TRAVEL TIPS

· Travel vouchers are audited by State Laws made by the Legislature of the State of Oklahoma.  This applies to Federal, State and County-paid travel.

· Before traveling out-of-state on official time, an out-of-state travel request must be submitted and approved.  A request must be submitted regardless of the type of travel reimbursement that you expect to receive (reimbursement from federal, state or county funds).  A request is also required when you will be traveling out-of-state on official time with no expense to the state or county. The out-of-state travel request is on the OCES intranet web site: http://intranet.okstate.edu/Fiscal_Affairs/travelpg3.htm  Select the “Out of State Travel Request and Airline Ticket Requisition” spreadsheet.  
· Out-of-state claims are filed upon return from the out-of-state trip. (One out-of-state trip per voucher.) You must provide proof of the meeting with an agenda or program.  It must give the name of the meeting, dates, and location.

· Out-of-state claims must include the meeting times that the individual attended, not general beginning & ending times of meeting.

· When traveling out-of-state by personal car, the claimant must obtain the coach airfare rate from a state contracted travel agency before travel is started.   The airfare rate, source of quoted fare (name of travel agency), and date obtained must be written on the travel voucher in the comments section.

· Airline tickets must be bought from one of the state-contracted travel agencies, except as stated below.  The 4 District Offices have a list of state-contracted agencies.  For pre-paid airline tickets it is best to use the agency in Stillwater.

· Airline tickets may be purchased from the internet or from a travel agency that is not a state-contracted travel agency if the ticket is cheaper than the quote from one of the state-contracted travel agencies.  In order to be reimbursed, you must obtain the coach airfare rate from a state-contracted travel agency before travel is started.   The airfare rate, source of quoted fare (name of travel agency), and date obtained must be written on the travel voucher in the comments section.  Airline tickets that are purchased from the internet or from a travel agency that is not a state-contracted travel agency CANNOT be prepaid.

· In-state travel claims are filed periodically (usually once a month) not to exceed 31 travel days per claim.  Because of the state fiscal year DO NOT include June and July travel together unless the trip began in June and didn’t end until July.  

· 60-Mile Rule - became effective July 1993.  This is a state rule. Overnight travel status for travel performed within 60 miles of the employee’s home or office location requires a written explanation of travel and must be approved by appropriate authority, generally the Department Head or District Director.  This should be completed in advance of the trip and the approved letter should be attached to the travel claim. 

· Required receipts – 

1) Commercial airline ticket (passenger copy of ticket) - applies to out-of-state travel.

       
2) Lodging - must be itemized

3) Registration Fees

4) Rental car - only used on out-of-state trips & you must justify the necessity of their use.  Rental cars cannot be used for personal use, such as sightseeing or to obtain meals at another location.

5) Taxi - if total is $25.00 or more. (This applies to out-of-state travel.)  Taxi in-state is discouraged. 

Original receipts must be attached to travel vouchers (if county paid – copies are allowed). Keep copies of all receipts for your files.

· Receipts used for 4-H Roundup, 4-H Leadership Conference, Volunteer Conference, etc:  When one check from the county is sent for all attendees, you will use the receipt that you obtain when you pay the county for the conference.  Be sure the receipt has the name of conference, dates of conference and is signed.

· Per Diem – (Meals) You must have an overnight stay to claim meals.

Were there any meals in the registration fee?  If so, you must deduct ¼ day per diem at the rate you are claiming for each meal that is included in the registration fee.  Per Diem rates are found at GSA.gov (select “Per Diem Rates” under the “Travel Resources” heading), or follow this link:  http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=17943
· Lodging rates may be found at GSA.gov (select “Per Diem Rates” under the “Travel Resources” heading), or follow this link:  http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=17943
If the hotel is designated, then you are allowed the full amount of single room rate plus taxes.  The receipt must have name & location of lodging, date, room rate for each night, name of claimant & must indicate that the bill has been paid (must show –0- balance or attach a copy of credit card slip). If you share the room with another state employee you must indicate with whom and their travel requisition number (T#) or their county, if paid on county funds.  (The bill must be split.)  If you share the room with a non-state employee such as spouse, the single rate must be written on the bill.

· Designated Hotels - Documentation is required. Rates should be shown on documentation. 
· Travel vouchers may be done using the appropriate excel spreadsheet that is available of the DASNR intranet web site: http://intranet.okstate.edu/Fiscal_Affairs/travelpg3.htm Instructions are at the top of each spreadsheet.

· Travel rates for per diem and lodging generally change on October 1 of each year.  The mileage rate generally changes on January 1.   Check the website for changes.

· Unusual circumstances - Call Carey x5517 or Barbara x9700. It is better to ask first before doing and taking the chance of not getting paid.

· Check claims over before you sign, since you are signing that the claim is correct.  Make sure CWID # is correct.

· It is important that both professional and clerical staff are knowledgeable and can complete travel vouchers correctly.
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