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eTravel Initiative
Process Improvement Team Charter

Team Members

	Leader:
	· Linda Vilett; Team Leader, Institute for Nuclear Theory 

	Members:
	· Alicen Smith, Computer Science & Engineering 

· Barbara Masaki, Architecture and Urban Planning 

· Dian Gay, Applied Physics Lab 

· Ellen Whitlock, Public Affairs 

· Erick Winger, Project Manager 

· Heriberto Rodriguez, Senior Application Systems Engineer 

· Matt Leidholm, School of Medicine
· Paula Kurose, Law School 

· Teresa Crisostomo, Travel Office 

· Tracie Hunt, Ocean and Fishery Sciences


Vision

Involve a broad spectrum of travel coordinators and travel staff in partnership with technical staff to improve the processing of travel reimbursement.  Solicit user needs and priorities regarding improving travel reimbursement processes and document requirements.  Based on requirements, assess the viability of implementing the ARIBA travel package.  Contingent upon that viability, assure that implementation provides the greatest level of added benefit to users.  
Scope

Phase A (Pre-ITAC)

Gather user feedback to assess whether the University should implement the ARIBA travel module. This assessment includes:

· Define and document travel business rules

· Evaluate automated travel input screen/user interface (configure ARIBA module screens) 

· Evaluate ARIBA capability to support international travel reimbursement

· Assess need for printable form generated by ARIBA for travel reimbursement processing

· Use lessons learned to provide input into the extension and enhancement of the USER approach

The eTravel team will determine whether configuration, with minimal customization, of the existing vendor product will meet the needs of users, travel business rules and audit requirements.  

Future Phases

Future phases and deliverables will be defined when ITAC funding is approved:

· Automated approval routing, link to PAS mainframe system 
· Receipt scanning and validation 

· Automated reimbursement and Direct Deposit 

Deliverables

Phase A (Pre-ITAC)
· Summary of Travel Reimbursement Requirements (independent of ARIBA travel package)
· A gap analysis comparing requirements to ARIBA capability
· Define and document necessary business rules
· Recommendation to eTravel Business Advisory Group 
Milestones
Phase A:  January-June 2006
	MILESTONE
	DATE

	1. USER feedback sessions complete
	March 10, 2006

	2. Recommendation to eTravel BAG
	May 22, 2006

	3. Document Outcomes of eTravel PIT and be positioned to complete project agreements
	June 8, 2006
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