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DIVISION TRAVEL REQUEST FORM

All UAB-related employee travel requires prior written approval from the Nephrology Division Director.  Every traveler must complete a Division Travel Request Form for each travel event.   This form is a Nephrology-generated form and is required by the Division of Nephrology.

The purposes for this form are as follows:


(
Notify the Division Director of upcoming travel.  The Division Director’s signature on this document denotes approval for the travel.


(
Identify the intended funding source of the travel expenses. 


(
The Nephrology Business Office will review the intended funding source and ensure that funds are available for the travel.  


(
For grant-related travel, the Nephrology Business Office will review the grant to ensure that travel is allowable and funds are available.  


(
Confirmation that the traveler understands reimbursement for all expenses must occur within 60 days of the travel dates in order to receive full reimbursement.

The form should be submitted to the Nephrology Business Office as soon as possible, but at least two (2) weeks prior to the travel dates.  For international travel, please submit at least four (4) weeks prior to travel dates.  These guidelines allow time for any budget management that may need to occur in order for funds to be available for the travel expenses.

The Division Director will review the travel request.  If the request is approved, the form will be returned to the traveler with an approval signature and confirmed account number.  At that time, the traveler can complete their travel arrangements.  

It is recommended that travel commitments should not be made until the Division Travel Request Form is approved and returned to the traveler.  Any expenses incurred prior to the approval of the form will be the traveler’s personal responsibility in the event that the travel request is not approved or funds are not available.

FOREIGN TRAVEL REQUEST FORM

Per UAB policy, foreign travel is defined as any UAB-related travel outside of: the United States; United States territories and possessions; and Canada. This definition is consistent with the definition used in federal regulations governing federal grants and contracts, which specify that US and Canadian institutions should treat grant travel between the US and Canada as if it were domestic travel (i.e. non-foreign travel) even though the traveler crosses an international border. 

Foreign employee travel generally follows employee out-of-state travel guidelines.

All UAB-related employee foreign travel requires prior written approval from the UAB President (or his/her designee). In addition, foreign travel on most federally-sponsored grants and contracts must have prior approval from the sponsoring agency (contact the Office of Grants & Contracts Administration for instructions). The foreign travel approvals must be obtained prior to requesting any commitments or payments applicable to the trip (including the booking of airfare through the UAB Travel Center). 

Please submit the request form at least four (4) weeks prior to travel dates.
The latest version of the foreign travel pre-approval form is maintained on the UAB website as an attachment to the UAB-wide policy titled “Employee UAB-related Foreign Travel” in the “UAB Policy Reference Manual”.  The most recent policy is attached.

The “Request for Approval of Employee UAB-Related Foreign Travel” form must be submitted to the Nephrology Business Office for approval.  The request will then be routed to the proper offices for additional approval signatures.

FUNDING SOURCES FOR TRAVEL

Each traveler must be responsible for obtaining funds for their travel expenses.  The following sources can be utilized:


(
Grant Funds – if the travel is related to the grant and required to complete the specific aims of the project.


(
Residual/Gift Funds – if available to the traveler


(
HSF Faculty Development Funds – if budgeted and approved by the Division Director


(
Funding from outside sources – as coordinated by the traveler

If the traveler does not have funds, then he/she should request funding assistance from the Division Director.   The traveler should send a request in writing via e-mail to the Division Director/Nephrology Business Office as soon as possible, but no later than 2 week prior to the travel event.   Each request will be reviewed on a case-by-case basis.  
Customarily, the Division Director will approve sponsorship for travelers that are presenting a poster/abstract presentation at a national research meeting if that traveler does not have funding from other sources.  Funding is based on several factors, including availability of funds.  

External Employment and External Consulting 
Policy 611
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Date Revised: 03/93

Employees are allowed outside employment if it does not interfere with their University function. For full-time regular employees, (including 3/12 hour shift employees) their job at UAB is expected to be their primary employment. Outside employment is allowed, however, if it does not interfere with an employee's function and performance of University responsibilities, is limited in time, is compatible with the interests of UAB as a public academic institution, and does not require use of University resources or facilities. Outside employment should not bring discredit to the University, nor should employees use their association with the University to acquire the position. Before accepting off-time employment, employees should discuss the matter with their supervisors, making sure that no conflict of interest exists. The University management necessarily reserves the right to reschedule work assignments to meet the demands of University employment.

Outside consulting should be carried out on the employee's own time and with the consent of the appropriate manager, and in accordance with the stipulations in the "Consulting" section of the UAB Faculty Handbook. If it is conducted during an employee's regular UAB work schedule, time away from the job must be charged either to vacation or personal holiday or be taken without pay. 

The UAB Consulting Policy and Quarterly reporting instructions follow.  This policy was instituted by the Provost’s Office and applies to all faculty at UAB.   A consulting form is required for all UAB faculty performing consulting work on UAB time.  If the consulting work takes place outside of the normal work week or during vacation/personal time, then the consulting form does not have to be completed.  

A complete procedural manual can be found at: http://main.uab.edu/Sites/provost/facultyresources/35744/

Please visit this website for correct form(s) to be completed: http://main.uab.edu/Sites/provost/docs/35734.DOC.

The attached memo was distributed in November of 2007 by the Office of the Provost and includes the official UAB policies for appropriate consulting activities.
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