UTMS REQUEST FOR PROFESSIONAL SERVICES

CENTRALIZATION RESPONSIBILITIES

RESPONSIBILITIES OF THE INDIVIDUAL DEPARTMENT:
· Submitting the RPS least two weeks prior to travel or services being rendered.

· Submitting completed Request for Professional Services (RPS) form with authorized approval signatures.  Vendor code is to be included.  RPS form is to be used for recruitment, guest speaker/lecturer, fellows, residents or services being rendered by an individual.  The 20 factor questions must be answered when services are going to be paid on an hourly basis.  These questions determine if the individual should be hired as an employee.
· Submitting letter of invitation or lecture announcement for guest speakers

· Submitting if applicable

· Copy of meeting announcement stating name of meeting, meeting dates and meeting site

· Registration form (plus one copy, if applicable).  Registration information page

· Copy of airline itinerary

·  Washington DC OSFR confirmation page (if applicable)
· Requesting vendor code if necessary.
· Contacting Corporate Travel for flight reservations if the airline ticket will be prepaid by the department.
· Making hotel reservations.
· Verifying availability of funds before submitting RPS to Medical School Travel Team (MSTT).
· Tracking transactions after Requisition and Purchase Order numbers have been submitted to the administrative contact person.
· Submitting justification memo for RPS submitted after the trip has taken place.  Memo should state why submitting RPS after the fact and what procedures are being taken so that this does not occur again.  Address memo to the Employee Reimbursement Team

· Upon completion of services, submitting State of Texas purchase voucher with itemized expenses and signatures. Attach original receipts. No expense worksheet is necessary.  
· Notifying MSTT if changes to travel arrangements or services have occurred.

Note:

1. Honorarium cannot exceed $500 per day.
2. Non Resident Alien will be handled on a case by case basis.
RESPONSIBILITIES OF THE MEDICAL SCHOOL TRAVEL TEAM (MSTT

· Entering travel requisition within one working day

· Notifying the administrative contact individual:

· The requisition number and advise when requisition is submitted for departmental approval

· The purchase order number for airfare, expenses and registration (if applicable)
· Meeting with traveler or representative to assist with State of Texas purchase voucher
· Modifying purchase orders if travel expenses exceed 20% tolerance (must have departmental approval prior to increasing purchase order)

· Entering online  travel expense voucher within three to four working days
· Submitting State of Texas purchase voucher and travel expense voucher to E.R. Team for payment processing

· Finalizing travel purchase order (release open encumbrances)

· Returning RPS and reimbursement voucher with all documentation to administrative contact person after issuance of travel check
Helpful link:

Request for Professional Services

http://www.uth.tmc.edu/ut_general/admin_fin/planning/pub/hoop/13/13_38.html
