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Travel Program Overview 
Travel reservations made through our preferred vendors via GEMS or our preferred travel agency, Tower Travel Management, guarantees you the University’s discounted rates and ensures the travel is credited as a University booking. Below is helpful reference information on the University’s travel program services.
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Travel Website: 

Information on booking reservations and supplier discount programs for University business travel
Travel Policy:

Information on the travel policy and procedures
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Where to Book a Travel Reservation:

· Tower Travel Management 
· Agent-assisted reservations: Call 866-625-6491 or 630-928-7148, Monday-Friday, 7am-7pm A service fee of $20/booking applies. It is recommended complex international itineraries be booked through a Tower Travel agent.
· Self-service on-line reservations: GEMS Expense System. A service fee of $7/booking applies
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Preferred Travel Suppliers:

· Travel Agency:  Tower Travel Management

· Airlines: United Airlines and Southwest Airlines
· Rental Cars: National Car Rental and Enterprise Rent-A-Car
· Livery Service: Services offered in Chicagoland area and nationwide
· Hotels: Properties available in cities throughout the world
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Paying for your Travel – The GEMS Program:

The GEMS (General Expense Management System) program consists of two components: GEMS corporate credit card and the GEMS expense system
· GEMS Card – University credit card used for travel expenditures and small dollar purchases 
· GEMS Expense System – Expense Management Solution using a web-based application for the electronic reconciliation of credit card charges and out-of-pocket expenses

How to Obtain a GEMS Card:
Instructions on how to apply for a GEMS card
GEMS Support:
Visit the website or contact: pps@uchicago.edu
Expensing Your Trip:

Use the Quick Start Guide to learn how to create, submit and approve an automated expense report
Should you have any questions, please contact the Help Desk at pps@uchicago.edu or 773-702-3320.
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