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TO: SW Executives, Directors and Managers 

FROM: MyronDosch ~J.~ 

RE: Reducing FY09 Travel Costs 

President Hamilton has issued a memo (see attached) requesting Statewide departments 
reduce travel costs by 10% in FY09. This reduction is for unrestricted funds, not 
restricted funds (i.e., grants and contracts). My office will be tracking travel expenses in 
FY09 to ensure that this target is met. This memo outlines travel budget guidelines and 
offers some suggestions and strategies to help you achieve this reduction. Thank you in 
advance for your efforts to help contain the rising cost of travel. 

Budget Guidelines: FY09 travel budgets have been established at levels to achieve an 
approximately 10% decrease in actual travel costs. Your travel budget is identified in the 
2000 account code section in each org. Please take note of these amounts and plan your 
travel accordingly. Each quarter, I will report to the President budget and year-to-date 
actual expenditures. Travel exceeding budget will require the President's approval. If, as 
the year progresses, you determine that the budget will not be sufficient for business 
needs please contact me. 

According to the university's account structure, relocation expenses are charged against 
the travel budget. Since relocation expenses are normally large and non-recurring, they 
can negatively impact your available operating travel budget. For these situations, budget 
can be transferred from another expense category within the department/org. 

Strategies to reduce travel and travel costs: 

•	 Meet with your staff, communicate the travel budget and determine travel plans 
for the upcoming year. 

•	 Use video or audio conferencing when calling meetings that involve participants 
from arOlmd the system. 

•	 Supervisors should be more diligent in approving Travel Authorizations to ensure 
that the most cost effective means of travel is being approved. For example, a car 
rental may not be necessary and it may be more costly than a taxi. 
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•	 Supervisors should be more diligent in approving Travel Expense Reports. For 
example, is the traveler claiming per diem when a meal has been provided? 

•	 Adherence to university travel regulations. For example, is there sufficient 
business justification for a renting a car larger than standard/mid-size? Has a 
business cost comparison been prepared in advance when personal travel is 
involved? Are your travelers, especially those new to the university, informed to 
decline vehicle insurance when renting a car? 

•	 Scrutinize who should attend face-to-face meetings - not all staff need to be at all 
meetings. 

•	 Leverage travel by scheduling meetings around other meetings. For example, 
consider scheduling council meetings before or after Board of Regents meetings. 

•	 Differentiate between travel paid for campus participants versus travel paid for 
you and staff. 

•	 Book air travel in advance. Conventional wisdom says to book travel at least 14 
days in advance. Given high fuel prices and potentially higher airfares later in the 
year, it may be appropriate to book air travel even further in advance than is 
customary. 

•	 Miles for travel. Redeem miles for the more expensive trips. Departments should 
be using the Alaska Airlines Easy Biz booking tool and earn miles for tickets 
purchased. Travel agent fees are also avoided when using Easy Biz. 

•	 Use a taxi in the summer. Car rental rates in Alaska in the summer can exceed 
$100 a day. For a one day meeting, taxis may be more cost effective. 

•	 Car pool and coordinate air travel times. Be aware of colleagues that may be 
attending the same meeting or location. Share a taxi or rental car. 

•	 Stay on the UAA campus in the summer. Enjoy the campus life and learn more 
about the UAA campus! Avoid the high cost of summer hotel rooms in 
Anchorage. 

•	 Request a reduced government rate that many hotels offer. 
•	 Avoid cash advance/ATM fees by obtaining cash from your bank in advance of 

travel. 

Thank you for your help in this important matter. 

attachment 
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DATE: June 4,2008 

TO: Statewide Executive Staff 

FROM: Mark Hamilton, President 

SUBJECT: Travel 

The University's travel expenses have been on the rise recently due to several factors, most 
notably the increase in airline costs driven by higher fuel costs. 

While we must continue to serve our statewide roles--requiring travel to locations across Alaska 
and sometimes outside the state--we need to drive our travel costs down. 

That's why I am supporting an effort to increase utilization of less costly alternatives to travel, 
such as the increased use of audio and video conferencing for meeting. In addition, I am tasking 
the controller's officer to reduce by 10% the funds in your respective budgets allocated for travel 
in FY09. I am confident we can accommodate all necessary travel-including such activities as 
professional development-within this reduced budget. 

To the greatest extent possible, you are encouraged to prioritize your travel and then to travel 
only when necessary. I have asked Myron Dosch to keep an eye on our travel as we go through 
the year and to provide me periodic updates on our progress. If you have a real need outside of 
your budget, I will need to approve it. Understand that my first question will be, "How have you 
spent your budgeted travel money?" 

Thank you. 

MRHlbn 

cc:	 Chancellor Steve Jones 
Chancellor John Pugh 
Intelim Chancellor Brian Rogers 
Chancellor Fran Ulmer 




