[bookmark: Check1][image: ]Name:  		|_| Your travel has been approved!                                                                                                  
Travel #: 	 			Destination:	
A few thoughts before you travel (prepayments*) and after you return (reimbursements†): 
Incentives:  Accrual of frequent flyer miles, hotel points, rental car enticements or other travel industry inducements are allowable.  By OSU policy, these incentives must be redeemed for university related business travel only and the traveler is responsible for tracking accrual and usage for auditing purposes.
Airfare – Unless airfare is prepaid, a receipt, eTicket, internet receipt/statement or equivalent is needed; the receipt should list both payment and payment type. 
Conference Registration Fees – The conference registration form and receipts are necessary if registration was not prepaid. If receipt is not provided, a cancelled check (both front & back), credit card slip/statement or documentation showing the amount paid will be sufficient.  
Rental Car Receipts – Consider OSU’s first choice supplier, Transportation and Parking; contracted agencies are National Car and Enterprise (#XZ38Y09). Use of non-contracted rental agencies will require receipts and a fully executed rental agreement (signed by traveler) indicating CDW/ LDW and Liability insurance coverage. 
Lodging – Reimbursements are for reasonable, single occupancy or standard business room rates. If lodging at the conference/convention site, the conference rate will be reimbursed. If sharing a room, please provide the second person’s name and T# (if applicable)..
Business Expenses include: Business meals, faxes, photocopies, internet charges, and data ports.  Receipts (or equivalent) with business purpose are needed; a lodging bill qualifies as a receipt when charges are included as part of overnight stay. 
Miscellaneous Business Expenses – (e.g. airline baggage fees, parking, tolls, internet connectivity, Visas, immunizations, etc...) considered necessary for business travel may be reimbursed with the following requirements.  Original, itemized receipts or equivalent documentation for any individual business travel expense in excess of $50.  Detailed description and associated business travel purpose must be documented for expenses $50 or less
Meal Per Deim – Is reduced if meal is served on a plane, included in conference registration fee, and/or built into hotel room rate (includes a continental breakfast).

Please Return to:

Lindsay Ranly
Campbell Hall Service Center Rm #350






Did you remember receipts for…?									Reimbursement Information!
	[bookmark: Check10]|_|
	Airfare (or eTicket)

	[bookmark: Check2]|_|
	Conference Registration (if not prepaid)

	[bookmark: Check3]|_|
	Rental Car 

	[bookmark: Check4]|_|
	Lodging

	[bookmark: Check5]|_|
	Parking & Tolls (including airport) > $50

	[bookmark: Check6]|_|
	Transportation > $50 (taxi, subway, etc)

	[bookmark: Check7]|_|
	Business Meals (not per-diem)- if applicable


	· Thank you for submitting your paperwork; your reimbursement for out-of-pocket expenses is a high priority for us.   You will receive notification & confirmation of your reimbursement amount with an e-mail from the University Accounts Payable office.


	








*All prepayments refer to those made by OSU on your behalf.  †All receipts need to be original and itemized.
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