Agenda - CAPAC
November 18, 2015 - 2-3pm
Rockwell Room 119

1. Grant Polzer - TEM - International Travel
Grant reviewed approval process and domestic and international
destinations. Contact information is very important. (With the recent
Paris attacks, all travelers were contacted because of the emergency
contact information.) On the travel website is an updated Customer TR
form. Travel Arrangers would have received the following information

on these items via email.
In light of the recent events in Paris | would like to point out the importance of
ensuring all the trip details are correctly reflected on our International travel
documents. RMI was able to quickly identify all of our travelers that were traveling
in that region. If the travel documents and supporting information had not been
properly provided they would not have been aware of our travelers who were
potentially impacted.
| also wanted to send some information out about a few issues that we have
recently discovered related to these International travel documents and the
approval process.
Primary Destination — For International travel destinations some countries have a
limited number of destinations listed in our system. If the specific destination is not
found please select “Other” as the destination. There is a box named “destination
not found” if this box is selected then you can manually enter the destination. We
have noticed that if this destination is entered manually it is not picked up in the
RMI approval process. Please select “Other” and you can add the specific
destination to the explanation box or the notes and attachments.
Group Travel — When group travel is submitted the RMI approval process only
gives approval for the Primary Traveler. Any additional employees listed on the
document as group travelers are not included in the approval process. We are
currently looking for solutions to this problem. Until we have a solution in place
please process a no cost travel voucher for all employees listed as group
travelers. This will ensure that all employee travelers have the necessary approvals
in place.
Multiple Destinations - If there are multiple destinations for one trip please use the
per diem section to include all destinations, even if there will be no
reimbursement for a particular travel day. If there are both International and
domestic destinations you will need to make sure the travel type International is
selected and there is an International destination listed as the primary destination.

January is the next proposed open travel forum.

2. Rachel Drenth, Property Management - Electronic EACR Form
Grant handed out information regarding the new electronic EACR
form to go live January 4, 2016. New trainings are available.



3. Staci Folot and/or Gabriele Engler — Update on Data Distribution
Advisory Committee
No update as committee did not meet in October.

Keep an eye out for upcoming PDI classes. Lots of topic, lots of variety.

Reminder: There will be not meeting in December. Send agenda items to Beth or
Sherry for January. The next meeting will be the third Wednesday of January,
2016.



