Simplifying Travel Reimbursements and CTS Services
Travel Reimbursements

Many people have found the travel office procedures introduced by the university over the last several months frustrating and difficult to comprehend. The department staff have developed what we hope is an easier way for faculty and students to more easily provide the information now required for travel requests and reimbursements. The attached paper form, which is also available electronically, will guide travelers in providing all the information necessary for our staff to process your travel reimbursements. USE OF THIS FORM IS OPTIONAL, but it is hoped that it will be of assistance in expediting the reimbursement process.

CTS - Navigant

Many travel reimbursements are for air travel that could have been booked directly and paid from university funds. Many faculty and students have experienced less than satisfactory service from the university's only travel provider, Navigant.   In response to our complaints, there is now a senior, dedicated contact for Anthropology Travel, Helen Yarbrough <Helen.Yarbrough@TQ3Navigant.com>. She handles the VIP travel for the University and has extensive experience. We can call the 800 number [(800) 728-4918] and ask to speak with her, or call her direct line [(602)263-1234 ext 3539]. In the event that this dedicated contact does not provide good service, please let department staff know so we can follow up with Navigant. Booking travel directly will cut out a great many transactions and the delays in reimbursement that can arise due to the new systems.

Tracking Travel Reimbursements

We also would like to remind faculty that you can check the progress of your own travel (as well as entertainment) reimbursement requests on the Travel Office website at http://travel.berkeley.edu/. 

From that page, under Online Services,  select "Travel Reimbursement". You will need your Calnet ID and Passphrase to log in. You can then track your own reports and see where they are in the sequence of transmission and payment.

