COMPLETION OF OSU TRAVEL VOUCHERS
1. DATE:  Enter date travel requisition was typed.

2. REQUISITION T NUMBER: Each office should request a block of “T” numbers from Lois Holmes at 4-8329 and enter the next available number.

3. ACCOUNT:  Enter title of account to be charged.

4. PAYEE:  Enter claimant’s full name as it appears on Social Security Card.

5. OSU ACCOUNT NUMBER:  Enter the account number information as follows:

CC (campus code) – always use the letters AC for Extension Accounts

L (ledger) – Enter the appropriate ledger number


1 – State Extension Appropriations


4 – Federal Extension Appropriations


5 – Extension Grants

DEPT (department) – Enter the appropriate department number

FY (fiscal year) – Enter the last two digits of the appropriate fiscal year.  This will change every July 1.  Example:  2000-2001 = 01

6. CAMPUS ADDRESS:  Enter mailing address (street, P.O. Box, etc. and  

City, State and zip code).  If the claimant is an employee participating in payroll direct deposit, the travel reimbursement will be direct deposited to the same account, and a ‘notice of deposit’ will be mailed.

7. FUND:  Enter the state funding.  Funding for Cooperative Extension will be as follows:

State Fund:

290 – State Extension Appropriations




430 – Federal Extension Appropriations & Grants

State Agency:
012

8. OFFICIAL DUTY STATION:  Enter city or town.

9. SOCIAL SECURITY NUMBER:  Indicate claimant’s social security number.  Accuracy is very important!

10. PREPARED BY AND PHONE:  Type the name and phone number of the person who prepared the travel voucher in case the Extension Finance Office has any questions concerning the voucher.

11. ACCOUNT:  State account number is a 6-digit number – 000113 (for State Extension appropriations) or 000121 (for Federal and Grant Extension appropriations).  NOTICE:  The two bolded middle digits represent the current fiscal year.  (Those two digits will change every July 1.)

12. ASSIGNMENT:  Should the claimant wish to have the reimbursement from the travel voucher paid to the order of another individual, she/he will complete the assignment section.  The reimbursement will be made to the individual for the entire amount of the travel.  If the claimant only wants a portion of the travel reimbursement to be paid to another individual, she/he will prepare two vouchers; one for the items(s) to be paid to the other individual and one for the item(s) to be paid to the claimant.  Each travel voucher filed must be accompanied by a copy of the other (supplemental) voucher.  Note:  It is important that the entire assignment section be completed, to include the signature of the claimant and date signed.

13. CAR GOV’T-OWNED: Indicate if vehicle is Government owned.  (For this purpose, a state (University) owned vehicle would also be indicated as government.)  
14. LICENSE NUMBER:  If privately owned vehicle, give license tag number.  (Tag number is not required for government or state owned vehicle.)

15. MEETING TIMES:  On out-of-state travel and on in-state overnight travel, list the date and time the first meeting (claimant attended) began and the date and time the last meeting (claimant attended) ended.  This must be provided on all out-of-state claims and in-state over night claims.

16. NATURE OF OFFICIAL BUSINESS:  Type the nature of official business.

17. STATE EMPLOYEE/OFFICIAL: Indicate if claimant is a state employee/official.  Non-state employees may only be reimbursed on a travel voucher if they are receiving no other payment from the State of Oklahoma.

18. HOTEL DESIGNATED CONFERENCE SITE:  Indicate if hotel is designated conference site.  If yes, documentation must be provided.  See 26. Lodging.

19. DATE:   Enter the last two digits of the calendar year.

20. TRAVEL STATUS POINTS:  Always list travel points (began, visited and ended).

NOTE FOR IN-STATE TRAVEL: The month of June and July must be on separate vouchers (also the month of September and October on separate vouchers).

In-State:  More than one trip within Oklahoma may be combined on the same travel voucher provided the number of days involved does not exceed 31.  If any combination of trips exceeds 31 days, a separate travel voucher must be prepared for the excess.

Out-of-State:  Separate travel vouchers are required for each trip outside the State of Oklahoma.

21. MONTH/DAY: Enter month and day of each trip.

22. MILEAGE CLAIMED:

In-state:  If mileage is being claimed, list actual direct mileage under “map” on the travel voucher.  Any excess mileage claimed should be listed under “vicinity”. 

Out-of-State:  If mileage is to be claimed, list actual direct mileage under “map” on the travel voucher.  Any excess mileage claimed should be listed under “vicinity”.  Privately owned vehicles are not to be used outside of Oklahoma except when it is more economical or advantageous to the University, and University owned vehicles are not available.  Clear comparison must be shown on the voucher to justify the claim for mileage instead of airfare.  In your comparison, the State Finance Office will only allow the airfare quote and roundtrip mileage to the airport.  (You cannot include parking, rental car, taxi, etc.)  On your comparison give the name of the Travel Agency, the Agent giving you the airfare quote, the date you called the agency, and the airfare quote given by the agency.  If mileage is being claimed, per diem (meals) and lodging will not be allowed for any length of time greater than would have been required for travel by air (24 hours before first meeting, 24 hours after last meeting).  If claimant elects to take his/her personal vehicle, reimbursement for mileage cannot exceed coach airfare.  If coach airfare is claimed in lieu of mileage, you must enter the amount of the coach airfare in ‘map’ mileage claimed and enter 1.00 in the mileage rate.  

For the purpose of computing mileage eligible for reimbursement, the individual’s office, or official duty station is the starting point, except when the individual leaves from his/her home and where home is closer to the destination.  In this case, his/her home will be considered the starting point and it should be noted in the comment box that the distance(s) from home are less.

NOTE:  If you rode with other staff, insert OS in map mileage box.

23. TRAVEL STATUS HOUR: Show time entered and time ended.   This information must be provided on all vouchers.
Reimbursement for meals and lodging on out-of-state trips shall not begin more than 24 hours before or continue more than 24 hours after the objective of the trip, such as a meeting, workshop, conference, etc.  However, under limited circumstances involving airline travel, reimbursement may begin as many as forty-eight (48) hours before and extend as many as forty-eight (48) hours after the objective of the trip.  The forty-eight (48) hour rule applies under the following conditions:

If the purpose of the trip begins on Monday, reimbursement status cannot begin earlier than Saturday.




If the purpose of the trip begins on Tuesday, reimbursement status cannot begin earlier than Sunday.




If the purpose of the trip ends on Friday, reimbursement status cannot end later than Sunday.




If the purpose of the trip ends on Thursday, reimbursement status cannot end later than Saturday.

The voucher must include a detailed cost comparison of the additional per diem, or meals and lodging versus the savings on airfare.  The airfare rate used in the comparison must come from the same travel agency where the ticket was purchased.  The total reimbursement cannot exceed the amount of eligible reimbursement if the twenty-four hour rule were adhered to, including the airfare rate available at that time.

International Travel – Reimbursement for meals and lodging cannot begin more than forty-eight hours before or continue more than forty-eight hours after the objective of the trip.   International travel is defined, for this purpose, as travel outside the 48 contiguous U.S. states.

24. NO. OF DAYS/HOURS: List the number of days and/or hours in travel status if overnight stay.

25. PER DIEM RATE/AMOUNT:  

RATE:  Show the per diem rate appropriate to in-state or out-of-state.

AMOUNT:  (One total amount entered last day of trip.)

In-State:  In computing reimbursement for meals, a day shall be a period of 24 hours.  Reimbursement for each one-fourth (1/4) day (6 hours) may be made at ¼ of the applicable daily per diem rate, Provided there was an overnight stay.
Out-of-State:  In computing reimbursement for meals, a day shall be a period of 24 hours.  Reimbursement for each one-fourth (1/4) day (6 hours) may be made at a rate ¼ of the applicable daily per diem rate,  provided there was an overnight stay.

26. LODGING AMOUNT:  Enter lodging amount for each night starting with the line of the first night’s stay.

List lodging amount, not to exceed the maximum allowed.  Attach original receipt (receipt must include claimant’s name, all itemized daily charges, motel name and address, and room rate per night).  If claimant shared a room with non-state employee, show single room rate.  If claimant shared a room with another state employee show split rate and write the name of the other state employee on the receipt.  The receipt must show zero (“0”) balance or attach the credit card receipt to show payment was made.  Credit card receipts alone will not be accepted.

Documentation must be provided for a Designated Conference Site (letter stating Headquarters Hotel name & rate or stating that a block of rooms has been obtained for that particular meeting and also attach an agenda).  Total amount of lodging will be paid for a designated conference site.

IN LIEU OF: Claimants who claim per diem in lieu of subsistence (and therefore claim no lodging) may add up to $10.00 per day to the per diem rate.  Type “in lieu of” in the comment box.

NOTE:  If you stay the night and the distance from your office to the destination is less than 60 miles, you must attach a letter approved by Department Head/District Extension Director, explaining the overnight stay.  The Department Head/DED must approve this before the trip.

27. MILEAGE RATE:  Enter the current mileage reimbursement rate.

28. MODE OF PUBLIC TRANSPORTATION: List public transportation and the amount.  Public transportation charges may include one of the following:

(1) If airline ticket was prepaid by OSU, indicate as such.  The airline ticket must be purchased from a state-contracted travel agency.  There are three agencies in Stillwater that are more informed to the procedures required by OSU.  (Make sure employee certification box in the lower left-hand corner of the Out-of-State Travel Request is signed and dated.)  Attach customer copy of airline ticket.

(2) If airfare was paid by the individual, list amount to be reimbursed.  The airline ticket must be purchased from a state-contracted travel agency.  Exceptions may include:  1) when air travel services can be secured elsewhere at a cost less than that which can be secured by the State Travel Division; or 2) when the air travel originates from a location outside the state and it would be impractical to arrange for air travel through an approve state travel agency; or 3) when the air travel is necessitated by an emergency and time does not permit utilization of an approved state travel agency; or 4) when the air travel is part of a package arrangement made by the organization scheduling the meeting or conferences.  All exceptions must be explained by a letter/memo accompanying the travel voucher.  Attach customer’s copy of the airline ticket to the travel voucher.

(3) If a bus is used as transportation to and from official travel points, list amount to be reimbursed.  Attach receipt to travel voucher.  

29. ITEMIZED LOCAL TRANSPORTATION COST:

In-State:  Taxi, limousine, city bus fares, and rental cars within Oklahoma are discouraged.
Out-of-State:  Taxi, limousine, and city bus fares – no receipts required, unless total is $25 or more.  Rental car – attach copy of the rental car agreement.  Rental cars need to be justified as to their necessity.  If the rental agreement states that gasoline was not included, the claimant may be reimbursed for gasoline by submitting the gasoline receipt.  Gasoline for rental cars should be claimed under miscellaneous supplies. 

30. ITEMIZED MISCELLANEOUS COST:  Registration fees may be reimbursed when supported by written receipts.  However, the claimant must determine the number of meals included in the registration charges and exclude ¼ day for each meal from the per diem amount.  “Continental breakfasts” and refreshments such as coffee, tea, soft drinks, etc., provided during meeting breaks are not considered meals for the purpose of deducting meals provided with registration.  If the employee is not entitled to claim meal expenses because overnight travel was not involved, no adjustment is required and the registration cost may be claimed in full.  The state does not reimburse membership fees or dues on travel vouchers.  Telephone and fax charges may be paid only upon justification for their use.  Parking – receipts are not required, unless they are $25 or more; turnpike fees listed by date; miscellaneous supplies – receipt required and reason for use.

31. SUPPLEMENTAL CLAIM:  If reimbursement claim is to be divided among travel vouchers, enter all travel vouchers “T” numbers filed for this trip.  Copies of the supplemental claims must be attached.

FOREIGN EXCHANGE RATES:  When the claimant is traveling out-of-country, transactions often require the use of foreign currency.   In order to receive reimbursement, the claimant must convert the expenses to U.S. dollars.  If a credit card is used for purchases, the claimant may use the conversion rate that the credit card company used.   If cash was used, the claimant may use the conversion rate found in the Wall Street Journal for the period of the trip.  Conversion rates should be listed in comment box.

TOTAL AMOUNT:  Subcodes and object codes are automatically entered and the total amount is automatically calculated when the Excel spreadsheet form is completed.  Otherwise, subcodes, object codes and totals must be calculated and entered in the appropriate places.   Subcodes and object codes are defined in the Travel Procedures.  NOTE:  If the travel claim amount exceeds the Out-of-State Request by $50 or more, the claimant must attach a memo explaining the difference.

CLAIMANT’S SIGNATURE:  Must be original signature of claimant.

DEPARTMENT HEAD/District Director:  Route travel voucher to proper administrative office for approval.

HIGHER REIMBURSEMENT RATES SPECIFICALLY ALLOWED in a contract or grant:  Travel vouchers submitted for payment under special reimbursement provisions as authorized by a grant or contract must use the carbon-set form and complete the section on the back of page 1.  

When the claimant is finished with his/her travel voucher and has signed the “Claimant” line:

        1.  
Keep a copy of the voucher with copies of              attachments for your files.

        2.
Submit 1 original voucher and 1 copy of the addendum sheet. 

        3.
Attach original lodging receipt with –0- balance and list with whom you shared the room.

        4.
Tape all required receipts to an 8 1/2 x 11 sheet of paper.  Staple all pages together.

        5.
Send to your District or Department Head’s office for approval.

TravelOSUvoucher.doc
1 of 7
February 2010

