
Enc # __________________

Amount __________________

Date/Initials __________________

Traveler's Name _________________________________________________ Banner # _______________________________________________

Campus Box # ____________ Ext ____________ Email Address ___________________________________________________________________

Department and Title _____________________________________________________________________________________________________

Departure Date:___________________ Return Date:____________________  Event Date _____________________ to ______________________

Purpose of Trip όƴŀƳŜ ƻŦ ŎƻƴŦŜǊŜƴŎŜΣ ƛŦ ŀǇǇƭƛŎŀōƭŜύ __________ψψψψψψψψψψ_____________________________ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

5Ŝǎǘƛƴŀǘƛƻƴψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

 

________ Airline – Would like the University to purchase.  Attach a written quote from an approved state agency.

________ Airline – Will purchase own ticket.  A written quote from an approved state agency required.

________ State Vehicle or Enterprise Rental

________ Private Vehicle – MUST OBTAIN an airline quote from an approved state agency before traveling.  Please note:  The maximum 

amount you may be reimbursed for mileage is the amount that the airfare would have cost, had you flown.

Tag # ________________________________ (Tag # is required for reimbursement for miles used in a private vehicle)

Org number/s to be charged: ¢ƻǘŀƭ ŀmount ŀǇǇǊƻǾŜŘ ŦƻǊ ǘǊƛǇ:             Cinancial Manager's Signature                                                       5ate:

________________ $__________________                             ___________________________________________________________

________________ $__________________                             ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

________________ $__________________                             ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

________________ $__________________                             ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

Signature of Traveler _______________________________________________________                      5ŀǘŜ ψψψψψψψψψψψψψψψψψψψψψψψ
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CƻǊ ƛƴǘŜǊƴŀǘƛƻƴŀƭ ǘǊŀǾŜƭΣ ǇƭŜŀǎŜ ǊŜǾƛŜǿ ǘƘŜ ¦/h wƛǎƪ aŀƴŀƎŜƳŜƴǘ wŜǉǳƛǊŜƳŜƴǘǎ ŦƻǊ ¢ǊŀǾŜƭ ŀƴŘ ŎƻƴŦƛǊƳΥ

Travel office use only
OUT OF STATE

TRAVEL REQUEST
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  Out of Pocket Expenses Direct Paid By University
(Via PO/Procard) 

Transportation  $  $_________________ 
□ Airfare –or‐ 
□ Rental Vehicle PO/Req #________________________

Lodging 
Note: Go to policyworks.gov/perdiem for the 
maximum amount reimbursable.  Designated hotels 
are paid in full if documentation of designated lodging 
is provided. 

$  $_________________ 
□ Req/PO # ____________________________ ‐or‐ 
□ Cardholder name/last 4 cc#κƻǊƎ І ŎƘŀǊƎŜŘ  
 

Registration 
See registration pre‐payment policy 

$  $_________________ 
□ Req/PO # ____________________________ ‐or‐ 
□ Cardholder name/last 4 cc#κƻǊƎ І ŎƘŀǊƎŜŘ  
 

Meals 
Note: Go to policyworks.gov/perdiem for meal rate 
per city. 

$                         
 
Per diem rate: $ 

Local Transportation 
Taxis, shuttles, rental car (must be justified).  Receipts 
with noted destination will be required. 

$ 

Mileage to/from  
OKC Airport 
(50 miles max) 

$ 

Miscellaneous 
Parking, business phone calls, tolls, fuel for rental 

$ 

Total  $ 
Total will be maximum amount reimbursed 

$
Total amount direct‐paid by University 
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http://www.uco.edu/administration/pur-pay-trav/files/files-trav-forms-docs/travel-agencies.pdf
http://www.gsa.gov/portal/category/21287
http://www.gsa.gov/portal/category/21287
http://www.uco.edu/administration/pur-pay-trav/files/files-pur-forms-docs/registration-advance-prepayment-authorization-form.pdf
http://www.uco.edu/administration/pur-pay-trav/files/files-trav-forms-docs/travel-agencies.pdf
http://www.uco.edu/administration/pur-pay-trav/files/files-trav-forms-docs/travel-agencies.pdf
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http://www.uco.edu/administration/pur-pay-trav/files/files-trav-forms-docs/risk-management-foreign-travel.pdf
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Sticky Note
Total amount approved includes all direct-paid expenses and out-of-pocket expenses.
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Sticky Note
If paying by Procard, please include cardholder's last name, last four digits of Procard, and the org that was charged.  This amount will be included in the total amount approved for trip.
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Sticky Note
If paying by Procard, please include cardholder's last name, last four digits of Procard, and the org that was charged.  This amount will be included in the total amount approved for trip.
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Sticky Note
The travel request must have all required signatures and airfare quote from an approved state agency before airfare is purchased by UCO.
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Sticky Note
Rental cars cannot be reimbursed unless accompanied by a letter of justification explaining the business necessity of the expense.  This letter of justification must be signed by the financial manager.

Shuttle/taxis will only be reimbursed to/from the airport, unless other transportation for business is required.  Documentation of the business necessity is required.

jshelton24
Sticky Note
The maximum amount that can be reimbursed for mileage to the airport is 50 miles.  Current rate may be found on the Purchasing, Payment Services, and Travel website.

Tag number is required for reimbursement.
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