms of the contract, 
and in the absence of specifications the travel rules 
and regulations covering payments from gifts, 
grants, and designated funds will apply. 

13.4(10)2 Gifts, Grants, and Designated Funds.--Reimbursement 
of travel expenses paid from GUts, Grants, and 
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13. 473 Private Airplane. --The current Appropriation 
Bill provides that the rate of reimbursement to 
executive heads and key officials for travel in 
their personally owned airplanes within the 
boundaries of Texas and between points of nec­
essary official business shall be sixteen cents 
(16?) per highway mile. The rate for reimburse­
ment for other state employees for such travel in 
their personaUy owned airplanes shall be ten cents 
(10?) per highway mile. 

13,48 Reimbursement for Dues or Registration Fees. --Reimburse­
ment will not be allowed for dues, registration fees, or 
similar expenses incurred in joining or attending any type of 
organizations or associations unless the membership is in 
the name of the State of Texas and/or The University of 
Texas System or a component institution thereof. Reimburse­
ment will not be allowed for the cost of meals that may be 
included in the registration fees. Receipts for such dues or 
registration fees shall be obtained and attached to the expense 
account, U reimbursement is claimed, vouchers shall 
include a statement that the membership is in the name of 
The University of Texas System or the appropriate compo­
nent institution thereof. Reimbursement is further subject 
to such prior written approval of the Governor as is reqmred 
by the provisions of the General Appropriations Act, 

13. 49 Exceptions to Per Diem Allowance, —Executive heads of 
component institutions shall be reimbursed for their actual 
meals, lodging, and incidental expenses (exclusive of 
expenses related to automobiles for which transportation 
is paid) when traveling on official business either in or out 
of the state, 

13,4(10) Special Exceptions to Foregoing General Travel Regulations. --
The provisions of the foregoing general travel regulations apply 
to all employees and all funds but employees may elect to take 
advantage of the specific exceptions authorized below: 
13,4(10)1 Contracts—Travel allowances under research or 

other contracts, which are 100 percent reim­
bursable, will follow the terms of the contract, 
and in the absence of specifications the travel rules 
and regulations covering payments from gUts, 
grants, and designated funds will apply. 

13.4(10)2 Gifts, Grants, and Designated Funds.--Reimburse­
ment of travel expenses paid from Gifts, Grants, 
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13.48 Reimbursement for Dues or Registration Fees. --Reimbursement 
will not be allowed for dues, registration fees, or similar expense 
incurred in joining or attending any type of organizations or associa 
tions unless the membership is in the name of the State of Texas 
and/or The University of Texas System or a component institution 
thereof. Reimbursement will not be allowed for the cost of meals 
that may be included in the registration fees. Receipts for such 
dues or registration fees shall be obtained and attached to the 
expense account. If reimbursement is claimed, vouchers shaU 
include a statement that the membership is in the name of The 
University of Texas Svstem or the appropriate component instTtu-
tion thereof. ~ 

13.49Ejoc^tionsTb Per Diem Allowance. —Executive heads of 
component institutions shall be reimbursed for their actual 
meals, lodging, and incidental expenses (exclusive of 
expenses related to automobiles for which transportation is 
paid) when traveling on official business either in or out of 
the state. Employees of State Agencies designated by the 
Governor to represent him officially at governmental meet­
ings or conferences when held out of the State shall receive 
actual meals, lodging, and incidental expenses, and such 
employees may be reimbursed out of appropriations made 
to the agencies by which they are employed. Certain 
administrative officers of the System are authorized and 
directed by the Board of Regents and the Chancellor to 
represent The University of Texas System and its com­
ponent institutions outside the boundaries of the State of 
Texas, and in such representation they shall receive 
reimbursement for the actual cost of meals, lodging, and 
incidental expenses, not to exceed $35, 00 per day in Ueu 
of any fixed per diem allowance. The administrative offi­
cers entitled to such reimbursement shall be designated in 
writing by the ChanceUor, and the list of those designated 
shall be filed with the Secretary to the Board of Regents. 
In like maimer, two administrative officers from each of 
the component institutions are authorized and directed by 
the Board of Regents and the Chancellor to represent The 
University of Texas System and its component institutions 
outside the boundaries of the State of Texas, and in such 
representation they shall receive reimbursement for the 
actual cost of meals, lodging, and incidental expenses, 
not to exceed $35. 00 per day in lieu of any fixed per diem 
allowance. The administrative oUicers entitled to such 
reimbursement shall be designated in writing by the 
Chancellor upon recommendation of the institutional heads, 
and the Ust of those designated shall be filed with the 
Secretary to the Board of Regents. 



23 

13.48 Reimbursement for Dues or Registration Fees. --Reimbursement 
wiU not be allowed for dues, registration fees, or similar expense 
incurred in joining or attending any type of organizations or associa 
tions unless the membership is in the name of the State of Texas 
and/or The University of Texas System or a component institution 
thereof. Reimbursement will not be allowed for the cost of meals 
that may be included in the registration fees. Receipts for such 
dues or registration fees shall be obtained and attached to the 
expense account. If reimbursement is claimed, vouchers shaU 
include a statement that the membership is in the name of The 
University of Texas System or the appropriate component institu­
tion thereof. 

13,49 Exceptions to Per Diem Allowance,—Executive heads of 
component institutions shall be reimbursed for their actual 
meals, lodging, and incidental expenses (exclusive of 
expenses related to automobiles for which transportation is 
paid) when traveling on official business either in or out of 
the state. Employees of State Agencies designated by the 
Governor to represent him officially at governmental meet­
ings or conferences when held out of the State shall receive 
actual meals, lodging, and incidental expenses, and such 
employees may be reimbursed out of appropriations made 
to the agencies by which they are employed. Certain 
administrative officers of the System are authorized and 
directed by the Board of Regents and the Chancellor to 
represent The University of Texas System and its com­
ponent institutions outside the boundaries of the State of 
Texas, and in such representation they shall receive 
reimbursement for the actual cost of meals, lodging, and 
incidental expenses, not to exceed $35. 00 per day in Ueu 
of any fixed per diem allowance. The administrative offi­
cers entitled to such reimbursement shall be designated in 
writing by the Chancellor, and the list of those designated 
shall be filed with the Secretary to the Board of Regents. 
In like manner, two administrative oUicers from each of 
the component institutions are authorized and directed by 
the Board of Regents and the Chancellor to represent The 
University of Texas System and its component institutions 
outside the boundaries of the State of Texas, and in such 
representation they shall receive reimbursement for the 
actual cost of meals, lodging, and incidental expenses, 
not to exceed $35. 00 per day in lieu of any fixed per diem 
allowance. The administrative officers entitled to such 
reimbursement shall be designated in writing by the 
Chancellor upon recommendation of the institutional heads, 
and the Ust of those designated shall be filed with the 
Secretary to the Board of Regents. 
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13.48 Reimbursement for Dues or Registration Fees. --Reimbursement 
will not be aUowed for dues, registration fees, or similar expense 
incurred in joining or attending any type of organizations or associa 
tions unless the membership is in the name of the State of Texas 
and/or The University of Texas System or a component institution 
thereof. Reimbursement wiU not be allowed for the cost of meals 
that may be included in the registration fees. Receipts for such 
dues or registration fees shall be obtained and attached to the 
expense account. If reimbursement is claimed, vouchers shaU 
include a statement that the membership is in the name of The 

13.49 Exceptions to Per Diem Allowance. --Executive heads of 
component institutions shall be reimbursed for their actual 
meals, lodging, and incidental expenses (exclusive of 
expenses related to automobiles for which transportation is 
paid) when traveling on official business either in or out of 
the state. Employees of State Agencies designated by the 
Governor to represent him officially at governmental meet­
ings or conferences when held out of the State shall receive 
actual meals, lodging, and incidental expenses, and such 
employees may be reimbursed out of appropriations made 
to the agencies by which they are employed. Certain 
administrative officers of the System are authorized and 
directed by the Board of Regents and the Chancellor to 
represent The University of Texas System and its com­
ponent institutions outside the boundaries of the State of 
Texas, and in such representation they shall receive 
reimbursement for the actual cost of meals, lodging, and 
incidental expenses, not to exceed $35,00 per day in Ueu 
of any fixed per diem allowance. The administrative offi­
cers entitled to such reimbursement shall be designated in 
writing by the Chancellor, and the Ust of those designated 
shall be filed with the Secretary to the Board of Regents. 
In like manner, two administrative officers from each of 
the component institutions are authorized and directed by 
the Board of Regents and the Chancellor to represent The 
University of Texas System and its component institutions 
outside the boundaries of the State of Texas, and in such 
representation they shall receive reimbursement for the 
actual cost of meals, lodging, and incidental expenses, 
not to exceed $35. 00 per day in Ueu of any fixed per diem 
allowance. The administrative officers entitled to such 
reimbursement shall be designated in writing by the 
ChanceUor upon recommendation of the institutional heads, 
and the Ust of those designated shall be filed with the 
Secretary to the Board of Regents. 
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13. 38Reimbursement for Dues or Registration Fees. --Reimbursement 
wiU not be allowed for dues, registration fees, or similar expense 
incurred in joining or attending any type of organizations or associa 
tions unless the membership is in the name of the State of Texas 
and/or The University of Texas System or a component institution 
thereof. Reimbursement will not be aUowed for the cost of meals 
that may be included in the registration fees. Receipts for such 
dues or registration fees shall be obtained and attached to the 
expense account. If reimbursement is claimed, vouchers shaU 
include a statement that the membership is in the name of The 

13,39 Exceptions to Per Diem AUowance. —Executive heads of 
component institutions shall be reimbursed for their actual 
meals, locking, and incidental expenses (exclusive of 
expenses related to automobiles for which transportation is 
paid) when traveling on official business either in or out of 
the state. Employees of State Agencies designated by the 
Governor to represent him officially at governmental meet­
ings or conferences when held out of the State shall receive 
actual meals, lodging, and incidental expenses, and such 
employees may be reimbursed out of appropriations made 
to the agencies by which they are employed. Certain 
administrative officers of the System are authorized and 
directed by the Board of Regents and the ChanceUor to 
represent The University of Texas System and its com­
ponent institutions outside the boundaries of the State of 
Texas, and in such representation they shall receive 
reimbursement for the actual cost of meals, lodging, and 
incidental expenses, not to exceed $35,00 per day in Ueu 
of any fixed per diem allowance. The administrative offi­
cers entitled to such reimbursement shall be designated in 
writing by the Chancellor, and the list of those designated 
shall be filed with the Secretary to the Board of Regents. 
In like manner, two administrative oUicers from each of 
the component institutions are authorized and directed by 
the Board of Regents and the Chancellor to represent The 
University of Texas System and its component institutions 
outside the boundaries of the State of Texas, and in such 
representation they shall receive reimbursement for the 
actual cost of meals, lodging, and incidental expenses, 
not to exceed $35.00 per day in Ueu of any fixed per diem 
allowance. The administrative oUicers entitled to such 
reimbursement shall be designated in writing by the 
Chancellor upon recommendation of the institutional heads, 
and the Ust of those designated shall be filed with the 
Secretary to the Board of Regents. 
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University of Texas System or the appropriate component institu­
tion thereof. 

13.39 Exceptions to per Diem Allowance. --Executive heads of com­
ponent institutions shall be reimbursed for their actual meals, 
lodging, and incidental expenses (exclusive of expenses related 
to automobiles for which transportation is paid) when traveling 
on official business either in or out of the state. Employees 
of State Agencies designated by the Governor to represent him 
officially at governmental meetings or conferences when held 
out of the State shall receive actual meals, lodging, and inci­
dental expenses, and such employees may be reimbursed out 
of appropriations made to the agencies by which they are em­
ployed. Certain administrative officers of the System are 
authorized and directed by the Board of Regents and the Chan­
cellor to represent The University of Texas System and its 
component institutions outside the boundaries of the State of 
Texas, and in such representation they shall receive reimburse­
ment for the actual cost of meals, lodging, and incidental ex­
penses, not to exceed $35. 00 per day in lieu of any fixed per 
diem allowance. The administrative officers entitied to such 
reimbursement shall be designated in writing by the Chancellor 
and ChanceUor-Elect, and the list of those designated shall 
be filed with the Secretary to the Board of Regents. In like 
manner, two administrative officers from each of the compo­
nent institutions are authorized and directed by the Board of 
Regents and the Chancellor to represent The University of 
Texas System and its component institutions outside the bound­
aries of the State of Texas, and in such representation they 
shall receive reimbursement for the actual cost of meals, 
lodging, and incidental expenses, not to exceed $35. 00 per 
day in lieu of any fixed per diem allowance. The administra­
tive officers entitled to such reimbursement shall be desig­
nated in writing by the Chancellor or Chancellor-Elect upon 
recommendation of the institutional heads, and the list of 
those designated shall be filed with the Secretary to the Board 
of Regents. 

13. 3(10) Special Exceptions to Foregoing General Travel Regulations, — 
The provisions of the foregoing general travel regulations apply 
to all employees and all funds but employees may elect to take 
advantage of the specUic exceptions authorized below: 

13. 3(10)1 Contracts--Travel aUowances under research or other 
contracts, which are 100 per cent reimbursable, will 
follow the terms of the contract, and in the absence of 
specUications the travel rules and regulations covering 
payments from Grants and Trust Funds will apply. 
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University of Texas System or the appropriate component institu­
tion thereof. 

13. 39 Exceptions to per Diem AUowance. --Executive heads of component 
institutions shall be reimbursed for their actual meals, lodging 
and incidental expenses (exclusive of expenses related to auto­
mobiles for which transportation is paid) when traveling on official 
business either in or out of the state. Employees of State Agencies 
designated by the Governor to represent him officially at govern­
mental meetings or conferences when held out of the State shaU 
receive actual meals, lodging, and incidental expenses, and such 
employees may be reimbursed out of appropriations made to the 
agencies by which they are employed. Certain administrative 
officers of the System are authorized and directed by the Board 
of Regents and the Chancellor to represent The University of 
Texas System and its component institutions outside the boundaries 
of the State of Texas, and in such representation they shall receive 
reimbursement for the actual cost of meals, locking, and incidental 
expenses, not to exceed $35. 00 per day in lieu of any fixed per 
diem allowance. The administrative officers entitled to such 
reimbursement shall be designated in writing by the Chancellor 
and Deputy Chancellor upon recommendation of the appropriate 
Executive Vice-Chancellors, and the list of those designated 
shall be filed with the Secretary to the Board of Regents. 
In like manner, two administrative officers from each of the 
component institutions a re authorized and directed by the Board 
of Regents and the Chancellor to represent The University of Texas 
System and its component institutions outside the boundaries of 
the State of Texas, and in such representation they shall receive 
reimbursement for the actual cost of meals, lodging and incidental 
expenses, not to exceed $35. 00 per day in lieu of any fixed per 
diem allowance. The administrative officers entitled to such 
reimbursement shall be designated in writing by the Chancellor 
or Deputy Chancellor upon recommendation of the institutional 
heads, and the l ist of those designated shall be filed with the 
Secretary to the Board of Regents. 

13.3(10) Special Exceptions to Foregoing General Travel Regulations. - -
The provisions of the foregoing general travel regulations apply 
to all employees and all funds but employees may elect to take 
advantage of the specific exceptions authorized below: 

13. 3(10)1 Contracts--Travel allowances under research or other 
contracts, which are 100 per cent reimbursable, will 
follow the t e rms of the contract, and in the absence of 
SpecUications the travel rules and regulations covering 
payments from Grants and Trust Funds will apply. 
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University of Texas System or the appropriate component institu­
tion thereof. 

13. 39 Exceptions to per Diem Allowance. --Executive heads of component 
institutions shall be reimbursed for their actual meals, lodging 
and incidental expenses (exclusive of expenses related to auto­
mobiles for which transportation is paid) when traveling on official 
business either in or out of the state. Employees of State Agencies 
designated by the Governor to represent him officially at govern­
mental meetings or conferences when held out of the State shaU 
receive actual meals, lodging, and incidental expenses, and such 
employees may be reimbursed out of appropriations made to the 
agencies by which they are employed. Certain administrative 
officers of the System are authorized and directed by the Board 
of Regents and the Chancellor to represent The University of 
Texas System and its component institutions outside the boundaries 
of the State of Texas, and in such representation they shall receive 
reimbursement for the actual cost of meals, lodgii^, and incidental 
expenses, not to exceed $35. 00 per day in lieu of any fixed per 
diem allowance. The administrative officers entitled to such 
reimbursement shall be designated in writing by the Chancellor 
and Deputy ChanceUor upon recommendation of the appropriate 
Executive Vice-ChanceUors, and the list of those designated 
shall be filed with the Secretary to the Board of Regents. 
In like manner, two administrative officers from each of the 
component institutions are authorized and directed by the Board 
of Regents and the ChanceUor to represent The University of Texas 
System and its component institutions outside the boundaries of 
the State of Texas, and in such representation they shall receive 
reimbursement for the actual cost of meals, lodging and incidental 
expenses, not to exceed $35. 00 per day in lieu of any fixed per 
diem aUowance. The administrative officers entitled to such 
reimbursement shall be designated in writing by the Chancellor 
or Deputy Chancellor upon recommendation of the institutional 
heads, and the list of those designated shall be filed with the 
Secretary to the Board of Regents. 

13, 3(10) Special Exceptions to Foregoing General Travel Regulations. --
The provisions of the foregoing general travel regulations apply 
to all employees and all funds but employees may elect to take 
advantage of the specUic exceptions authorized below: 

13. 3(10)1 Contracts—Travel aUowances under research or other 
contracts, which are 100 per cent reimbursable, will 
follow the terms of the contract, and in the absence of 
specUications the travel rules and regulations covering 
payments from Grants and Trust Funds wiU apply. 

13. 3(10)2 Grants and Trust Funds. --Travel allowances paid from 
grants and trust fimds, unless otherwise specified under 
the grant or gUt, may be on a per diem basis as specified 
in the foregoing general travel regulations except that a 
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In like manner , two adminis t ra t ive officers from each of the connponent 
insti tutions a re authorized and directed by the Board of Regents and 
the Chancellor to represen t The University of Texas System and i ts 
component institutions outside the boundaries of the State of Texas, 
and in such representa t ion they shall receive reimbursennent for the 
actual cost of mea l s , lodging and incidental expenses, not to exceed 
$35. 00 per day in lieu of any fixed per diem allowance. The adnnin­

i s t ra t ive officers entitled to such r e imbur semen t shall be designated 
in writing by the Chancellor upon recommendat ion of the institutional 
heads . 

13,3(10) Special Exceptions to Foregoing General Travel Regula t ions . ­ ­

The provis ions of the foregoing general t r ave l regulat ions 
apply to all employees and all funds but ennployees may elect 
to take advantage of the specific exceptions authorized below: 
13.3(10)1 C o n t r a c t s ­ ­ T r a v e l al lowances under r e s e a r c h or 

other cont rac t s , which a r e 100 per cent reinnbursable, 
will follow the t e r m s of the contract , and in the 
absence of specifications the t rave l ru l e s and regu­

lations covering paynnents from Grants and Trus t 
Funds will apply. \ ■ ■ '' ­ ■ ',̂  . 

13. 3(10)2 Grants and Trust Funds. ­ ­ T r a v e l allowances paid 
from grants and t rus t funds, \jnless otherwise specified 
imder the grant or gift, may be on a per diem basis as 
specified in the foregoing general t rave l regulations 
except that a maximum of $17. 00 per calendar day or 
$4. 25 per quar te r day (as defined in Sec. 13. 36) per 
diem ra te shall apply to both in ­s ta te and out­of­s ta te 
t rave l . When anticipated living costs a re unusually 
low for those engaged in t r ave l , the person authorizing 
the t rave l nnay reduce the per diem for all or any par t 
of the t r ave l , provided that the ennployee shall be 
notified of such reduced per diemi before being allowed 
to incur any expense. In addition to per diem, costs 
of public t ranspor ta t ion or rented vehicle , supported 
by rece ip ts for expenses in excess of $2. 50, will be 
paid. K t ranspor ta t ion is by pr ivate car , r e i m b u r s e ­

ment will be paid at a ra te not to exceed 10^ per nnile 
but l imited to an annount not in excess of the cost of 
regular air t ranspor ta t ion . When not otherwise 
prohibited by the t e r m s of the gift or grant , employees 
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, In like manner , two adminis t ra t ive officers from each of the component 
institutions a r e authorized and di rected by the Board of Regents and 
the Chancellor to r epresen t The University of Texas System and i ts 
connponent insti tutions outside the boundaries of the State of Texas, 
and in such represen ta t ion they shall rece ive r e imbursemen t for the 
actual cost of mea l s , lodging and incidental expenses, not to exceed 
$35. 00 per day in lieu of any fixed per diem allowance. The admin­
i s t ra t ive officers entitled to such re imbur sennent shall be designated 
in writing by the ChanceUor upon reconnmendation of the insti tutional 
heads . 

13,3(10) Special Exceptions to Foregoing General Travel Regu la t ions , - -
The provis ions of the foregoing general t rave l regulat ions 
apply to all employees and all funds but employees may elect 
to take advantage of the specific exceptions authorized below: 
13,3(10)1 C o n t r a c t s - - T r a v e l allowances under r e s e a r c h or 

other con t rac t s , which a r e 100 per cent r e imbursab le , 
will follow the t e r m s of the contract , and in the 
absence of specifications the t rave l ru les and regu­
lations covering paynnents from Grants and Trus t 
Funds will apply. 

13. 3(10)2 Grants and Trust Funds. - - T r a v e l allowances paid 
from grants and t rus t funds, unless otherwise specified 
under the grant or gift, may be on a per diem bas i s as 
specified in the foregoing general t rave l regulat ions 
except that a maxinnum of $17. 00 per calendar day or 
$4. 25 per quar te r day (as defined in Sec. 13. 36) per 
diem ra te shall apply to both in -s ta te and out-of-s ta te 
t r ave l . When anticipated living costs a r e unusually 
low for those engaged in t rave l , the pe r son authorizing 
the t rave l may reduce the per diem for all or any par t 
of the t rave l , provided that the employee shall be 
notified of such reduced per diem before being allowed 
to incur any expense. In addition to per diem, costs 
of public t ranspor ta t ion or rented vehicle, supported 
by rece ip ts for expenses in excess of $2. 50, will be 
paid. If t ranspor ta t ion is by pr ivate ca r , r e i m b u r s e -
nnent will be paid at a ra te not to exceed 10^ per mile 
but l imited to an amount not in excess of the cost of 
regular air t ranspor ta t ion . When not otherwise 
prohibi ted by the t e r m s of the gift or grant , employees 
may also be r e imbursed for requi red reg i s t ra t ion 
fees or s imi la r expenses incur red in attending mee t ­
ings of organizat ions or assoc ia t ions . Receipts for 
r eg i s t ra t ion fees or s imi la r expenses shall be obtained 
and at tached to the expense account. 
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In like inanncr , two adnninistrative officers from each of the component 
inst i tut ions a r e authorized and di rected by the Board of Regents and the 
Chancellor to r e p r e s e n t The Universi ty of Texas System and its com­
ponent inst i tut ions outside the boundaries of the State of Texas , and in 
such represen ta t ion they shall receive r e imbursemen t for the actual 
cost of m e a l s , lodging and incidental expenses , not to exceed $35. 00 
per day in lieu of any fixed per diem allowance. The adminis t ra t ive 
officers entitled to such r e imbur semen t shall be designated in writing 
by the Chancel lor upon recommendat ion of the insti tutional heads . 

13.3(10) Special Except ions to Foregoing General Travel Regu la t ions , - -
The provis ions of the foregoing genera l t rave l regulat ions 
apply to all employees and al l funds but employees may elect 
to take advantage of the specific exceptions authorized below: 
13.3(10)1 C o n t r a c t s - - T r a v e l al lowances under r e s e a r c h or 

other con t rac t s , which a r e 100 per cent r e imbursab le , 
will follow the t e r m s of the contract , and in the 
absence of specifications the t rave l ru les and regu­
lations covering payments from Grants and Trus t 
Funds will apply. 

;̂. 13. 3(10)2 Grants and Trus t Funds, - - T r a v e l allowances paid 
from gran ts and t rus t funds, unless otherwise specified 
under the grant or gift, may be on a per diem bas i s as 
specified in the foregoing general t rave l regulations 
except that a maximuin of $17. 00 per calendar day or 
$4. 25 per quar te r day (as defined in Sec. 13. 36) per 
diem ra te shall apply to both in -s ta te and out-of-s ta te 
t r ave l . When anticipated living costs a re unusually 
low for those engaged in t rave l , the person authorizing 
the t r ave l may reduce the per d iem for al l or any pa r t 
of the t rave l , provided that the employee shall be 
notified of such reduced per diem before being allowed 

', to incur any expense. In addition to per diem, costs 
of public t ranspor ta t ion or rented vehicle, supported 
by rece ip ts for expenses in excess of $2, 50, will be 
paid. U t ranspor ta t ion is by pr ivate car , r e i m b u r s e ­
ment will be paid at a ra te not to exceed 10^ per mile 
but l imited to an amount not in excess of the cost of 
regu la r air t ranspor ta t ion . When not otherwise 

- prohibi ted by the ternns of the gift or grant , employees 
may also be r e imbursed for requi red reg is t ra t ion 
fees or s imi la r expenses incur red in attending mee t ­
ings of organizat ions or assoc ia t ions . Receipts for 
r eg i s t ra t ion fees or sirrdlar expenses shall be obtained 
and attached to the expense account. 



S e p t e m b e r 13, 1967 

D i r e c t o r , F a c U i t i e s P l a n n i n g and 
C o n s t r u c t i o n 

­■'"'■ ''■­ E x e c u t i v e D i r e c t o r , I n v e s t m e n t s , 
T r u s t s and L a n d s 

U n i v e r s i t y A t t o r n e y 
E x e c u t i v e D i r e c t o r , D e v e l o p m e n t B o a r d 

In l ike m a n n e r , two a d m i n i s t r a t i v e o f f i c e r s f r o m e a c h of the 
c o m p o n e n t i n s t i t u t i o n s a r e a u t h o r i z e d and d i r e c t e d by the B o a r d of 
R e g e n t s and t h e C h a n c e l l o r to r e p r e s e n t t h e i r r e s p e c t i v e i n s t i t u t i o n s 
o u t s i d e the b o u n d a r i e s of the State of T e x a s , and in such r e p r e ­

s e n t a t i o n they sha l l r e c e i v e r e i m b u r s e m e n t for the a c t u a l c o s t of 
m e a l s , lodg ing a n d i n c i d e n t a l e x p e n s e s , not to e x c e e d $ 3 5 , 00 p e r day 
in l ieu of any f ixed p e r d i e m a l l o w a n c e . The a d m i n i s t r a t i v e o f f i c e r s 
en t i t l ed to s u c h r e i m b u r s e m e n t sha l l be d e s i g n a t e d in w r i t i n g by the 
C h a n c e l l o r upon r e c o m m e n d a t i o n of the i n s t i t u t i o n a l h e a d s . 

13.3(10) Spec ia l E x c e p t i o n s to F o r e g o i n g G e n e r a l T r a v e l R e g u l a t i o n s . ­ ­

The p r o v i s i o n s of the f o r e g o i n g g e n e r a l t r a v e l r e g u l a t i o n s 
apply to a l l e m p l o y e e s and a l l funds but e m p l o y e e s nnay e l e c t 
to t ake a d v a n t a g e of the spec i f i c e x c e p t i o n s a u t h o r i z e d belov/: 
13.3(10)1 C o n t r a c t s ­ ­ T r a v e l a l lowa.nces u n d e r r e s e a r c h or 

o t h e r c o n t r a c t s , v;hich a r e 100 p e r cen t r e i n n b u r s a b l e , 
. ' _ wi l l follow the t e r n n s of the c o n t r a c t , and in the 

a b s e n c e of s p e c i f i c a t i o n s the t r a v e l r u l e s and r e g u ­

l a t i o n s c o v e r i n g p a y m e n t s f r o m G r a n t s and T r u s t 
F u n d s wil l a p p l y . 

13.3(10)2 G r a n t s and T r u s t F u n d s . ­ ­ T r a v e l a l l o w a n c e s pa id 
f r o m g r a n t s and t r u s t funds , u n l e s s o t h e r w i s e 
s p e c i f i e d u n d e r the g r a n t or gift, m a y be on a p e r 
dienn b a s i s a s s p e c i f i e d in the fo rego ing g e n e r a l 
t r a v e l r e g u l a t i o n s e x c e p t tha t a m a . x i m u m of $17. 00 
p e r c a l e n d a r day p e r d i e m r a t e sha l l app!y to both 
i n ­ s t a t e and o u t ­ o f ­ s t a t e t r a v e l . When a n t i c i p a t e d 
l iv ing c o s t s a r e u n u s u a l l y low for t h o s e engaged in 
t r a v e l , the p e r s o n a u t h o r i z i n g t h e t r a v e l m a y r e d u c e 
t h e p e r d i e m for a l l or any p a r t of the t r a v e l , p r o v i d e d 
t h a t the e m p l o y e e sha l l be not i f ied of such r e d u c e d p e r 
d i e m b e f o r e being a l l o w e d to i n c u r any e x p e n s e . In 
a d d i t i o n to p e r dieiTi, c o s t s of pub l i c t r a n s p o r t a t i o n or 
r e n t e d v e h i c l e , s u p p o r t e d by r e c e i p t s for e x p e n s e s in 
e x c e s s of $ 2 . 50,wil l be p a i d . If t r a n s p o r t a t i o n i s by 
p r i v a t e c a r , r e i n ' i b u r s e m e n t wil l be paid at a r a t e not 
to e x c e e d lO";̂  pc­i­ m i l e but l i m i t e d to an a inount ac t in 
e x c e s s of the c o s t ol r e g i d a r a i r t r a n s p o r t a t i o n . When 
not o t h e r w i s e p r o h i b i t e d by the t e r m s of the gift 
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D i r e c t o r , F a c i l i t i e s P l a n n i n g and 
C o n s t r u c t i o n 

E x e c u t i v e D i r e c t o r , I n v e s t n n e n t s , 
T r u s t s and L a n d s 

U n i v e r s i t y A t t o r n e y 
E x e c u t i v e D i r e c t o r , D e v e l o p m e n t B o a r d 

In l ike m a n n e r , two a d n n i n i s t r a t i v e o f f i c e r s f r o m e a c h of the c o m p o n e n t 
i n s t i t u t i o n s a r e a u t h o r i z e d and d i r e c t e d by the B o a r d of R e g e n t s and the 
C h a n c e l l o r to r e p r e s e n t The U n i v e r s i t y of T e x a s S y s t e m and i t s c o m ­
ponen t i n s t i t u t i o n s o u t s i d e the b o u n d a r i e s of the S ta te of T e x a s , and in 
such r e p r e s e n t a t i o n they sha l l r e c e i v e r e i m b u r s e m e n t for the a c t u a l 
c o s t of m e a l s , lodging and i n c i d e n t a l e x p e n s e s , not to e x c e e d $ 3 5 . 0 0 
p e r day in l ieu of any fixed p e r d i e m a U o w a n c e . The a d m i n i s t r a t i v e 
o f f i c e r s en t i t l ed to such r e i m b u r s e i n e n t sha l l be d e s i g n a t e d in wr i t ing 
by the C h a n c e l l o r upon r e c o m m e n d a t i o n of the ins t i tu t ion? . ! h e a d s . 

13.3(10) Spec ia l E x c e p t i o n s to F o r e g o i n g G e n e r a l T r a v e l R e g u l a t i o n s . - -
The p r o v i s i o n s of the fo rego ing g e n e r a l t r a v e l r e g u l a t i o n s 
apply to a l l e m p l o y e e s and a l l funds but e m p l o y e e s m a y e l e c t 
to t ake a d v a n t a g e of the spec i f i c e x c e p t i o n s a u t h o r i z e d belov.': 
13,3(10)1 C o n t r a c t s - - T r a v e l a l l o w a n c e s u n d e r r e s e a r c h or 

o t h e r c o n t r a c t s , wh ich a r e 100 p e r cen t r e i m b u r s a b l e , 
wi l l foUov; the t e r m s of the c o n t r a c t , and in the 
a b s e n c e of s p e c i f i c a t i o n s the t r a v e l r u l e s and r e g u ­
l a t i o n s c o v e r i n g paynnents f r o m G r a n t s and T r u s t 
F u n d s wi l l app ly . 

13.3(10)2 G r a n t s and T r u s t F u n d s . - - T r a v e l a l l o v / a n c e s pa id 
fronn g r a n t s and t r u s t funds , u n l e s s o t h e r w i s e 
spec i f i ed u n d e r the g r a n t or gift, m a y be on a p e r 
d i e m b a s i s a s spec i f i ed in the fo rego ing g e n e r a l 
t r a v e l r e g u l a t i o n s e x c e p t tha t a nnaxinnum of $17, 00 
p e r c a l e n d a r day p e r d i e m r a t e sha l l app ly to both 
i n - s t a t e and o u t - o f - s t a t e t r a v e l . When a n t i c i p a t e d 
l iv ing c o s t s a r e u n u s u a l l y low for t h o s e engaged in 
t r a v e l , the p e r s o n a u t h o r i z i n g the t r a v e l m a y r e d u c e 
the p e r d i em for a l l o r any p a r t of the t r a v e l , p r o v i d e d 
t ha t the: e m p l o y e e sha l l be not i f ied of such r e d u c e d p e r 
d i e m b e f o r e be ing a l l o w e d to i n c u r any e x p e n s e . In 
a d d i t i o n to p e r d i e m , c o s t s of publ ic t r a n s p o r t a t i o n or 
r e n t e d v e h i c l e , s u p p o r t e d by r e c e i p t s for e x p e n s e s in 
e x c e s s of $ 2 . 5 0 , w i l l be pa id . If t r a n s p o r t a t i o n i s by 
p r i v a t e c a r , r e i m b u r s e m e n t wi l l be pa id at a r a t e not 
to e x c e e d 10^ p e r nnile but l i m i t e d to an a m o u n t not in 
e x c e s s of the cost of r e g u l a r a i r t r a n s p o r t a t i o n . When 
not o t h e r w i s e p r o h i b i t e d by the t e n n s of the gift 
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D i r e c t o r , F a c i l i t i e s P l a n n i n g and 
C o n s t r u c t i o n 

E x e c u t i v e D i r e c t o r , I n v e s t n n e n t s , 
T r u s t s and L a n d s 

- U n i v e r s i t y A t t o r n e y \ 

In l ike m a n n e r , two a d m i n i s t r a t i v e o f f i c e r s f r o m e a c h o f the 
c o m p o n e n t i n s t i t u t i o n s a r e a u t h o r i z e d and d i r e c t e d by the B o a r d of 
R e g e n t s and the C h a n c e l l o r to r e p r e s e n t t h e i r r e s p e c t i v e i n s t i t u t i o n s 
o u t s i d e the b o u n d a r i e s of the State of T e x a s , and in such r e p r e ­
s e n t a t i o n they sha l l r e c e i v e r e i m b u r s e m e n t for the a c t u a l c o s t of 
m e a l s , lodging and i n c i d e n t a l expenses . , not to e x c e e d $ 3 5 . 0 0 p e r day 
in l i eu of any f ixed p e r d i e m a l l o w a n c e . The a d m i n i s t r a t i v e o f f i c e r s 
e n t i t l e d to such r e i n n b u r s e m e n t shal l be d e s i g n a t e d in w r i t i n g by the 
C h a n c e l l o r upon r e c o m m e n d a t i o n of the i n s t i t u t i o n a l h e a d s . 

13,3(10) S p e c i a l E x c e p t i o n s to F o r e g o i n g G e n e r a l T r a v e l R e g u l a t i o n s . - -
The p r o v i s i o n s of the fo rego ing g e n e r a l t r a v e l r e g u l a t i o n s 
app ly to a l l e m p l o y e e s and a l l funds but ennployees rnay e l e c t 
to t a k e a d v a n t a g e of the spec i f i c e x c e p t i o n s a u t h o r i z e d be low: 
13.3(10)1 C o n t r a c t s - - T r a v e l a l l o w a n c e s unde r r e s e a r c h o r 

o t h e r c o n t r a c t s , whi(th a r e 100 p e r cen t r e i m b u r s a b l e , 
w i l l follow the t e r m s of the c o n t r a c t , and in the 
a b s e n c e of specif ica/ t ions the t r a v e l r u l e s and r e g u ­
l a t i o n s c o v e r i n g pajf^nients f rom G r a n t s and T r u s t 
F u n d s wi l l app ly . / 

13.3(10)2 G r a n t s and T r u s t ^ u n d s . - - T r a v e l a l l o w a n c e s pa id 
f r o m g r a n t s and t i 'us t funds , u n l e s s o t h e r w i s e 
s p e c i f i e d u n d e r the g r a n t or gift, m a y be on a p e r 
d i e m b a s i s a s s p e c i f i e d in t h e fo rego ing g e n e r a l 
t r a v e l r e g u l a t i o n s e x c e p t tha t a m a x i m u m of $17. 00 
p e r c a l e n d a r day p e r d i e m r a t e sha l l app ly to both 
i n - s t a t e and o u t - o f - s t a t e t r a v e l . When a n t i c i p a t e d 
l iv ing c o s t s a r e u n u s u a l l y low for t h o s e e n g a g e d in 
t r a v e l , the p e r s o n a u t h o r i z i n g the t r a v e l m a y r e d u c e 
t h e p e r d i e m for a l l o r any p a r t of the t r a v e l , p r o v i d e d 
tha t the e m p l o y e e sha l l be notif ied of such r e d u c e d p e r 
dleiT!. b e f o r e be ing a l l owed to i n c u r any e x p e n s e . In 
a d d i t i o n to p e r d i e m , c o s t s of publ ic t r a n s p o r t a t i o n or 
r e n t e d v e h i c l e , s u p p o r t e d by r e c e i p t s for e x p e n s e s in 
e x c e s s of $2 , 50 ,will be pa id . If t r a n s p o r t a t i o n i s by 
p r i v a t e c a r , r e i i n b u r s e i n e n t wi l l be pa id at a r a t e not 
to e x c e e d \ ^ t p e r m i l e but l inni ted to an a^mount not in 
e x c e s s of the c o s t of r e g u l a r a i r t r a n s p o r t a t i o n . When 
nol o t h e r v / i s e p r o h i b i t e d by the t e r m s of the <:;ift 



As amended 12/12/75 23a 

from Gifts, Grants, and Designated 
Funds will be as follows: 
(a) For grants from or derived from 

Federal or State agencies, travel 
allowances shall be paid as spec­
ified in the foregoing general 
travel regulations, Subsections 
13.43 through 13.49. 

(b) For other gifts, grants, trust or 
designated funds, travel allow­
ances may be for actual expenses 
for meals, lodging and airport 
parking, not to exceed $35 per 
day. The transportation allow­
ances will be as specified in 
Subsection 13.47 of the foregoing 
general travel regulations. 

The provisions of both (a) and (b) 
above are subject to the terms, 
provisions and conditions of the 
particular gifts, grants, or funds 
involved. Further exceptions to 
these provisions may be in accor­
dance with specific authorization by 
the Board of Regents with certain 
designated funds. Likewise, when 
anticipated living costs are unusually 
low for those engaged in travel, the 
person authorizing the travel may 
reduce the allowance for all or any 
part of the travel, provided that 
the employee shall be notified of 
such reduced allowance before being 
allowed to incur any expense. When 
not otherwise prohibited by the terms 
of the gift or grant, employees may 
also be reimbursed for required reg­
istration fees or similar expenses 
incurred in attending meetings of 
organizations or associations. 
Receipts for lodging, registration 
fees, or similar expenses shall be 
obtained and attached to the expense 
voucher. Project Directors, Principal 
Investigators, Departmental Chairmen, 
or other authorized personnel under 
a gift or grant who travel in their 
personally owned airplanes on necessary 
official business may be reimbursed at 
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the rate of twenty-one cents (21<;i) per 
highway mile for in-state travel. The 
same rate shall apply to out-of-state 
travel, subject to the limitation that 
the mileage reimbursement shall not 
exceed the amount equal to the number 
of persons flying by private plane times 
the lowest available airline fare. 

* 13.4(10)3 Intercollegiate Athletics.—Actual 
expenses will be paid at no per diem 
limit, provided such expenditures in 
the amount of $4.00 or more are sup­
ported by signed receipts. 

13.4(11) As provided by House Bill 1058, 64th Legislature 
(amending Tex.Rev.Civ.Stat.Ann. art. 6823a), 
component institutions may establish procedures 
for payment in advance of travel expenses 
incurred by employees in the exercise of their 
official duties. Any such procedures estab­
lished shall be in accordance with the statute, 
based on guidelines provided by the State Comp­
troller, and provide for prompt recovery of any 
such advances. 
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the rate of twenty-one cents (21^) per 
highway mile for in-state travel. The 
same rate shall apply to out-of-state 
travel, subject to the limitation that 
the mileage reimbursement shall not 
exceed the amount equal to the number 
of persons flying by private plane times 
the lowest available airline fare. 

13. 4(10)3 Intercollegiate Athletics. --Actual expenses will be paid 
at no per diem limit, provided such expenditures in the 
amount of $2. 00 or more are supported by signed receipts. 

13.4(11) As provided by House Bill 1058, 64th Legislature 
(amending Tex.Rev.Civ.Stat.Ann. art. 6823a), 
component institutions may establish procedures 
for payment in advance of travel expenses 
incurred by employees in the exercise of their 
official duties. Any such procedures estab­
lished shall be in accordance with the statute, 
based on guidelines provided by the State Comp­
troller, and provide for prompt recovery of any 
such advances. 
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Designated Funds will be as follows: 
(a) For grants from or derived from Federal or 

State agencies, travel allowances shall be 
paid as specified in the foregoing general travel 
regulations. Subsections 13.43 through 13.49. 

(b) For other gUts, grants, trust or designated funds, 
travel aUowances may be for actual expenses for 
meals, lodging and airport parking, not to exceed 
$35.00 per day. The transportation allowance 
wUl be as specified in Subsection 13.47 of the 
foregoing general travel regulations. 

The provisions of both (a) and (b) above are subject to 
the terms, provisions and conditions of the particular 
gifts, grants, or funds involved. Further exceptions 
to these provisions may be in accordance with specific 
authorization by the Board of Regents with certain desig­
nated funds. Likewise, when anticipated living costs 
are unusually low for those engaged in travel, the 
person authorizing the travel may reduce the aUowance 
for all or any part of the travel, provided that the 
employee shall be notified of such reduced allowance 
before being allowed to incur any expense. When not 
otherwise prohibited by the terms of the gift or grant, 
employees may also be reimbursed for required 
registration fees or similar expenses incurred in 
attending meetings of organizations or associations. 
Receipts for lodging, registration fees, or similar 
expenses shall be obtained and attached to the expense 
voucher. Project Directors, Principal Investigators, 
Departmental Chairmen, or other authorized personnel 
under a gUt or grant who travel in their personally 
owned airplanes on necessary official business may be 
reimbursed at the rate of twelve cents (12?) per 
highway mile for in-state travel. The same rate shall 
apply to out-of-state travel, subject to the limitation 
that the mUeage reimbursement shall not exceed the 
amount equal to the number of persons flying by 
private plane times the lowest available airline fare. 

13. 4(10)3 Intercollegiate Athletics, —Actual expenses will be paid 
at no per diem limit, provided such expenditures in the 
amount of $2, 00 or more are supported by signed receipts. 
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As amended 1/16/73 

Designated Funds will be as follows: 
(a) For grants from or derived from Federal or state 

agencies, travel allowances shall be paid as speci­
fied in the foregoing general travel regulations, 
Subsections 13. 43 through 13. 49. 

(b) For other gifts, grants, trust or designated funds, 
travel allowances may be for actual expenses for 
meals, lodging and airport parking, not to exceed 
$35.00 per day. The transportation aUowance will 
be as specified in Subsection 13.47 of the foregoing 
general travel regulations. 

The provisions of both (a) and (b) above are subject to 
the te rms , provisions and conditions of the particular 
gifts, grants, or funds involved. Further exceptions to 
these provisions may be in accordance with specific 
authorization by the Board of Regents with certain 
designated funds. Likewise, when anticipated living 
costs are unusually low for those engaged in travel, the 
person authorizing the travel may reduce the allowance 
for all or any part of the travel, provided that the 
employee shall be notified of such reduced allowance 
before being allowed to incur any expense. When not 
otherwise prohibited by the terms of the gift or grant, 
employees may also be reimbursed for required reg is ­
tration fees or similar expenses incurred in attending 
meetings of organizations or associations. Receipts 
for lodging, registration fees, or similar expenses shall 
be obtained and attached to the expense voucher. 
Project Directors, Principal Investigators, Departmental 
Chairmen, or other authorized personnel under a gift 
or grant who travel in their personnally owned airplanes 
on necessary official business may be reimbursed at the 
rate of ten (10?) per highway mile for in-state travel. 
The same rate shall apply to out-of-state travel, subject 
to the limitation that the mileage reimbursement shall 
not exceed the amount equal to the number of persons 
flying by private plane times the lowest available a i r ­
line fare. 

13. 4(10)3 Intercollegiate Athletics. --Actual expenses will be paid 
at no per diem limit, provided such expenditures in the 
amount of $2. 00 or more are supported by signed receipts. 
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and Designated Funds, unless otherwise specUied 
below, will be as follows: 
(a) For grants from or derived from Federal or 

state agencies, travel allowances shall be paid 
as SpecUied in the foregoing general travel 
regulations, Subsections 13. 43 through 13. 49. 

(b) For other gifts, grants, trust or designated 
funds, travel allowances may be for actual 
expenses for meals, lodging and incidental 
expenses, not to exceed $35. 00 per day. 
The transportation allowance will be as 
specified in Subsection 13. 47 of the foregoing 
general travel regulations. 

The provisions of both (a) and (b) above are subject 
to the terms, provisions and conditions of the parti­
cular gifts, grants, or funds involved. Further 
exceptions to these provisions may be in accordance 
with specUic authorization by the Board of Regents 
for certain designated funds. Likewise, when antic­
ipated living costs are unusually low for those 
engaged in travel, the person authorizing the travel 
may reduce the allowance for all or any part of the 
travel, provided that the employee shall be notified 
of such reduced aUowance before being allowed to 
incur any expense. When not otherwise prohibited 
by the terms of the gift or grant, employees may 
also be reimbursed for required registration fees 
or similar expenses incurred in attending meetings 
of organizations or associations. Receipts for registra­
tion fees or similar expenses shall be obtained and 
attached to the expense voucher. Project Directors, 
Principal Investigators, Departmental Chairmen, or 
other authorized personnel under a gift or grant who 
travel in their personally owned airplanes on neces­
sary official business may be reimbursed at the rate 
of ten cents (10?) per highway mile for in-state travel. 
The same rate shall apply to out-of-state travel, 
subject to the limitation that the mUeage reimburse­
ment shall not exceed the amount equal to the number 
of persons flying by private plane times the allowable 
commercial tourist class airline rate. 

13. 4(10)3 Intercollegiate Athletics. —Actual expenses will be paid 
at no per diem limit, provided such expenditures in the 
amount of $2. 00 or more are supported by signed receipts. 
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13,4(10) Special Exceptions to Foregoing General Travel Regulations. - -
The provisions of the foregoing general travel regulations apply 
to all employees and all funds but employees may elect to take 
advantage of the specific exceptions authorized below: 

13,4(10)1 Contracts—Travel allowances under research or other 
contracts, which are 100 per cent reimbursable, will 
follow the t e rms of the contract, and in the absence of 
specUications the travel rules and regulations covering 
payments from Grants and Trust Funds will apply. 

13. 4(10)2 Grants and Trust Funds--Travel allowances paid from 
grants and trust funds, unless otherwise specified 
under the grant or gUt, may be on a per diem basis as 
specified in the foregoing general travel regulations, 
except that a maximum of $25. 00 per calendar day or 
$6. 25 per quarter day (as defined in Sec. 13. 36) per 
diem ra te shall apply to both in-state and out-of-state 
travel. When anticipated living costs are unusually low 
for those engaged in travel, the person authorizing the 
travel may reduce the per diem for all or any part of 
the t ravel , provided that the employee shall be notified 
of such reduced per diem before being allowed to incur 
any expense. In addition to per diem, costs of public 
transportation or rented vehicle, supported by receipts 
for expenses in excess of $2, 50, will be paid, K t r ans ­
portation is by private car, reimbursement will be paid 
at a ra te not to exceed 10? per mile, but limited to an 
amount not in excess of the cost of regular air t r ans ­
portation. When not otherwise prohibited by the terms 
of the gUt or grant, employees may also be reimbursed 
for required registration fees or similar expenses 
incurred in attending meetings of organizations or a s so­
ciations. Receipts for registration fees or similar 
expenses shall be obtained and attached to the expense 
account. Project Directors, Principal Investigators, 
Departmental Chairmen, or other authorized personnel 
under a gift or grant who travel in their personally-
owned airplanes on necessary official business may be 
reimbursed at the rate of sixteen (16?) per highway mile 
for in-state travel. The same rate shall apply to out-
of-state travel , subject to the limitation that the mileage 
reimbursement shall not exceed the amount equal to the 
number of persons flying by private plane t imes the 
allowable commercial airline rate . 

13. 4(10)3 Intercollegiate Athletics. --Actual expenses will be paid 
at no per diem limit, provided such expenditures in the 
amount of $2. 00 or more are supported by signed receipts. 
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13,3(10) Special Exceptions to Foregoing General Travel Regulations. --
The provisions of the foregoing general travel regulations apply 
to all employees and all funds but employees may elect to take 
advantage of the specific exceptions authorized below: 

13.3(10)1 Contracts--Travel aUowances under research or other 
contracts, which are 100 per cent reimbursable, will 
follow the terms of the contract, and in the absence of 
SpecUications the travel rules and regulations covering 
payments from Grants and Trust Funds will apply. 

13.3(10)2 Grants and Trust Funds--Travel aUowances paid from 
grants and trust funds, unless otherwise specified 
under the grant or gUt, may be on a per diem basis as 
specified in the foregoing general travel regulations, 
except that a maximum of $25.00 per calendar day or 
$6. 25 per quarter day (as defined in Sec. 13. 36) per 
diem rate shall apply to both in-state and out-of-state 
travel. When anticipated living costs are unusually low 
for those engaged in travel, the person authorizing the 
travel may reduce the per diem for all or any part of 
the travel, provided that the employee shall be notified 
of such reduced per diem before being allowed to incur 
any expense. In addition to per diem, costs of public 
transportation or rented vehicle, supported by receipts 
for expenses in excess of $2. 50, will be paid. U trans­
portation is by private car, reimbursement will be paid 
at a rate not to exceed 10? per mile, but limited to an 
amount not in excess of the cost of regular air trans­
portation. When not otherwise prohibited by the terms 
of the gUt or grant, employees may also be reimbursed 
for required registration fees or similar expenses 
incurred in attending meetings of organizations or asso­
ciations. Receipts for registration fees or similar 
expenses shall be obtained and attached to the expense 
account. Project Directors, Principal Investigators, 
Departmental Chairmen, or other authorized personnel 
under a gift or grant who travel in their personally-
owned airplanes on necessary official business may be 
reimbursed at the rate of sixteen (16?) per highway mile 
for in-state travel. The same rate shall apply to out-
of-state travel, subject to the limitation that the mileage 
reimbursement shall not exceed the amount equal to the 
number of persons flying by private plane times the 
allowable commercial airline rate. 

13. 3(10)3 Intercollegiate Athletics. --Actual expenses will be paid 
at no per diem limit, provided such expenditures in the 
amount of $2. 00 or more are supported by signed receipts. 
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13.3(10)2 Grants and Trust Funds--Travel allowances paid from 

grants and trust funds, unless otherwise specified 
under the grant or gUt, may be on a per diem basis as 
specified in the foregoing general travel regulations, 
except that a maximum of $25.00 per calendar day or 
$6. 25 per quarter day (as defined in Sec. 13, 36) per 
diem rate shall apply to both in-state and out-of-state 
travel. When anticipated living costs are unusually low 
for those engaged in travel, the person authorizing the 
travel may reduce the per diem for all or any part of 
the travel, provided that the employee shall be notified 
of such reduced per diem before being allowed to incur 
any expense. In addition to per diem, costs of public 
transportation or rented vehicle, supported by receipts 
for expenses in excess of $2. 50, will be paid. U trans­
portation is by private car, reimbursement will be paid 
at a rate not to exceed 10? per mile, but limited to an 
amount not in excess of the cost of regular air trans­
portation. When not otherwise prohibited by the terms 
of the gUt or grant, employees may also be reimbursed 
for required registration fees or similar expenses 
incurred in attending meetings of organizations or asso­
ciations. Receipts for registration fees or slmUar 
expenses shall be obtained and attached to the expense 
account. Project Directors, Principal Investigators, 
Departmental Chairmen, or other authorized personnel 
under a gUt or grant who travel in their personally-
owned airplanes on necessary official business may be 
reimbursed at the rate of sixteen (16?) per highway mile 
for in-state travel. The same rate shall apply to out-
of-state travel, subject to the limitation that the mileage 
reimbursement shall not exceed the amount equal to the 
number of persons flying by private plane times the 
allowable commercial airUne rate. 

13. 3(10)3 Intercollegiate Athletics. --Actual expenses will be paid 
at no per diem limit, provided such expenditures in the 
amount of $2. 00 or more are supported by signed receipts. 
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13. 3(10)2 Grants and Trust Funds—Travel allowances paid 
from grants and trust funds, unless otherwise 
specified under the grant or gift, may be on a per 
diem basis as specUied in the foregoing general 
travel regulations, except that a maximum of $25, 00 
per calendar day or $6, 25 per quarter day (as de­
fined in Sec. 13. 36) per diem rate shall apply to both 
in-state and out-of-state travel. When anticipated 
Uving costs are unusually low for those engaged in 
travel, the person authorizing the travel may re ­
duce the per diem for all or any part of the travel, 
provided that the employee shall be notified of such 
reduced per diem before being allowed to incur any 
expense. In addition to per diem, costs of pubUc 
transportation or rented vehicle, supported by re ­
ceipts for expenses in excess of $2. 50, will be paid. 
If transportation is by private car, reimbursement 
will be paid at a rate not to exceed 10? per mile, but 
Umited to an amount not in excess of the cost of regu­
lar air transportation. When not otherwise prohibited 
by the terms of the gUt or grant, employees may also 
be reimbursed for required registration fees or 
similar expenses incurred in attending meetings of 
organizations or associations. Receipts for registra­
tion fees or similar expenses shall be obtained and 
attached to the expense account. 

13. 3(10)3 Intercollegiate Athletics. --Actual expenses will be paid 
at no per diem limit, provided such expenditures in the 
amount of $2. 00 or more are supported by signed receipts. 
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13. 3(10)2 Grants and Trust Funds--Travel aUowances paid from 
grants and trust funds, unless otherwise specified under 
the grant or gift, may be on a per diem basis as speci­
fied in the foregoing general travel regulations, except 
that a maximum of $22,00 per calendar day or $5.50 
per quarter day (as defined in Sec. 13. 36) per diem 
rate shall apply to both in-state and out-of-state travel. 
When anticipated living costs are unusually low for those 
engaged in travel, the person authorizing the travel may 
reduce the per diem far all or anv^^art of the travel, 
provided that the employee shallyKe notified of such re­
duced per diem before ^ i n g allowed to incur any expense. 
In addition to per diem, cdetsyof public transportation or 
rented vehicle, supported b^o'eceipts for expenses in 
excess of $2.50, will be pafe.-\lf transportation is by 
private car, reimbursement wi'H be paid at a rate not 
to exceed 10^ per mile, put limited to an amount not in 
excess of the cost of regular air transportation. When 
not otherwise prohibited by the ternis of the gift or grant, 
employees may also be reimbursed fbr required regis­
tration fees or similar expenses incurred in attending 
meetings of organizations or associations. Receipts for 
registration fees or similar expenses shall be obtained 
and attached to the expense account. Project Directors, 
Principal Investigators, Departmental Chairmen, or 
other authorized personnel under a gift or grant who 
travel in their personally-owned airplanes on necessary 
official business may be reimbursed at the rate of six­
teen (16(̂ ) per highway mile for in-state travel. The 
same rate shall apply to out-of-state travel, subject to 
the limitation that the mileage reimbursement shall not 
exceed the amount equal to the number of persons flying 
by private plane times the allowable commercial airline 
rate. 

13, 3(10)3 Intercollegiate Athletics. --Actual expenses will be paid 
at no per diem limit, provided such expenditures in the 
amount of $2. 00 or more are supported by signed receipts, 
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Sec. 14. Advertising, Postage and Box Rent, Telephone, Telegraph, and Subscription 
Vouchers. 

14.1 A copy of the advertisement, as well as the invoice and affidavit of the 
publisher, showing rates in conformity with State laws, shall be attached 
to vouchers for advertisements. 

14.2 Vouchers for postage and postal box rent shall be made payable to the 
United States Postmaster. Postage stamps are available at a central 
supply center at most institutions. Where a postage meter is used by 
the institution, the use of stamps is limited, 

14, 3 Only authorized persons shall make long distance calls on University 
business and personal long distance calls shall not be charged to insti­
tutional accounts. The installation of all telephone equipment shall be 
approved in advance by the Chief Business Officer or his delegate, 

14.4 Copies of all telegrams sent shall be retained in the files of the depart­
ment or office responsible for the charge for one fiscal year and shall 
be checked against the itemized bill from Western Union showing the 
persons sending each telegram and the person to whom the message was 
sent shall be attached to the voucher for payment. 

14.5 Subscriptions to publications shall be vouchered after the first copy is 
received. This is noted on the voucher or invoice for payment, as 
w^ll as the period covered by the subscription. 

Sec. 15. Supplies and Equipment. —At most of the component institutions, stationery, 
office supplies, and some other general supplies and equipment may be 
secured through an institutional supply center. Payment for such purchases 
shall be by interdepartmental transfer vouchers which originate in the office 
furnishing such materials. When supplies and equipment are purchased 
through the Board of Control, or are payable from local funds, the general 
regulations for preparation of vouchers shall be as outlined herein. 

Sec. 16 Insurance on Money and Secu r i t i e s ; F ide l i t y Bonds. 

16.1 Insurance on Money and Securi t ies .—As approved by the 
Board of Regents, The University of Texas System c a r r i e s 
a blanket System-wide policy insuring against loss of 
money or s e c u r i t i e s at any of the component i n s t i t u t i o n s . 
The premium paid by each i n s t i t u t i o n i s separately com­
puted and i s based on the coverage appl icable at each 
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Sec. 14. Advertising, Postage and Box Rent, Telephone, Telegraph, and Subscription 
Vouchers. 

14.1 A copy of the advertisement, as well as the invoice and affidavit of the 
publisher, showing rates in conformity with State laws, shall be attached 
to vouchers for advertisements. 

14.2 Vouchers for postage and postal box rent shall be made payable to the 
United States Postmaster. Postage stamps are available at a central 
supply center at most institutions. Where a postage meter is used by 
the institution, the use of stamps is Umited. 

14. 3 Only authorized persons shall make long distance calls on University 
business and personal long distance calls shall not be charged to insti­
tutional accounts. The installation of all telephone equipment shall be 
approved in advance by the Chief Business Officer or his delegate. 

14.4 Copies of all telegrams sent shall be retained in the files of the depart­
ment or office responsible for the charge for one fiscal year and shall 
be checked against the itemized bill from Western Union showing the 
persons sending each telegram and the person to whom the message was 
sent shall be attached to the voucher for payment. 

14. 5 Subscriptions to publications shall be vouchered after the first copy is 
received. This is noted on the voucher or invoice for payment, as 
w^U as the period covered by the subscription. 

Sec, 15. Supplies and Equipment. --At most of the component institutions, stationery, 
office supplies, and some other general supplies and equipment may be 
secured through an institutional supply center. Payment for such purchases 
shall be by interdepartmental transfer vouchers which originate in the office 
furnishing such materials. When supplies and equipment are purchased 
through the Board of Control, or are payable from local funds, the general 
regulations for preparation of vouchers shall be as outlined herein. 

Sec. 16. Insurance on Money and Securities; Fidelity Bonds. 

16.1 Insurance on Money and Securities. --As approved by the Board of 
Regents, The University of Texas System carries a blanket System-
wide policy insuring against loss of money or securities at any of the 
component institutions. The premium paid by each institution is 
separately computed and is based on the coverage applicable at each 
institution. At the time any loss occurs at any institution, the Deputy 
Chancellor shall be notified by the appropriate 
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Sec. 14. Advertising, Postage and Box Rent, Telephone, Telegraph, and Subscription 
Vouchers. 

14.1 A copy of the advertisement, as well as the invoice and affidavit of the 
publisher, showing rates in conformity with State laws, shall be attached 
to vouchers for advertisements. 

14.2 Vouchers for postage and postal box rent shall be made payable to the 
United States Postmaster, Postage stamps are available at a central 
supply center at most institutions. Where a postage meter is used by 
the institution, the use of stamps is limited. 

14. 3 Only authorized persons shall make long distance calls on University 
business and personal long distance calls shall not be charged to insti­
tutional accounts. The installation of all telephone equipment shall be 
approved in advance by the Chief Business Officer or his delegate. 

14.4 Copies of all telegrams sent shall be retained in the files of the depart­
ment or office responsible for the charge for one fiscal year and shall 
be checked against the itemized bill from Western Union showing the 
persons sending each telegram and the person to whom the message was 
sent shall be attached to the voucher for payment. 

14.5 Subscriptions to publications shall be vouchered after the first copy is 
received. This is noted on the voucher or invoice for payment, as 
w^U as the period covered by the subscription. 

Sec. 15. Supplies and Equipment. —At most of the component institutions, stationery, 
office supplies, and some other general supplies and equipment may be 
secured through an institutional supply center. Payment for such purchases 
shall be by interdepartmental transfer vouchers which originate in the office 
furnishing such materials. When supplies and equipment are purchased 
through the Board of Control, or are payable from local funds, the general 
regulations for preparation of vouchers shall be as outlined herein. 

Sec, 16. Insurance on Money and Securities; Fidelity Bonds. 

16.1 Insurance on Money and Securities, —As approved by the Board of 
Regents, The University of Texas System carries a blanket System-
wide policy insuring against loss of money or securities at any of the 
component institutions. The premium paid by each institution is 
separately computed and is based on the coverage applicable at each 
institution. At the time any loss occurs at any institution, the Deputy 
Chancellor for Administration shall be notified by the appropriate 
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Sec, 14, Freight and Express, Advertising, Postage and Box Rent, Telephone, Tele­
graph, and Subscription Vouchers. 

14,1 Vouchers for freight and express charges are, if practicable, made 
payable to the local agent but in the name of the transportation company, 
A careful check shall be made for damages or shortages and, if any, 
notation is made on the receipt of the transportation compnay before the 
shipments are accepted. The vendor shall be notified in writing when 
damages or shortages occur and a copy of the notification shall be 
attached to the voucher when deductions are made on the invoice. In 
general, charges for freight and express are made against the same 
accounts as those charged for the purchase of the related materials. 

14, 2 Transportation charges for purchases at delivered prices (f. o. b. 
destination) cannot be paid by a component institution. An acceptance 
shall, therefore, not be given the transportation company unless such 
charges are prepaid. 

14, 3 A copy of the advertisement, as weU as the invoice and affidavit of 
the publisher, showing rates in conformity with State laws, shall be 
attached to vouchers for advertisements. 

14, 4 Vouchers for postage and postal box rent shall be made payable to the 
United States Postmaster. Postage stamps are available at a central 
supply center at most institutions. Where a postage meter is used by 
the institution, the use of stamps is limited. 

14. 5 Payment for telephone charges shaU be handled at The University of 
Texas at Austin through the Office of the Director of Physical Plant. 
Interdepartmental vouchers are sent to the department being charged 
and all long-distance calls shall be carefully checked in the department 
before the vouchers are sent to the Business Office. At the other 
component institutions, the vouchering and checking shall be handled 
through the business offices. Only authorized persons shall make 
long distance calls on University business and personal long distance 
calls shall not be charged to institutional accounts, 

14. 6 Copies of all telegrams sent shall be retained in the files of the depart­
ment or office responsible for the charge for one fiscal year and shall 
be checked against the itemized bill from Western Union before voucher­
ing the bill. The itemized statement from Western Union showing the 
persons sending each telegram and the person to whom the message was 
sent shaU be attached to the voucher for payment. 

14. 7 Subscriptions to pubUcations shall be vouchered after the first copy 
is received. This is noted on the voucher or invoice for payment, as 
weU as the period covered by the subscription. 
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maximum of $17. 00 per calendar day or $4. 25 per quarter 
day (as defined in Sec. 13. 36) per diem rate shall apply 
to both in-state and out-of-state travel. When anticipated 
living costs are unusually low for those engaged in travel, 
the person authorizing the travel may reduce the per diem 
for all or any part of the travel, provided that the employee 
shall be notUied of such reduced per diem before being 
allowed to incur any expense. In addition to per diem, 
costs of public transportation or rented vehicle, supported 
by receipts for expenses in excess of $2. 50, will be paid. 
If transportation is by private car, reimbursement wUl 
be paid at a rate not to exceed 10? per mile but limited 
to an amount not in excess of the cost of regular air 
transportation. When not otherwise prohibited by the 
terms of the gUt or grant, employees may also be reim­
bursed for required registration fees or similar expenses 
incurred in attending meetings of organizations or asso­
ciations. Receipts for registration fees or similar 
expenses shall be obtained and attached to the expense 
account, 

13. 3(10)3 Intercollegiate Athletics. --Actual expenses will be paid 
at no per diem limit, provided such expenditures in the 
amount of $2. 00 or more are supported by signed receipts. 

Sec. 14. Freight and Express, Advertising, Postage and Box Rent, Telephone, Tele­
graph, and Subscription Vouchers. 

14.1 Vouchers for freight and express charges are, U practicable, made 
payable to the local agent but in the name of the transportation company. 
A careful check shall be made for damages or shortages and, if any, 
notation is made on the receipt of the transportation compnay before the 
shipments are accepted. The vendor shaU be notified in writing when 
damages or shortages occur and a copy of the notification shall be 
attached to the voucher when deductions are made on the invoice. In 
general, charges for freight and express are made against the same 
accounts as those charged for the purchase of the related materials, 

14. 2 Transportation charges for purchases at delivered prices (f. o.b. 
destination) cannot be paid by a component institution. An acceptance 
shall, therefore, not be given the transportation company unless such 
charges are prepaid. 

14. 3 A copy of the advertisement, as weU as the invoice and affidavit of 
the publisher, showing rates in conformity with State laws, shall be 
attached to vouchers for advertisements. 

14, 4 Vouchers for postage and postal box rent shall be made payable to the 
United States Postmaster, Postage stamps are available at a central 
supply center at most institutions. Where a postage meter is used by 
the institution, the use of stamps is limited. 



m a y a l s o be r e i m b u r s e d for r e q u i r e d r e g i s t r a t i o n 
f ee s o r s i m i l a r e x p e n s e s i n c u r r e d in a t t end ing m e e t ­
i ngs of o r g a n i z a t i o n s o r a s s o c i a t i o n s . R e c e i p t s for 
r e g i s t r a t i o n fees or s i m i l a r e x p e n s e s sha l l be ob ta ined 
and a t t a c h e d to the e x p e n s e a c c o u n t . 

13.3(10)3 I n t e r c o l l e g i a t e A t h l e t i c s . - - A c t u a l e x p e n s e s wi l l 
be pa id at no p e r d i e m l i in i t , p r o v i d e d such ex­
p e n d i t u r e s in the a m o u n t of $ 2 . 00 or m o r e a r e 
s u p p o r t e d by s igned r e c e i p t s . 

Sec , 14, F r e i g h t and E x p r e s s , A d v e r t i s i n g , P o s t a g e and Box Rent , T e l e p h o n e , T e l e ­
g r a p h , and S u b s c r i p t i o n V o u c h e r s . 

14.1 V o u c h e r s for f r e igh t and e x p r e s s c h a r g e s a r e , if p r a c t i c a b l e , m a d e 
p a y a b l e to the loca l agen t but in the n a m e of the t r a n s p o r t a t i o n c o m p a n y , 
A c a r e f u l c h e c k sha l l be m a d e for d a m a g e s o r s h o r t a g e s and , if any , 
no ta t ion i s m a d e on the r e c e i p t of the t r a n s p o r t a t i o n c o m p a n y be fo re the 
s h i p m e n t s a r e a c c e p t e d . The v e n d o r sha l l be not i f ied in w r i t i n g when 
d a m a g e s o r s h o r t a g e s o c c u r and a copy of the not i f ica t ion sha l l be 
a t t a c h e d to the v o u c h e r when d e d u c t i o n s a r e m a d e on the i n v o i c e . In 
g e n e r a l , c h a r g e s for f r e igh t and e x p r e s s a r e m a d e a g a i n s t the s a m e 

. a c c o u n t s a s t h o s e c h a r g e d for the p u r c h a s e of the r e l a t e d m a t e r i a l s , 

14, 2 T r a n s p o r t a t i o n c h a r g e s for p u r c h a s e s a t d e l i v e r e d p r i c e s {f. o. b . d e s t i ­
na t ion) canno t be pa id by a c o m p o n e n t i n s t i t u t i o n . An a c c e p t a n c e s h a l l , 
t h e r e f o r e , not be g iven the t r a n s p o r t a t i o n c o m p a n y u n l e s s such c h a r g e s 
a r e p r e p a i d , 

14.3 A copy of the a d v e r t i s e m e n t , a s we l l a s the invo ice and aff idavit of 
the p u b l i s h e r , showing r a t e s in c o n f o r m i t y wi th S ta te l a w s , sha l l be 
a t t a c h e d to v o u c h e r s for a d v e r t i s e m e n t s . 

14.4 V o u c h e r s for p o s t a g e and p o s t a l box r e n t sha l l be m a d e payab le to the 
Uni ted S t a t e s P o s t m a s t e r . P o s t a g e s t a m p s a r e a v a i l a b l e a t a c e n t r a l 
supply c e n t e r a t m o s t i n s t i t u t i o n s . W h e r e a p o s t a g e m e t e r i s u s e d by 
the i n s t i t u t i o n , the u se of s t a m p s i s l i m i t e d , 

14.5 P a y m e n t for t e l ephone c h a r g e s sha l l be hand led at The U n i v e r s i t y 
of T e x a s a t Aus t i n t h r o u g h the Office of the D i r e c t o r of P h y s i c a l P l a n t . 
I n t e r d e p a r t m e n t a l v o u c h e r s a r e sent to the d e p a r t m e n t being c h a r g e d 
and a l l l o n g - d i s t a n c e c a l l s sha l l be ca re fu l ly c h e c k e d in the d e p a r t m e n t 
b e f o r e the v o u c h e r s a r e sen t to the B u s i n e s s Office. At the o t h e r 
c o m p o n e n t i n s t i t u t i o n s , the v o u c h e r i n g and check ing sha l l be hand led 
t h r o u g h the b u s i n e s s o f f i ces . - Only a u t h o r i z e d p e r s o n s sha l l m a k e 
long d i s t a n c e c a l l s on U n i v e r s i t y b u s i n e s s and p e r s o n a l long d i s t a n c e 
c a l l s sha l l not be c h a r g e d to i n s t i t u t i o n a l a c c o u n t s . 
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13,3(10)3 I n t e r c o l l e g i a t e A t h l e t i c s , ­ ­ A c t u a l e x p e n s e s wil l 
be pa id at no p e r d i e m l i m i t , p r o v i d e d such ex­

p e n d i t u r e s in the a m o u n t of $2 , 00 or m o r e a r e 
s u p p o r t e d by s igned r e c e i p t s . 

Sec . 14. F r e i g h t and E x p r e s s , A d v e r t i s i n g , P o s t a g e and Box Kent , T e l e p h o n e , T e l e ­

g r a p h , and S u b s c r i p t i o n V o u c h e r s . 

14.1 V o u c h e r s for f r e igh t and e x p r e s s c h a r g e s a r e , if p r a c t i c a b l e , m a d e 
p a y a b l e to the loca l agen t but in the n a m e of the t r a n s p o r t a t i o n c o m p a n y , 
A ca re fu l check sha l l be m a d e for d a r n a g e s or s h o r t a g e s and, if any , 
nota t ion i s m a d e on the r e c e i p t of the t r a n s p o r t a t i o n c o m p a n y be fo re the 
s h i p m e n t s a r e a c c e p t e d . The v e n d o r sha l l be not i f ied in Vv­riting when 
d a m a g e s or s h o r t a g e s o c c u r and a copy of the not i f ica t ion sha l l be 
a t t a c h e d to the v o u c h e r when d e d u c t i o n s a r e m a d e on the i n v o i c e . In ■ 
g e n e r a l , c h a r g e s for f r e igh t and e x p r e s s a r e m a d e a g a i n s t the san ie 
a c c o u n t s a s t h o s e c h a r g e d for the p u r c h a s e of the r e l a t e d m a t e r i a l s . 

14.2 T r a n s p o r t a t i o n c h a r g e s for p u r c h a s e s a t d e l i v e r e d p r i c e s (f. o . b . d e s t i ­

nat ion) cannot be paid by a c o m p o n e n t i n s t i t u t i o n . An a c c e p t a n c e s h a l l , 
t h e r e f o r e , not bo given the t r a n s p o r t a t i o n c o m p a n y u n l e s s such c h a r g e s 
a r e p r e p a i d , 

14.3 A copy of the a d v e r t i s e m e n t , a s wel l a s the invo ice and affidavit of 
the p u b l i s h e r , showing r a t e s in c o n f o r m i t y with State l aws , sha l l be 
a t t a c h e d to v o u c h e r s for a d v e r t i s e m e n t s . 

14.4 V o u c h e r s for p o s t a g e and pos ta l box r e n t sha l l be m a d e payab le to the 
Uni ted S t a t e s P o s t m a s t e r . P o s t a g e s t a m p s a r e a v a i l a b l e a t a c e n t r a l 
supply c e n t e r a t m o s t i n s t i t u t i o n s . W h e r e a p o s t a g e m e t e r i s used by 
the i n s t i t u t i o n , the u s e of s t a m p s i s l i m i t e d . 

14,5 P a y m e n t for t e l ephone c h a r g e s sha l l be hand led a t The U n i v e r s i t y 
of T e x a s a t Aus t in t h r o u g h the Office of the D i r e c t o r of P h y s i c a l P l a n t , 
I n t e r d e p a r t m e n t a l v o u c h e r s a r e sent to the d e p a r t m e n t being c h a r g e d 
and a l l l o n g ­ d i s t a n c e c a l l s sha l l be ca re fu l ly c h e c k e d in the d e p a r t m e n t 
befo re the v o u c h e r s a r e sen t to the B u s i n e s s Office. At the o t h e r 
c o m p o n e n t i n s t i t u t i o n s , the v o u c h e r i n g and check ing sha l l be hand led 
t h r o u g h the b u s i n e s s of f i ces . ­ Only a u t h o r i z e d p e r s o n s sha l l m a k e 
long d i s t a n c e c a l l s on U n i v e r s i t y b u s i n e s s and p e r s o n a l Long d i s t a n c e 
c a l l s sha l l not be c h a r g e d to i n s t i t u t i o n a l a c c o u n t s . 
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or grant , employees m a y a lso be r e imbur sed 
for r equ i red reg i s t ra t ion fe r j or s imi lar expenses 
i ncu r r ed in attending meet ings of organizat ions or 
a s soc i a t ions . Receipts for reg is t ra t ion fees or 
s imi la r expenses sh^all be obtained and attached 
to the expense account, 

13,3(10)3 Intercol legia te A th l e t i c s . - -Ac tua l expenses will 
be paid at no pe r diern l imit , provided such ex­
pendi tures in the amount of $2, 00 or m o r e a r e 
supported by signed r e c e i p t s . 

Sec. 14. F re igh t and E x p r e s s , Advert is ing, Postage and Box Rent, Telephone, Tele­
graph, and Subscription Vouchers , 

14.1 Vouchers for freight and e x p r e s s cha rges a r e , if p rac t icable , made 
payable to the local agent but in the name of the t ranspor ta t ion company, 
A careful check shall be made for damages or shor tages and, if any, 
notation is made on the rece ip t of the t ranspor ta t ion company before the 
shipments a r e accepted . The vendor shall be notified in writing v/hen 
damages or shor tages occur and a copy of the notification shall be 
at tached to the voucher when deductions a r e made on the invoice. In 
genera l , cha rges for freight and e x p r e s s a r e made against the same 
accounts a s those charged for the purchase of the re la ted m a t e r i a l s . 

14.2 Transpor ta t ion cha rges for p u r c h a s e s at delivered p r i ce s ( f . o . b . dest:_--
nation) cannot be paid by a component institution. An acceptance shall , 
there fore , not be given the t ranspor ta t ion company unless such charges 
a r e prepaid , 

14.3 A copy of the adver t i sement , a s well as the invoice and affidavit of 
the publ isher , showing r a t e s in conformity with State laws, shall be 
at tached to vouchers for a d v e r t i s e m e n t s . 

14.4 Vouchers for postage and posta l box rent shall be made payable to the 
United States P o s t m a s t e r . Pos tage s tamps a r e available at a centra l 
supply center at m o s t ins t i tu t ions . Where a postage nrieter is used by 
the insti tution, the use of s tamps is li inited. 

14, 5 Payment for telephone cha rges shall be handled at The University 
of Texas at Austin through the Office of the Director of Physical Plant . 
In t e rdepar tmen ta l vouche r s a r e sent to the depar tment being charged 
and all long-dis tance cal ls shall be carefully checked in the departnnent 
before the vouchers a r e sent to the Bus iness Office. At the other 
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As amended 12/12/75 

i n s t i t u t i o n . At t h e t ime any l o s s occurs a t any i n s t i ­
t u t i o n , t h e Assoc i a t e Deputy Chancel lor for Opera t ions 
s h a l l be n o t i f i e d by the a p p r o p r i a t e Chief Bus iness 
Of f i ce r and s h a l l approve a l l l o s s c la ims and s e t t l e ­
ments . Any s e t t l e m e n t over $2,000 and under $10,000 
s h a l l be r e p o r t e d t o t h e Board of Regents fo r r a t i f i c a ­
t i o n . S e t t l e m e n t s in t h e amount of $10,000 or more 
must have t h e approval of t he Board of Regents . Money 
and S e c u r i t i e s coverage may be combined wi th the b l anke t 
p o s i t i o n f i d e l i t y bond. 

16.2 Fidelity Bonds. 
16, 21 As approved by the Board of Regents, The University of Texas 

System shall carry a blanket position (fidelity) bond that shall 
cover employees of all component institutions. AU employees 
shall be covered in the amount of not less than $5,000 each. 
For total coverage in excess of $10,000, approval of the State 
Auditor is necessary, 

16. 22 The Secretary of State and the State ComptroUer of Public 
Accounts shall be each furnished with an original of the bond, 

16. 23 The premium for the bond is prorated to the component institu­
tions on the basis of the number of employees covered for which 
a premium charge is made and the excess coverage thereon. 

16.24 At t h e t ime a l o s s o c c u r s , t h e Assoc i a t e Deputy 
Chancel lor for Opera t ions s h a l l be n o t i f i e d by 
the Chief Bus iness Of f i ce r and s h a l l approve a l l 
l o s s c la ims and s e t t l e m e n t s . Any s e t t l e m e n t over 
$2,000 and under $10,000 s h a l l be r e p o r t e d t o t h e 
Board of Regents for r a t i f i c a t i o n . S e t t l e m e n t s 
in t h e amount of $10,000 or more must have the 
approval of t he Board of Regents . 

16. 25 The blanket position fidelity bond coverage may be combined 
with money and securit ies coverage. 
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Chief Business Officer and shall approve all loss claims and settle­
ments. Any settlement over $2,000 and under $10,000 shall be 
reported to the Board of Regents for ratification. Settlements in the 
amount of $10,000 or more must have the approval of the Board of 
Regents. Money and Securities coverage may be combined with the 
blanket position fidelity bond, 

16,2 Fidelity Bonds. 
16.21 As approved by the Board of Regents, The University of Texas 

System shall carry a blanket position (fidelity) bond that shall 
cover employees of all component institutions. All employees 
shall be covered in the amount of not less than $5,000 each. 
For total coverage in excess of $10,000, approval of the State 
Auditor is necessary. 

16. 22 The Secretary of State and the State Comptroller of PubUc 
Accounts shall be each furnished with an original of the bond. 

16,23 The premium for the bond is prorated to the component institu­
tions on the basis of the number of employees covered for which 
a premium charge is made and the excess coverage thereon. 

16. 24 At the time a loss occurs, the Deputy Chancellor or his delegate 
shall be notified by the Chief Business Officer and shall approve 
all loss claims and settlements. Any settlement over $2,000 
and under $10,000 shall be reported to the Board of Regents for 
ratUication. Settlements in the amoimt of $10,000 or more must 
have the approval of the Board of Regents. 

16. 25 The blanket position fidelity bond coverage may be combined 
with money and securities coverage. 
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Chief Business Officer and shall approve all loss claims and settle­
ments. Any settlement over $2,000 and under $10,000 shall be 
reported to the Board of Regents for ratUication. Settlements in the 
amount of $10,000 or more must have the approval of the Board of 
Regents. Money and Securities coverage may be combined with the 
blanket position fidelity bond. 

16.2 Fidelity Bonds. 
16. 21 As approved by the Board of Regents, The University of Texas 

System shall carry a blanket position (fidelity) bond that shall 
cover employees of all component institutions, AU employees 
shall be covered in the amount of not less than $5,000 each. 
For total coverage in excess of $10,000, approval of the State 
Auditor is necessary. 

16. 22 The Secretary of State and the State Comptroller of Public 
Accounts shall be each furnished with an original of the bond. 

16.23 The premium for the bond is prorated to the component institu­
tions on the basis of the number of employees covered for which 
a premium charge is made and the excess coverage thereon. 

16.24 At the time a loss occurs, the Deputy Chancellor for Administra­
tion or his delegate shall be notUied by the Chief Business Officer 
and shaU approve all loss claims and settlements. Any settle­
ment over $2,000 and under $10,000 shall be reported to the 
Board of Regents for ratUication. Settlements in the amount of 
$10,000 or more must have the approval of the Board of Regents. 

16. 25 The blanket position fideUty bond coverage may be combined 
with money and securities coverage. 
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Sec. 15. Supplies and Equipment. --At most of the component institutions, stationery, 
office supplies, and some other general supplies and equipment may be 
secured through an institutional supply center. Payment for such purchases 
shall be by interdepartmental transfer vouchers which originate in the office 
furnishing such materials. When supplies and equipment are purchased 
through the Board of Control, or are payable from local funds, the general 
regulations for preparation of vouchers shall be as outlined herein. 

Sec. 16. Insurance on Money and Securities. —As approved by the Board of 
Regents, The University of Texas System carries a blanket System-
wide poUcy insuring against loss of money or securities at any of the 
component institutions. The premium paid by each institution is 
separately computed and is based on the coverage applicable at each 
institution. At the time any loss occurs at any institution, the System 
Comptroller shall be notUied by the appropriate institutional business 
officer and shall approve all loss claims and settlements. Any settle­
ment over $2,000 and under $10,000 shall be approved by the Chancellor 
as well as by the Comptroller, and shall be reported to the Board of 
Regents for ratification at the next meeting. Settlements in the amount 
of $10,000 or more must have the advance approval of the Board of 
Regents. Money and Securities coverage may be combined with the 
blanket position fidelity bond. See Chapter V, Section 2. 15, 
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Sec. 15. Supplies and Equipment. —At most of the component institutions, stationery, 
office supplies, and some other general supplies and equipment may be 
secured through an institutional supply center. Payment for such purchases 
shall be by interdepartmental transfer vouchers which originate in the office 
furnishing such materials. When supplies and equipment are purchased 
through the Board of Control, or are payable from local funds, the general 
regulations for preparation of vouchers shall be as outlined herein. 

Sec. 16, Insurance on Money and Securities. --As approved by the Board of Regents, 
The University of Texas System carries a blanket System-wide policy 
insuring against loss of money or securities at any of the component insti­
tutions. The premium paid by each institution is separately computed and 
is based on the coverage applicable at each institution. At the time any loss 
occurs at any institution, the System Comptroller shall be notUied by the 
appropriate institutional business officer and shall approve all loss claims 
and settlements. Any settlement over $2,000 and under $10,000 shall be 
approved by the Chancellor or Chancellor-Elect as well as by the Comptroller, 
and shall be reported to the Board of Regents for ratification at the next 
meeting. Settlements in the amount of $10, 000 or more must have the 
advance approval of the Board of Regents. Money and Securities coverage 
may be combined with the blanket position fidelity bond. See Chapter Vi 
Section 2.15. 



As amended 25 
March 6, 1970 

Sec. 15, Supplies and Equipment. - -At most of the component institutions, stationery, 
office supplies, and some other general supplies and equipment may be 
secured through an institutional supply center. Payment for such purchases 
shall be by interdepartmental transfer vouchers which originate in the office 
furnishing such materials . When supplies and equipment a re purchased 
through the Board of Control, or are payable from local funds, the general 
regulations for preparation of vouchers shall be as outlined herein. 

Sec. 16. Insurance on Money and Securities. —As approved by the Board of Regents, 
The University of Texas System car r i es a blanket System-wide policy 
insuring against loss of money or securit ies at any of the component ins t i ­
tutions. The premium paid by each institution is separately computed and 
is based on the coverage applicable at each institution. At the time any loss 
occurs at any institution, the System Comptroller shall be notUied by the 
appropriate institutional business officer and shall approve all loss claims 
and settlements. Any settlement over $2,000 and under $10,000 shall be 
approved by the ChanceUor or Deputy Chancellor as well a s by the Comptroller, 
and shall be reported to the Board of Regents for ratUication at the next 
meeting. Settlements in the amount of $10, 000 or more must have the 
advance approval of the Board of Regents, Money and Securities coverage 
may be combined with the blanket position fidelity bond. See Chapter V, 
Section 2.15, 
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14, 5 Payment for telephone charges shaU be handled at The University of 
Texas at Austin through the Office of the Director of Physical Plant. 
Interdepartmental vouchers are sent to the department being charged 
and all long­distance calls shall be carefully checked in the department 
before the vouchers are sent to the Business Office. At the other 
component institutions, the vouchering and checking shaU be handled 
through the business offices. Only authorized persons shall make 
long distance calls on University business and personal long distance 
caUs shall not be charged to institutional accounts. 

14. 6 Copies of all telegrams sent shaU be retained in the files of the depart­
ment or office responsible for the charge for one fiscal year and shall 
be checked against the itemized bill from Western Union before voucher­
ing the bill. The itemized statement from Western Union showing the 
persons sending each telegram and the person to whom the message was 
sent shaU be attached to the voucher for payment. 

14, 7 Subscriptions to publications shall be vouchered after the first copy 
is received. This is noted on the voucher or invoice for payment, as 
weU as the period covered by the subscription. 

Sec. 15. Supplies and Equipment. —At most of the component institutions, stationery, 
■ office supplies, and some other general supplies and equipment may be 

secured through an institutional supply center. Payment for such purchases 
shall be by interdepartmental transfer vouchers which originate in the office 
furnishing such materials. When supplies and equipment are purchased 
through the Board of Control, or are payable from local funds, the general 
regulations for preparation of vouchers shall be as outlined herein. 

Sec. 16, Insurance on Money and Securities, —As approved by the Board of Regents, 
The University of Texas System carries a blanket System­wide policy , 
insuring against loss of money or securities at any of the component insti­
tutions. The premium paid by each institution is separately computed and 
is based on the coverage applicable at each institution. At the time any loss 
occurs at any institution, the System Comptroller shall be notUied by the 
appropriate institutional business officer and shall approve all loss claims 
and settlements. Any settlement over $2,000 and under $10, 000 shall be 
approved by the ChanceUor or Deputy Chancellor as well as by the Comptroller, 
and shall be reported to the Board of Regents for ratUication at the next 
meeting. Settlements in the amount of $10,000 or more must have the 
advance approval of the Board of Regents, Money and Securities coverage 
may be combined with the blanket position fidelity bond. See Chapter V, 
Section 2.15, 
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14.6 Copies of all t e l e g r a m s sent shall be retained in the files of the depart­

ment or office respons ib le for the charge for one fiscal year and shall 
be checked against the i temized bill from Western Union before vouch­
ering the bil l . The i temized statennent froin Western Union showing 
the pe r sons sending each te legram and the person to whom the m e s s a g e 
was sent shall be at tached to the voucher for payment . j 

14.7 Subscr ipt ions to publicat ions shall be vouchered after the f i r s t copy i s 
rece ived . This i s noted on the voucher or invoice for payment, as 
well as the per iod covered by the subscr ipt ion. 

Sec. 15, Supplies and E q u i p m e n t , - - A t mos t of the component inst i tut ions, s tat ionery, 
office supplies , and some other general supplies and equipment may be 
secured through an inst i tut ional supply cen te r . Payment for such purchases 
shall be by in te rdepar tmenta l t r ans fe r vouchers which originate in the office 
furnishing such m a t e r i a l s . When supplies and equipment a r e purchased 
through the Board of Control , or a r e payable from local funds, the general 
regula t ions for p repara t ion of vouchers shall be a s outlined here in . 

Sec. 16. Insurance on Money and S e c u r i t i e s . - - A s approved by the Board of Regents , 
The Universi ty of Texas System c a r r i e s a blanket System-wide policy 
insur ing agains t loss of nnoney or secur i t i e s at any of the component ins t i ­
tut ions . The p remium paid by each institution i s separate ly connputed and 
i s based on the coverage applicable at each institution. At the t ime any 
loss occurs at any inst i tut ion, the System Comptrol ler shall be notified by 
the appropr ia te inst i tut ional bus iness officer and shall approve all loss 
c la ims and se t t l ements . Any set t lement over $2, 000 and under $10, 000 
shall be approved by the Chancel lor a s well a s by the Comptro l le r , and 
shall be repor ted to the Board of Regents for ratification at the next meet ing . 
Set t lements in the amount of $10, 000 or m o r e m u s t have the advance approval 
of the Board of Regents , Money and Securi t ies coverage may be combined 
with the blanket position fidelity bond. See Chapter V, Section 2,15. 
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component inst i tut ions, the vouchering and checking shall be handled 
through the bus iness offices. Only authorized pe r sons shall make 
long distance cal ls on University bus iness and personal long distance 
cal ls shall not be charged to institutional accounts . 

14. 6 Copies of all t e l e g r a m s sent shall be retained in the files of the depar t ­
ment or office responsib le for the charge for one fiscal year and shall 
be checked against the i temized bill from Western Union before vouch­
ering the bill . The itennized statement from Western Union showing 
the pe r sons sending each te legram and the person to whon:i the m e s s a g e 
was sent shall be at tached to the voucher for payment. i 

14.7 Subscript ions to publications shall be vouchered after the f i rs t copy is 
rece ived . This i s noted on the voucher or invoice for payment, as 
well as the per iod covered by the subscr ipt ion. . ' 

Sec, 15. Supplies and Equ ipmen t . - -A t mos t of the component inst i tut ions, s tat ionery, 
office supplies, and some other general supplies and equipment may be 
secured through an insti tutional supply cen te r . Payment for such pu rchases 
shall be by interdepartnnental t r ans fe r vouchers which originate in the office 
furnishing such m a t e r i a l s . When supplies and equipment a r e purchased 
through the Board of Control , or a r e payable from local funds, the general 
regulat ions for prepara t ion of vouchers shall be a s outlined here in . 

Sec. 16, Insurance on Money and Secur i t ies , - - A s approved by the Board of Regents , 
*Thc Universi ty of Texas System c a r r i e s a blanket System-wide policy 
insuring against loss of money or secur i t i es at any of the component inst i ­
tut ions . The p remium paid by each institution is separate ly computed and 
i s based on the coverage applicable at each institution. At the t ime any 
loss occurs at any insti tution, the System Comptrol ler shall be notified by 
the appropr ia te insti tutional bus iness officer and shall approve all loss 
c la ims and se t t l ements . Any set t lement over $2, 000 and under $10, 000 
shall be approved by the Chancellor as well as by the Comptro l le r , and 
shall be repor ted to the Board of Regents for ratification at the next meet ing . 
Set t lements in the amount of $10, 000 or more mus t have the advance approval 
of the Board of Regents . Money and Secur i t ies coverage may be combined 
with the blanket position fidelity bond. See Chapter V, Section 2.15. 


