UA GUEST TRAVEL INFORMATION

Since August 25, 2025, guests are no longer permitted to book their own airfare, car rentals, rail travel, or hotel stays for reimbursement. All university-funded travel must now be arranged through our CTM/Lightning Portal.

Collegiate Travel Planners (CTP) offers a Guest Travel Booking feature. 
This new process will:
1. Eliminate the need for UA personnel to request personal information (e.g., date of birth, gender) from guests.
1. Reduce the back-and-forth communications needed to finalize travel details.
1. Ensure compliance with UA travel policy and spending thresholds.

To request guest travel assistance, use the University of Akron Multi-Traveler Travel Request Form, located on the left-hand side of the CTM portal. This form can also be used for small group travel.

When completing the form:
1. Use the Additional Notes field at the bottom of the request to indicate that you are booking on behalf of a guest and wish to pay with your university card.
1. Include the guest’s phone number so the CTP agent can contact them directly to finalize the arrangements.
1. The system will automatically prevent bookings that violate policy (e.g., first class or basic economy fares) by displaying warnings or restricting those options.

This will incur the higher agent fee. If this is travel for a candidate, it will be best to allow the CTP Agent to handle. 

If you already have the required traveler details (including date of birth and gender), you may complete the booking yourself with the guest. Booking the guest's travel yourself will have the lowest agent fee. 



Why This Change Is Important
This process ensures that guest travelers follow the same travel standards as UA employees. It helps the university maintain control over travel spending and prevents unapproved or unexpected expenses.

Q & A’s:
1. Guests can be reimbursed for mileage, parking fees, meals, and Uber/Taxi trips. 
0. Costs that UA covers for guests must be pre-determined by your cost center manager in your spend authorization request. This notice is for Rail, Air, Hotel and Car Rental reservations only. 
1. The arranger MUST complete a credit card authorization form with the front desk of the hotel as soon as you book the hotel. This will allow the hotel to check in the guest with our UA THE-Card. It is best to advise the guest not to give their credit card at check-in to avoid the hotel charging the guest.  
1. If your hotel or car rental in the state of Ohio has tax on the invoice, have it removed before you complete check out. Ohio Tax Exempt forms are available in Workday and the Purchasing Website.

If you have questions or need assistance with guest travel bookings, please don’t hesitate to reach out to shelly@uakron.edu.


Thank you for your attention and cooperation as this process is enforced.
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