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OSU COOPERATIVE EXTENSION SERVICE

Travel Procedures

A.
INTRODUCTION
1. Employees travel at their own expense, then file an in-state travel voucher periodically (usually one each month) for reimbursement of allowable expenses.  Out-of-state travel vouchers are processed for reimbursement when the claimant returns from travel status and submits the voucher for payment to the Division of Agricultural Sciences and Natural Resources Extension Finance Office.

2. Travel at University expense is limited to officials or employees of the State of Oklahoma and to persons who are not State employees, but who perform services that are substantial, necessary, and germane to the duties and functions of the University.

3. All travel within the State of Oklahoma is subject to in-state travel rates and regulations.  This includes individuals traveling into Oklahoma from another state and claiming reimbursement from University funds.  All travel outside the State of Oklahoma is subject to out-of-state rates and regulations.

4. An employee may have reason to travel out-of-state at no cost to the University, but if the trip is on official duty for the University, prior approval must be secured for the out-of-state travel.

5. Some grants or contracts may include allowances for mileage, per diem (meals), lodging, or other provisions that are greater than those normally allowed by the State travel laws.  Payment of these expenses in excess of the State limits is allowable provided:

a.  
The higher rates are specifically allowed in a contract or grant.

b.  
The Contract and Grant Travel Certification on the reverse side of


the travel voucher is completed.

If the contract or grant does not provide specific travel rates, then all 

travel reimbursement will be made according to the State of Oklahoma 

rates.

B.
AUTHORIZATION FOR TRAVEL


1. Travel at University expense is limited to trips made exclusively on University business, and must be approved in accordance with the following procedures:

STATE OFFICE PERSONNEL - All travel must be authorized by the Department or Division Head.  No formal written request is necessary for in-state travel unless otherwise required by Dean/Director, Department Head or District Director.

OFF-CAMPUS - All OSU travel vouchers must be approved by the District Extension Director before submission to the Extension Finance Office.  All travel vouchers submitted without such approval will be returned.  If County Extension travel claims are submitted to the County Commissioners for payment, a copy of the travel claim (with the County purchase order) is attached to the “Certificate of County Expenditures” and forwarded to their District Extension Director for review and approval after the county has paid.  Amounts disapproved should be  deducted from subsequent claims.  Travel forms and instructions are located at:  http://intranet.okstate.edu/Fiscal_Affairs/travelpg2.htm
C.
OUT-OF-STATE/COUNTRY TRAVEL REQUEST
1.  Travel outside of Oklahoma is restricted by State Law to personnel,  both employees and non-employees, who perform policy-making, professional, technical, supervisory, or administrative duties.  All travel outside of Oklahoma must receive prior approval by the proper administrative officer.  All travel, by non-employees traveling from out-of-state to Oklahoma, is also subject to prior approval.  This approval is obtained via an Out-of-StateTravel Request form.  Step-by-step instructions are located at: http://download.dasnr.okstate.edu/TravelOutofStateReq.doc
2.  All travel outside the 48 contiguous states, in addition to the previously 

mentioned approval requirement, must also receive prior approval by the 

OSU Board of Regents, and if reimbursement is to be made from a federal grant or contract, must receive prior approval by the appropriate federal agency. 

3.  Out-of-state/country travel requests should be submitted to the proper administrative office with sufficient time allowed for approval prior to departure.  Trips outside of Oklahoma should not be undertaken without the required prior approval unless there is no overnight stay.
4.  All out-of-state/country travel requests must be approved by at least two administrative officers.  For travel requests being paid on Extension state or county funds, the first administrative approval will be the District Extension Director or Department Head.  The second administrative approval will be obtained from the Associate Director of Ag Programs after it has been reviewed by the Extension Finance Office.
Out-of-state/country travel requests for District Extension Directors and Department Heads (being paid on Extension funds) will require approval by the Associate Director of Ag Programs and approval by the Assistant Vice President/Sr. Financial Officer. 

Any Extension travel requests using grant accounts (ledger 5) will require approval by Ag Sponsored Programs.
Any Extension travel requests for 5 or more days will require approval by the Assistant Vice President/Sr. Financial Officer in addition to the Associate Director of Ag Programs.
Out-of-country (outside the 48 contiguous states) travel requests require additional approval by the Assistant Vice President/Sr. Financial Officer and the Assistant Dean for International Programs and the OSU Board of Regents.
D.  
SPECIAL TRAVEL
Extension personnel may be required to change headquarters at the direction of the Dean/Director for the Division of Agricultural Sciences and Natural Resources. Travel expense in connection with such a change will be paid above the individual’s authorized travel budget.

Travel vouchers related to moving must be submitted as a separate item.  

Mileage for the employee is authorized on one car from his/her old headquarters to his/her new headquarters by the most direct and usually traveled route.

E.  
TRAVEL BUDGETS

1.  State Office Personnel:  It is each Department Head’s responsibility to 

stay within the department’s budget.  Each travel voucher must be 

approved by the Department Head prior to submission to the Extension 

Finance Office for audit or it will be returned to the department.  

Questions relating to the budget should be directed to the Department 

Head.

2.  County/District Personnel:  Each Extension employee headquartered in a County/District office performing travel, as a part of his/her regular duties will be provided with an annual travel budget.  The employee is responsible for keeping his/her travel costs (in-state and out-of-state) within budget for the current fiscal year. Questions relating to the travel budget should be directed to the District Extension Director.

F.
MODES OF TRANSPORTATION FOR STATE AND COUNTY PERSONNEL

1.  Travel may be authorized, under certain approved conditions, by public

conveyance, privately-owned vehicle, rental car, privately-owned or 

chartered airplane, and University-owned vehicle.

2.  Public conveyances include commercial airlines, railways, buses, and 

other usual means of public transportation.

3.  The employee will be expected to select the most economical mode of 

transportation, taking into account possible savings in total elapsed time, 

per diem (meals), and lodging costs.

4.  Commercial Airlines:  Coach, economy, or tourist fare must be requested and used if available.  First class fare will be allowed only on the basis of a certification that coach class was not available.  STATE LAW REQUIRES THAT AIRLINE TICKETS CAN ONLY BE PURCHASED FROM STATE APPROVED TRAVEL AGENCIES.  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.
5.  Railway:  First class fare plus necessary lower berth or roomette is allowable, but reimbursement may not exceed coach airfare.

6.  Privately-owned Vehicle (in-state):  The State travel law provides that reimbursement for privately-owned vehicles may be allowed for in-state travel only if no University-owned vehicle was available.  University policy provides that reimbursement for in-state travel by privately-owned vehicles will be allowed only on the basis of the Department Head’s certification on the travel reimbursement voucher that no University-owned vehicle was available.  (The traveler must contact the University Motor Pool to determine that no University-owned vehicle is available prior to using his personal vehicle.)

a.  Personal car usage may be reimbursed at the maximum current mileage rate per mile, which is set by the IRS, not to exceed established mileage distances set forth in the latest State Highway Commission road map.

b.  Vicinity travel must be entered on the travel reimbursement voucher as a separate item.

c.  Turnpike and parking fees may be reimbursed on privately-owned vehicles while on official business.

d.  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.

e.  If the individual conducts University business on his way to or from his official duty station, he may claim the one-way mileage for the distance between his/her official duty station and the point of business.
7.  
Privately-owned Vehicle (out-of-state):

a. Personal cars are to be used for out-of-state only when it is economical or advantageous to the State, and when University Motor Pool vehicles are not available.  Such determination will be made by the Department Head or District Extension Director and approved by the Dean/Director.

b. For out-of-state travel by one official passenger using a personally-owned vehicle, reimbursement for transportation will be allowed for the lesser amount of coach airfare or at a mileage rate by the most direct route not exceeding the current mileage rate per mile. (This is set by the IRS and will change every January.)  If car mileage basis is claimed, per diem (meals), and lodging may not be allowed for any greater length of time than would have been required for travel by air.  An airfare comparison stating price of airfare, source of quote (state approved travel agency), and date of quote is required on all out-of-state travel where a personal vehicle is used. 

c. For out-of-state travel by two or more official passengers in one personal car, mileage reimbursement may be allowed only to the car owner for the current mileage rate per mile by the most direct highway mileage, as long as such amount does not exceed the combined coach airfares by the most direct route for all official passengers.  An airfare comparison stating price of airfares for each official passenger, source of quote (state approved travel agency), and date of quote is required on all out-of-state travel where a personal vehicle is used. 

d. If privately-owned vehicle is used for transportation to points of boarding public carriers, such as the airports at Tulsa or Oklahoma City, usage is restricted to one round trip, as directed by the State of Oklahoma Budget Office and conveyed in a memo dated November 18,1976, from the Vice President for Business and Finance.  If transportation for more than one person is approved for a trip, and use of University-owned or privately-owned vehicle is requested and approved, it will be expected that normal full capacity of a car, either University-owned or privately-owned, will be used for official passengers before mileage is claimed or allowed for additional vehicles.  Primary responsibility for discretion in this request is placed with the Department Head or District Extension Director and approved by the Dean/Director.

8.  Privately-owned or Chartered Airplanes:  Travel by privately-owned or chartered airplanes, on official business for the State, may be reimbursed in an amount that does not exceed the equivalent mileage allowance for privately-owned vehicles at the current rate per mile. (To be in compliance with the IRS this rate will change every January.)

9.  University-owned Vehicles:  Use of a University-owned vehicle for out-of-state trips is encouraged when an automobile is the applicable mode of travel. Primary responsibility as to the use of the University-owned or privately-owned vehicles is placed with the Department Head.  The license tag number of the University owned vehicle must be provided on the travel voucher.
10. Rental Cars:  The use of rental cars is intended primarily for travel out-of-state where local public transportation is not feasible.  This may require a statement of justification. The actual cost of renting a vehicle outside of Oklahoma is reimbursable.  The rental agreement must be included with the travel voucher for reimbursement. If the rental agreement states that gasoline is not included, the claimant may be reimbursed for gasoline purchased by submitting the gasoline receipts.  Reimbursement for vehicles leased or rented within Oklahoma from car rental agencies or private parties, to be used in lieu of a privately-owned vehicle on official business for the state, will not exceed the rate provided for the use of a privately-owned vehicle.

G.  
REQUIRED RECEIPTS

Receipts are required for all reimbursements claimed for the following expenses and must be attached to the travel voucher for reimbursement.

1.  Commercial Airlines:  The passenger’s airline itinerary for ticketless airfare or other airline receipt must accompany the travel voucher for reimbursement.  The itinerary must show how it was paid (if by credit card the last 4 digits of the card and the type of card).  The itinerary or airline ticket receipt should include information as to the class accommodations, departing flight, and returning flight.  If for any reason there is a change in tickets, the claimant must be sure to retain a copy of the original ticket and all other tickets.  Credit card receipts alone will not be accepted. 

2.  Other Public Carriers:  The standard trip ticket receipt for railway, pullman, bus, or other public carrier must be attached to the travel voucher for reimbursement.  (Receipts for taxi or limousine charges are not required on amounts less than $25.00, but if you have receipts please include them with your travel voucher).

3.  Leased or Rented Vehicles:  The standard receipt form which indicates miles traveled must be attached to the travel voucher for reimbursement.

4.  Motor Pool Vehicles:  Repairs, fuel, or towing receipts under $35 should be presented to the Motor Pool for reimbursement.  If the receipts are over $35, the claimant must submit them with his travel voucher for reimbursement.  The department may then prepare a Campus Vendor Invoice to charge Motor Pool for these expenses.

5.  Department-owned Vehicles:  Repairs, fuel, or towing receipts must be submitted with the travel voucher to obtain reimbursement.

6.  Lodging:  The standard paid statement for lodging costs for hotel, motel, or other housing facility must be attached to the travel voucher.  The receipt must include the claimant’s name, date(s) of occupancy, name of the motel, name of the town, and the room rate per night.  Receipts must show a zero (“0”) balance, be marked paid, or show payment by credit card.  If the receipt has a balance, attach a copy of the credit card receipt or have the hotel mark “paid” accompanied by their signature or initials.  Credit card receipts alone will not be accepted.

7.  Miscellaneous Expense:
· Registration Fees:  Receipts for registration fees are reimbursable, but the claimant must state how many meals are included in the registration fee and deduct one-fourth day per diem (at the rate being claimed) for each meal.

· Business telephone, parking fees:  Receipts are required for expenses of $25.00 or more.
· Miscellaneous supplies:  Receipts are required in all instances. 

H.
PER DIEM REIMBURSEMENT RATES


Per Diem reimbursement rates (Travel Reimbursement Rates are listed at: http://intranet.okstate.edu/Fiscal_Affairs/travel.htm) are based upon the amount authorized by the Internal Revenue Service.  Authorized reimbursement rates will vary depending on the location of travel as identified in the Government Services Administration’s rates.  A complete listing of these locations/rates can be obtained from the GSA per diem web site:  
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=17943
These rates are maximums  NOTE:  No reimbursement for meals is allowed for periods that do not include an overnight stay.

I.
GENERAL PROVISIONS – PER DIEM (MEALS) and LODGING

Per Diem (meals) and lodging is limited by State Law to the claimant and may be claimed for only one person on any travel voucher.  No per diem (meals) or lodging may be allowed by any employee at his/her official station or in his/her county headquarters.  No allowance may be made for official guests or for entertainment.  If several official employees travel together, separate travel vouchers must be filed by each employee.

The claimant’s beginning and ending meeting times must be stated whenever per diem or registration fees are claimed.  (This is requirement became effective in 2002.)  The meetings times must be the individuals own meeting times, not general beginning and ending times of the meeting or conference.
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 the appropriate authority.

Travel status for the purpose of meals and lodging shall be defined as absence from the employee’s home area or county headquarters while performing assigned official duties.  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.  The date and time the meeting (claimant attended) began, and the date and time the meeting (claimant attended) ended must be shown on the out-of-state travel voucher before reimbursement can be made.

Out-of country travel (travel outside the contiguous US) 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.

J.  PER DIEM FOR MEALS
TRAVEL STATUS WITH AN OVERNIGHT STAY:
Per diem for meals varies with location, for the applicable rate, go to  

http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=17943


Out-of-state locations that are not listed are at the standard CONUS rate.

In computing reimbursement for meals, a day shall be a period of 24 hours.  Reimbursement for each quarter (6 hours) or major fraction thereof (more than 3 hours) may be made providing claimant is in overnight travel status:

ALLOWANCE IN LIEU OF SUBSISTANCE:
An allowance, in lieu of subsistence, may be authorized. No receipt for lodging is required and this allowance shall include all charges for meals and lodging.   Add $10 to the applicable per diem rate for meals.   

In computing the per diem in lieu of subsistence allowance, a day shall be a period of 24 hours.  Reimbursement for each quarter (6 hours) or major fraction thereof (more than 3 hours) may be made providing claimant is in overnight travel status.

 NOTE:  This allowance, however, would not be authorized for trips in which lodging was arranged and paid by another source apart from the employee.  In other words, an employee would not be authorized the allowance where lodging was paid by another source or provided complimentary by a grantor or sponsoring foundation.  That is, if the employee used furnished lodging during travel, the per diem allowances in lieu of subsistence shall not be allowed.

K.  
LODGING

1. Lodging is reimbursed on an actual cost basis up to a maximum of the current reimbursement rate plus applicable taxes.   Any employee who stays overnight on official travel either in-state or out-of-state must submit a lodging receipt which indicates: 1) name and location of lodging, 2) the date and room rate for each night, 3) name of the claimant, and 4) it must indicate that the bill has been paid.

2. Lodging - Designated Hotel:  A designated hotel, motel, or other public lodging place or where lodging has been arranged for by the blocking of rooms or by rate reductions for the participants by the sponsor, shall be reimbursed the actual lodging expense not to exceed the single occupancy room rate charged by the designated hotel, motel, or other public lodging place.  This applies to both in-state and out-of-state travel.  Lodging receipts are still required and must indicate designated meeting place.  In addition to the lodging receipts, proof of hotel or motel sponsorship must be submitted.  Appropriate documentation includes an announcement, notice, or some other form of notification (on sponsor’s letterhead) that identifies the designated lodging site and the room rate per night.

3. If the sponsor of the conference has designated a hotel or motel as the conference site, and the claimant chooses to acquire less expensive lodging at another hotel or motel, the claimant will be reimbursed the actual lodging expense not to exceed the single rate at the designated hotel.  Documentation for the designated hotel must be included to show the rate is less at the alternate hotel.  Under these circumstances, the claimant will not be reimbursed for local transportation costs incurred while traveling between the chosen lodging site and the designated hotel site unless an overall cost savings is demonstrated.

4. Agency (employer) designated lodging- To permit broader reimbursement to employees for necessary lodging expenses, the agency may designate lodging for employee travel under certain conditions, such as when there is no outside sponsor or host of the objective of travel.  Accommodations should be arranged in advance by the blocking of room(s), special rate reductions, or other condition evidenced by a memo from the agency showing when (date of memo), how (condition), and where (name and location of facility) the lodging was arranged, the actual dates of lodging, the names of the employees (if practical) and the objective of the travel.

5. If claimant shares a room with one or more persons, the amount to be claimed will depend upon whether the other person(s) will be claiming reimbursement. If the other person(s) will be claiming reimbursement, the cost must be divided equally among them.  If the other person(s) will not be claiming reimbursement, the single rate will be allowed.  The claimant is responsible for obtaining the single rate.  However, claimant is still limited to actual cost.  If claimant paid less than the single rate (for example, if claimant shared a room with a person from another University and they split the bill), actual cost is all that can be claimed.

L.  
LOCAL TRANSPORTATION & MISCELLANEOUS EXPENSES
1.  Local Transportation:  Local transportation expense may be reimbursed on the basis of an itemization of such costs.  (Taxi charges for in-state travel are not allowed.)  Receipts are required for charges of $25.00 or more.

2.  Miscellaneous Expenses:  
a. Registration Fees:  Registration fees for official conferences, meetings, programs, etc. may be reimbursed based upon written receipts.  However, the claimant must indicate the number of meals included in registration fee and deduct ¼ day per diem (at the rate being claimed) for each meal.  “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 claimant will be expected to provide any requested explanation or support of the amount paid for registration fees.  Dues or tuition cannot be paid on registration fees.
b. Business Telephone:  Communication expenses for official business during travel will be reimbursed only upon justification.  Receipts are required for charges of $25.00 or more.

c. Turnpike and Parking Fees:  Expenses incurred for turnpike and parking fees during official travel in a privately-owned or University-owned vehicle may be reimbursed.  Receipts are required for parking fees of $25.00 or more.

d. Miscellaneous Supplies:  Reimbursement for miscellaneous supplies must be itemized and documented with a receipt.  Examples of items that might fall in this category are expenses in connection with a University-owned departmental vehicle such as fuel, fax charges, baggage fees (on out-of-state trips), books or other materials needed for or from a conference or workshop.

e. University-owned Vehicle:  Expenses in connection with a University-owned vehicle rented from the University Motor Pool, such as repairs or fuel, must be based upon written receipts and presented to the University Motor Pool for reimbursement.  

M.
WHEN TO FILE FOR REIMBURSEMENT


1. Travel reimbursement must be claimed at intervals not greater than thirty-one (31) travel days.  Travel vouchers are filed periodically (usually once a month) for in-state and immediately after each out-of-state trip.  Travel vouchers must be filed promptly at the end of the state fiscal year (ending June 30).  NOTE:  Do not include June and July travel together on state paid travel vouchers unless the trip began in June and ended in July.  The Fiscal Year for these trips is determined by how many days are in each month (More days in June - use prior fiscal year.  More days in July - use current fiscal year.).

2. Travel vouchers are to be prepared by the employee, listing reimbursement subsistence and/or travel costs in chronological order.  Each travel voucher submitted must be signed by the employee.  (See travel voucher forms and step-by-step instructions.)

3. For travel vouchers to be reimbursed from OSU funds, submit the travel voucher to the appropriate Department Head or District Extension Director for approval.  Keep a copy for your files.

4. Out-of-state reimbursement travel vouchers exceeding the amount approved on the travel request by fifty dollars ($50) or more must be approved by the Assistant Vice President/Senior Financial Officer of the Division of Agricultural Sciences and Natural Resources. The individual should prepare a memo detailing the amounts and reasons for the over-expenditure, have the memo approved by their Department Head or District Extension Director, and attach the memo to the travel voucher.  When the travel reaches the Extension Finance Office they will obtain the approval from the Assistant Vice President/Senior Financial Officer of the Division of Agricultural Sciences and Natural Resources.
5. Electronic travel forms and step-by-step instructions are located at: http://intranet.okstate.edu/Fiscal_Affairs/travelpg2.htm   

Travel vouchers must be approved by the appropriate Department Head or District Extension Director and then sent to:

Extension Finance Office - Travel Section

258 Agricultural Hall

Oklahoma State University

Stillwater, OK 74078-6024

N.
REMARKS
1.  Experience has shown that exceptional questions and situations concerning travel vouchers arise occasionally.  In such instances, the subject should be discussed with your Department Head, County Extension Director, or District Extension Director prior to expenditure of personal funds if possible.  Likewise, special travel voucher problems should be called to the attention of the Extension Finance Office in order that proper rulings or interpretations may be secured for future guidance. 
2.  Income tax information regarding travel costs and reimbursements are the responsibility of the individual.

O.
STATE OBJECT CODES AND OSU EXPENDITURE SUBCODE CODES
All travel vouchers must be coded as to the State Object Codes and the OSU Expenditure Subcodes according to the following:

In-State Travel Codes 

  STATE         OSU        

DESCRIPTION

         OBJECT  
EXPEND.       

   CODE
SUBCODE


           2111
   5100
   Mileage - Include reimbursement claimed on a 







   mileage basis for use of a privately-owned vehicle. 



   2112 
   5110
   Per Diem - Include reimbursement claimed for meals 







   or per diem allowance in lieu of subsistence.  Overnight 







   stay is required.



   2113
   5120
   Public Transportation - Not to be used on in-state 







   travel.  Do not include taxi and limousine charges 







   incurred in going to and from an airport necessary for







   out-of-state transportation (see Object Code 2124).



   2114
   5130
   Miscellaneous Charges - Include all other legal charges







   listed on the travel voucher incurred in connection with 







   official travel, such as phone calls, registration fees, 







   fax charges, parking, turnpike fees, etc.



   2115
   5140
   Lodging - Include hotel, motel, or other public lodging charges.



   2131
   5160
   Non-State Employee Travel - Include all travel







   reimbursement to individuals who are not salaried







   officers of the State of Oklahoma.

2211 5170
   Direct purchase of commercial airline tickets from an



   approved travel agency.  (This object code and subcode



   is used primarily by University Accounting.)

Out-of-State Travel Codes 

            STATE        OSU        

DESCRIPTION

          OBJECT       EXPEND.       

   CODE
 SUBCODE



   2121
   5200
   Out-of-State Mileage - Include reimbursement claimed 







   on mileage basis for use of privately-owned vehicle 







   including mileage to and from the in-state point of 







   departure for out-of-state travel.



   2122
   5220
   Transportation - Include reimbursement claimed for 






            transportation charges in going to and returning from 







   points outside the State of Oklahoma. (Airline tickets







   purchased by claimant.)



   2123 
   5210
   Per Diem - Include reimbursement claimed for meals 







   or per diem allowance in lieu of subsistence.  Overnight 







   stay is required.



   2124
   5250
   Local (Public) Transportation - Include reimbursement 







   for the cost of limousines, taxis, buses, etc. incurred 







   while traveling on official business outside the State of 






            Oklahoma.



   2125
   5230
   Miscellaneous Charges - Include all other legal charges 







   listed on the travel voucher incurred in connection with 







   official travel outside the State of Oklahoma, such as 







   phone calls, registration fees, fax charges, parking, 







   turnpike fees, etc.



   2126
   5240
   Lodging - Include hotel, motel, or other public lodging 






            charges.



   2131
   5260
   Non-State Employee Travel – Include all travel







   reimbursement to individuals who are not salaried







   officers of the State of Oklahoma.



  2211
   5270
   Direct purchase of commercial airline tickets from







   approved travel agency.  DO NOT use for airline







   tickets purchased by individuals.  (This object code and







   subcode is used primarily by University Accounting.)  

Out-of-Country Travel Codes 

  STATE         OSU        

DESCRIPTION

          OBJECT       EXPEND.       

   CODE
SUBCODE



   2121
   5300
   Mileage – Include reimbursement claimed on a







   mileage basis for use on a privately-owned vehicle







   including mileage to and from in-state point of departure







   for out-of-country travel.



   2122
   5320
   Public transportation – Include reimbursement for







   transportation charges going to and coming from 






            points outside the country.  (Airline ticket purchased







   by claimant.) DO NOT include mileage reimbursement.



   2123
   5310
   Per Diem – Include reimbursement claimed for meals 







   or per diem allowance in lieu of subsistence.



   2124
   5350
   Local (Public) Transportation – Include reimbursement







   for the cost of limousines, taxi, buses, etc. incurred







   while traveling on official business outside the 48 







   contiguous states.



  2125
   5330
   Miscellaneous Charges – Include all other legal charges







   listed on the travel voucher incurred in connection with







   official travel outside the 48 contiguous states.



  2126
   5340
   Lodging – Include hotel, motel, or other public lodging







   charges.        



  2131
   5360
   Non-State Employee Travel - Travel reimbursement of                               


   authorized travel to individuals who are not salaried 







   officers or employees of the state.



  2211
   5370
   Direct Purchase of commercial airline tickets from an 







   approved travel agency.  DO NOT use for airline tickets






  
   purchased by the individual.  (This object code and sub- 







   code is used primarily by University Accounting.)
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