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MEMORANDUM

Code: AA-2005-34
Date: September 8, 2005

To: Academic Council

From: Keith O. Boyum
Associate Vice Chancellor
Academic Affairs

Subject: Procedures for LDTP-Related Campus Travel and Lodging, 2005-06

Last year, the Chancellor’s Office allotted funds to the campuses for all travel and lodging
required of faculty on behalf of the Lower-Division Transfer Patterns (LDTP) Project.
Funds were distributed in advance of faculty travel and were managed by the campuses.

This year, we will follow a different process.

The Chancellor’s Office will cover airfare for faculty who need to fly for the disciplinary
meetings. Please note, however, that all such travel must be arranged through a specific
travel agency (see Attachment C).

We ask that the campuses initially cover all LDTP-related land travel, parking, and lodging
for faculty. We will reimburse the campuses for these costs after we have received,
following the last scheduled LDTP meeting on December 3, 2005, an invoice with
supporting documents including hotel receipts, parking receipts, meal receipts, and mileage
(see Attachment B). We will reimburse at standard state rates for meals not served as part
of the meeting while faculty are in travel status.

Attached are three documents that we believe will streamline this process:

e Attachment A is a list of campus budget contacts. These individuals,
identified by the provosts/VPAAs last year, served as contacts for campus
faculty and Chancellor’s Office staff on issues related to travel, lodging, and
reimbursement. This process worked well, and we would like to follow it
again this year. Ifthe information for your campus is no longer current,
please let us know as soon as possible.
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e Attachment B is the invoice form that campus budget contacts will be
required to submit after the December 3 meeting. We need a copy of this
invoice, and supporting documentation, to reimburse the campuses.

e Attachment C provides information related to the meetings and travel
logistics. It is intended for campus budget contacts, disciplinary facilitators,
and disciplinary representatives.

More information about the LDTP Project, including a comprehensive list of Frequently
Asked Questions and the systemwide agreements for the first round of LDTPs, can be
found on the LDTP website at http://www.calstate.edu/acadaff/Idtp.shtml.

If you have questions or concerns, please contact Kelley McCoy at kmecoy@calstate.edu
or at 562/951-4669. '

Thank you for your continued assistance with this important project.

Attachments






