REDISCOVER TRAVEL

Tools, tips and hints of traveling at OSU



Travel at OSU




Planning -Know Before You GO

» What Is the business purpose”?

» Funding Source

» |s there restriction?
» Grant funds ¢ Is travel approved in the budget?

» Fly America Act ¢ Is it foreign travel?

» What is the budget for travel?



Planning -Know Before You GO

» What authorization Is needed?
» All travel must be authorized
» International Travel on a Grant

» Notify Risk Management for International
Travel

» Know who the travel coordinator Is for
your Department



Planning -Know Before You GO

» Where are you traveling to?
» Qvernight?
» High Rate Location?

» What are the per diem rates?
» Meals/Incidentals
» Lodging

» Conference



Planning -Know Before You GO

» How are you getting there?




Before the Trip

Reserving your travel itinerary

» Direct Billing
» Current Contracts ( )

» Campus Resources


http://pacs.oregonstate.edu/buyorange/travel

Direct Billing

Many vendors can bill OSU directly
» Hotels

» Airfare
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Car Rentals

>
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Ground Transportation

Some expenses may not be eligible for direct billing



Contracted Travel Agencies
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» Know who your airfare authorizer is
» City -Pair Fares

» Book up to the day of the flight

» Cancel or rebook - without penalty

» Fully Refundable and Transferable



Car Rentals
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Example Scenario:

»

»

»

»

»

»

»

Traveler: Jane Doe
Business Purpose: To present paper at Annual Conference.
Funding: XYZ10A
Location: Baltimore, Maryland
When: 11/27-11/30
Budget: $2,000
Estimated Cost:
» Conference Registration $250
» Lodging @ $177/night x 3 = $531
» Meals/Incidentals @ $65/day x 4 = $260
» Airfare / roundtrip plus fees @ $545
» Baggage Fees @ $25
» Shuttle to / from Hotel $50
» Shuttle to / from Airport @ $85
» Car Rental in MD @ $32/day x 2 days = $65

» Gas for Rental @ $ 25
» Total Estimated $1836



Travel Itinerary

» Make Reservations
» Hut Shuttle to PDX Airport
» Book Flight from PDX to Baltimore, Maryland.
» Enterprise Car Rental

» 3 Nights Lodging at Conference Hotel



PaCSTravel Services -

Calendar | Library | Maps | Online Services | jga Make a Gift Find people and pages

Procurement and Contract Services

About ¥ Contact FAQ Forms Projects & Solicitations ¥  Resources ¥  Site Map

Business Services > Procurement and Contract Services > Buy ORANGE > Travel Services >

4 Procurement TRAVEL SERVICES
» Goods & Services

» Personal & Professional  Travel Services Contractors

Contracts CLICK on the LOGO below to access contact details and contract information:

Construction Contracting

Arumano Travel = (23

Ear 1949

Business Centers

Azumano / Teel's Rate Comparison

Car Rental Information

CLICK on the LOGO below to access contact details and contract information:

BUY

ORANGE Hertz  lod

Provides information University Motor Pool

about contracted o )
goods and services Enterprise [ Hertz Rate Comparison

0SU Travel Policies

0SU Travel Policies
FIS 411-01: Air Transportation
Per Diem Rates — Domestic

Per Diem Rates — International



http://pacs.oregonstate.edu/buyorange/travel
http://pacs.oregonstate.edu/buyorange/travel

Campus Resources

Credit Cards

>

A\

» Travel Advances

A\

>

A\

Risk Management

» Student Health Services

A\



Credit Cards

» Procurement Cards (Pcards)

» Can be used for conference registration only
» Corporate Travel Cards

» Can be used for business travel expenses

» Personally liable for card
» Student Group Travel Cards

» Departments

» Business Affairs



Travel Advances

» Who qualifies?

» Employees over 0.50 FTE

» Grad Assts at 0.49FTE

» ONET T EOT woOil w? undw@ibED=pti TRavel > w
» What qualifies?

» $250 minimum

» Travel over 5 days

» Previous advances have been settled
» Documentation
» Breakdown of expenses

» Signatures are required



Risk Management Department

International Vehicle
Travel Accldents




Student Health Services




