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             Name:  
                                                                                                                                                                      Travel #:
(Upon completion of the trip, and within 90 days, submit travel reimbursement form and supporting documentation to obtain reimbursement of expenses.)
Third Party - Prepayment or reimbursement of travel expenses are allowed only when payment for the expenses has not been and will not be received from a third party 
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 – Was the airfare pre-paid by the University Travel Office?  If not, an original, itemized receipt, eTicket, Internet receipt/statement or equivalent documentation is required.  The receipt is to  show the method of payment and indicate that payment was made.
Conference Registration Fees – Was the conference registration prepaid through the University?  If not, the conference registration form and the original itemized receipts are required.  If the conference does not provide a receipt, documentation showing that the amount was paid is required for reimbursement (e.g. cancelled check, credit card statement). 

Rental Car Receipts – OSU Transportation and Parking (292-9112) is the university’s preferred rental car “agency.”   In lieu of OSU T&P rental car services, OSU has contracted rates and agreements with  National Car Rental  and Enterprise  Discount #XZ38Y09 (for either agency).  Original, itemized receipts are needed for reimbursement and if OSU T&P, National or Enterprise is not used, the fully executed rental agreement signed by traveler indicating CDW/ LDW insurance was purchased is also required.  
Lodging – The University will reimburse lodging expenses at reasonable, single occupancy or standard business room rates. Reimbursement will be limited to the conference rate when the hotel/motel is the conference/convention site.   The cost of overnight lodging (room rate and tax only) will be reimbursed if the authorized travel is 45 miles or more from the traveler’s home or primary work site.
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. 
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