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For group travel, it is always helpful if there is a point person (referred to as the Department Travel Arranger or 

Lead Traveler) who is involved in organizing and planning the trip; this may be a graduate student who is 

attending a conference with undergraduate students, a faculty member leading a trip to a research site, or a 

staff member coordinating travel for an alumni group. 

 

Corporate Travel Planners (CTP) can arrange group travel for 10 or more travelers and can assist in arranging 

group travel for groups of 9 travelers or less. CTP will work to ensure travelers remain together throughout 

the trip and can help facilitate contracts, which may be needed for some group travel.  

 

Group travel still requires an approved Pre-Trip Travel Request, but for groups of 10 or more travelers, the 

Department Travel Arranger may submit one request for the entire group. We have outlined the process of 

planning and booking group travel with CTP through the instructions below. 

 

When the group returns from traveling, please refer to the After Group Travel document for instructions of 

reporting the trip based on group size and traveler type.  

 

Considerations for Group Travel 
CTP can help to arrange airfare/train tickets, car rentals, and hotels, however, any other travel coordination 

needs to be done externally by the Department Travel Arranger, including OSU Motor Pool reservations, 

charter buses, airport shuttles, and Enterprise van rentals. A T&E Card can be used to pay for these rentals. 

 

Who, What, When, Where, Why, How 

Who & What 

The first consideration is what type of travelers this group will consist of:  OSU faculty or staff, 

non-OSU guests, OSU students, or a combination. If you are planning group travel for OSU 

students, please reach out to our office to determine the appropriate process to use.  

 

https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/grouptravel_procdoc2_aftertravel.pdf
mailto:Travel@oregonstate.edu?subject=Group%20Travel%20with%20Students
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OSU faculty and staff will have access to Concur while non-OSU guests will not, and 

depending on the size of the group, this will affect how travel requests and reports will be 

submitted, and how claims for business-related out-of-pocket expenses will be handled. 

 

Another consideration is the size of the group: large (10+ travelers) or small (9 or less travelers). 

CTP has a department that specializes in large group travel (10+ travelers), but they are also 

able to accommodate smaller group travel (9 or less travelers). The size of the travel group 

depends on which department at CTP will handle the group travel arrangements. 

 

When & Where 

To plan group travel effectively and efficiently, you’ll need to determine when the travel needs 

to occur, including when the group needs to arrive by and when the group needs to return. 

Another important consideration is where the group will be traveling to, as this may affect the 

mode of transportation the group needs to use. 

 

Why 

The reason for the group’s travel is essential in determining whether the travel can and should 

occur. All travel paid for by OSU must have a business purpose:  

 

A statement that adequately describes the expense as a necessary, reasonable and 

appropriate business expense for the university; and confirms that a particular good, service 

or activity supports or advances the goals, objectives and mission of the university. 

 

How 

The last consideration relies heavily on the answers to who, what, when, where, and why; your 

responses to these previous considerations should help you determine how this group travel 

needs to occur. 
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Paying for Meals & Incidentals, Transportation, & Lodging 

After determining how group travel will occur, another important consideration for group travel is 

how the group will pay for expenses during their travel. 

 

Travel & Expense Card 

We strongly recommend that the group has at least one traveler have a Travel & Expense (T&E) 

Card; this can be either the Department Travel Arranger or Lead Traveler (faculty, staff, or 

student). A T&E Card reduces the out-of-pocket costs associated with the group’s travel. 

Requesting a T&E Card is a two-step process: 

 

Submit a Request for a T&E Card through Concur 

First, you’ll need to submit a request for a T&E Card through Concur.  Please do this 

as soon as possible as it may take up to 7-10 business days to receive your card after 

your request has been approved. 

 

Watch OSU Policy Video for University Credit Cards 

After you submit your request, you’ll need to watch our video on OSU’s policy for 

university credit cards. Be sure to answer all the questions and click submit after 

watching the video. 

 

Cash Advance 

If the group consists largely of students, and meals are not provided or paid for by the 

Department Travel Arranger or Lead Traveler, we strongly recommend that the Department 

Travel Arranger submit a Cash Advance with their Pre-Trip Travel Request. A cash advance 

can be submitted, allowing students to pay for their meals & incidentals without needing to 

use their own funds and wait until after travel concludes for a reimbursement.  

 

 

https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/procdoc_creditcardrequest_v2.pdf
https://beav.es/3Ls
https://beav.es/3Ls
https://beav.es/3Ls
https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/procdoc_pretriptravelrequest.pdf


Group Travel: Before Travel 
CONSIDERATIONS AND INSTRUCTIONS FOR ARRANGING GROUP TRAVEL  

FOR GROUPS LARGE (10+ TRAVELERS) AND SMALL (≤9 TRAVELERS) 
 

 

Last updated: 12/02/2021  Page 4 of 14 

A Cash Advance allows OSU to provide cash-in-hand before travel occurs to the Department 

Travel Arranger, who can distribute the cash amongst the group before the travel occurs or 

upon arrival at the destination.  

 

Before receiving the cash, students will need to attest to receipt of funds and acknowledge 

proper use of funds. Documentation will need to be submitted during the Cash Advance 

Reconciliation process showing that the student has attested to receipt of funds and 

acknowledged the proper use of funds. You can download our Cash Advance Log for use in 

tracking distribution of the cash advance to students participating in group travel. 

 

Download Excel Cash Advance Log: 

https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/grouptravel_cash

advancelog.xlsx  

 

Transportation 

OSU Motor Pool is an option for ground transportation. Their selection or vehicles includes 8 

and 12 passenger vans, and they offer gas cards for fueling up their vehicles while traveling. 

Motor Pool can direct bill campus units and departments, so you will not need to use a 

Department Card or T&E Card for their services. 

 

Groome Shuttle may be an option if you are flying out of PDX. Department Travel Arrangers 

can use a Department Card or T&E Card to reserve seats on the shuttle. Department Travel 

Arrangers will need to see if reservations for large groups can be made by calling 1-877‐693‐

3785 or visiting their website: https://groometransportation.com. 

 

Lodging 

While CTP can help you reserve lodging, you will need to provide payment at the time of 

check-in. 

 

https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/procdoc_pretriptravelrequest.pdf
https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/grouptravel_cashadvancelog.xlsx
https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/grouptravel_cashadvancelog.xlsx
https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/grouptravel_cashadvancelog.xlsx
https://transportation.oregonstate.edu/motorpool
https://groometransportation.com/
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Use your T&E Card to pay at check-in. 

If you have a T&E Card and will be traveling with the group, you can use your T&E Card 

to pay for the lodging of the entire group. 

 

or 
 

Contact the hotel to get a credit card authorization form.  

The credit card authorization form can be submitted before traveling to the hotel to 

allow the hotel to charge a Department Card or T&E Card that is not physically present 

at the time of check-in. This is especially helpful if no one in the group has a T&E Card. 

 

Instructions 

Step 1: Download and Fill out Traveler Template from OSU 

For CTP to arrange and reserve travel, they will need information on the travelers, such as: legal name, 

date of birth, gender, contact information, and accessibility needs. The easiest way to compile this 

information for CTP is to download the traveler template excel sheet provided by OSU. The 

Department Travel Arranger will need to provide this filled out template when submitting  the Pre-

Trip Travel Request in Concur and when filling out CTP’s Group Travel form. 

 

Download Excel Traveler Template: 

https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/grouptravel_travelerte

mplate.xlsx 

 

Save Excel Sheet as PDF 

After filling out the Excel template, you will need to save the Excel sheet as a PDF as Concur 

only allows PDFs or image files to be uploaded.  

 

https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/grouptravel_travelertemplate.xlsx
https://secure-ctp.forms-db.com/view.php?id=113460
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From the Excel workbook, select File from the menu bar and then click Save as Adobe PDF; a 

window will popup. 

 

 

 

In the popup window, select Fit Worksheet to a single page and click Convert to PDF. Select 

the name of the PDF that is generated, as well as the location of where the file will be saved on 

your computer.  

 

Step 2: Submit Pre-Trip Travel Request in Concur 

Per the updated OSU Travel Policy (https://fa.oregonstate.edu/fiscal-policy-program/03-140-401-

travel), multi-day trips and trips with airfare require an approved Pre-Trip Travel Request on file 

before travel can happen.  

 

If you are submitting a Pre-Trip Travel Request for a group of students who will be traveling, be sure 

to read our section on cash advances, as a cash advance will significantly help reduce out-of-pocket 

expenses for students’ meals. A request for a cash advance should be submitted in the trip request. 

https://fa.oregonstate.edu/fiscal-policy-program/03-140-401-travel
https://fa.oregonstate.edu/fiscal-policy-program/03-140-401-travel
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Depending on the group size and the type of travelers within the group, we have provided guidance 

on who and how to submit the Pre-Trip Travel Requests necessary for your group’s travel. 

 

Small Groups (9 or less travelers) 

OSU Faculty/Staff 

Each OSU faculty or staff will need to submit their own Pre-Trip Travel Request in 

Concur. 

 
 

Non-OSU Guests 

The Department Travel Arranger will submit one Pre-Trip Travel Request in Concur 

for non-OSU guests and will upload the PDF Traveler Template to their request before 

submission. Please see below for instructions on how to attach the PDF to your Pre-

Trip Travel Request. 

 

OSU Students 

Please contact our office for guidance on planning for student group travel. 

 
Large Groups (10+ travelers) 

The Department Travel Arranger will submit one Pre-Trip Travel Request for the entire group 

in Concur & will upload the PDF Traveler Template to their request before submission.  Please 

see below for instructions on how to attach the PDF to your Pre-Trip Travel Request. 

 

Upload Travelers Template to Pre-Trip Travel Request 

Before submitting the Pre-Trip Travel Request you will need to upload PDF Travelers 

Template.  

 

From your request, click Attachments and then select Attach Documents. 

https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/procdoc_pretriptravelrequest.pdf
https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/procdoc_pretriptravelrequest.pdf
mailto:Travel@oregonstate.edu?subject=Group%20Travel%20with%20Students
https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/procdoc_pretriptravelrequest.pdf
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Upload the PDF version of the filled-out template from your computer. Once the document 

has been uploaded to the request, click Submit Request and your request will be sent to 

supervisor and/or budget authority for approval. 

 

Pre-Trip Travel Request Instructions 

• PDF: 

https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/procdoc_pret

riptravelrequest.pdf 

• Video: https://media.oregonstate.edu/media/t/1_ha7y1wwa  

 

Step 3: Submit CTP’s Group Travel Request Form 

After you submit the Pre-Trip Travel Request you will need to also submit the Group Travel 

Request Form through CTP’s website. Based on the size of the group, it will be routed to the 

appropriate personnel at CTP for arrangement. 

 

https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/procdoc_pretriptravelrequest.pdf
https://fa.oregonstate.edu/sites/fa.oregonstate.edu/files/Baff/Travel/procdoc_pretriptravelrequest.pdf
https://media.oregonstate.edu/media/t/1_ha7y1wwa
https://secure-ctp.forms-db.com/view.php?id=113460
https://secure-ctp.forms-db.com/view.php?id=113460
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Date Requested 

The date in this field populates to today’s date, but you can move it to a later date if needed. 

 

Name of Contact Requesting Travel 

As Travel Arranger, enter in your first and last name. You will be the point of contact for CTP. 

 

Preferred Method of Contact 

If CTP has any questions or needs more information, they will contact you via your preferred 

method of contact. Please select either email or phone. 

 

Group or Organization Name 

Enter in the name of the group, club, organization, or class form whom you are arranging 

travel. (Examples:  Winema 4-H Club, Global Supply Chain class, Model UN Club) 

 

How many traveling in group 

List total number of travelers, including faculty, staff, students, guests, chaperones 
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Email of Contact Requesting Travel 

Enter in your OSU email address. 

 

Phone of Contact requesting travel 

Enter in the best phone number where you can be reached. 

 

 

Travel Services Needed 

You will need to select if you need airfare, lodging, or ground transportation for your group. 

Select the corresponding checkbox if you need CTP to book those services for your group. 

 

Destination 

You can specify an airport or city that your group needs to fly into with this field. 

 

Flexibility on Departure or Arrival 
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If your group has any flexibility with departure or arrival, you can select the appropriate 

response from the drop-down menu. If you answer yes to any type of flexibility, you will be 

prompted to provide details on your group’s flexibility. 

Possible Responses 

• Yes, Both (answer if you are OK with flexible departure AND arrival) 

• Departure Only (answer if you are OK with flexible departure but NEED a 

specific arrival time/date) 

• Arrival Only (answer if you NEED a specific departure date/time, but are OK 

with a flexible arrival) 

• Not Flexible (answer if you NEED both a specific date/time for departure and 

arrival) 

 

Flight Minimum Connection Time 

In this field you can request to have a certain amount of time between your connecting flights 

for your group; please advise of the time needed in minutes (i.e., 45 minutes, 90 minutes, 120 

minutes). 

 

Departure Date and Time 

You will need to provide the date and time that your group needs to depart. 

 

Return Date and Time 

You will need to provide the date and time that your group needs to return. 

 

Details on Flexibility of Departure or Arrival 

If you responded that your group has flexibility with departure and/or arrival, you will need to 

provide details on what is flexible for your group. 
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Agent Call 

If you would like to discuss your group’s travel with an agent, select Yes, at number provided 

from the drop-down menu and a CTP agent will call you at the number you have provided on 

this form. 

 

Email Initial Quote 

If you need an initial quote of how much this group travel may cost you can select Yes from 

the drop-down menu and an agent at CTP will send you a quote via email. 

 

Upload a File 

In this file upload field, you will need to upload your PDF with travelers’ information. You can 

upload multiple files and can include other helpful information for the CTP agent booking your 

group’s travel. 

 

Additional Notes 
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You can add notes to help the CTP agent book the best travel possible for your group, such as 

if your conference is at a specific hotel or if you need an accessible transportation option 

to/from the airport. 

 

CTP Group Travel Form:  https://secure-ctp.forms-db.com/view.php?id=113460  

 

Step 4: CTP Follows-up 

CTP Group Travel will contact the Travel Arranger via the preferred method (phone or email) as 

specified through the online form and will work to reserve and book the group travel. CTP direct bills 

airfare/train charges and expenses appear in the appropriate profiles in Concur. 

 

Small Groups (9 or less travelers) 

OSU Faculty/Staff 

Direct bill charges will come to the OSU faculty and staffs’ Concur profiles. 

 
 

Non-OSU Guests 

Direct bill charges for non-OSU guests will come to the Department Travel Arranger’s 

Concur profile. 

 

OSU Students 

Please contact our office for guidance on planning for student group travel. 

 
Large Groups (10+ travelers) 

For large groups, direct bill charges will come to the Department Travel Arranger’s Concur 

profile. 

 

 
 

 

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsecure-ctp.forms-db.com%2Fview.php%3Fid%3D113460&data=04%7C01%7CJessica.King%40oregonstate.edu%7Cbe13184ffb6349b7c44008d9aaca966d%7Cce6d05e13c5e4d6287a84c4a2713c113%7C0%7C0%7C637728609366226723%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=cLZDhcFcEgMP43cuw9AcV5vNk%2BrZOOvFPzDCeEWXQjI%3D&reserved=0
mailto:Travel@oregonstate.edu?subject=Group%20Travel%20with%20Students


Group Travel: Before Travel 
CONSIDERATIONS AND INSTRUCTIONS FOR ARRANGING GROUP TRAVEL  

FOR GROUPS LARGE (10+ TRAVELERS) AND SMALL (≤9 TRAVELERS) 
 

 

Last updated: 12/02/2021  Page 14 of 14 

 

 

Questions about travel, expenses, university credit cards, or using Concur? 
 

Contact us! 
 

Email:  travel@oregonstate.edu Website:  fa.oregonstate.edu/travel-and-expense 
 

For Travel & Expense communications and updates, please sign up for our listserv:  
lists.oregonstate.edu/mailman/listinfo/travel_and_exp_updates 

 

 

 

 

 

 

 

 

  

mailto:Travel@oregonstate.edu
https://fa.oregonstate.edu/travel-and-expense
https://lists.oregonstate.edu/mailman/listinfo/travel_and_exp_updates
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