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OUT OF STATE
TRAVEL REQUEST
Date/Initials
Traveler's Name Banner #
ug Campus Box # Ext Email Address
-g Department and Title
T'>; Departure Date: Return Date: Event Date to
= Purpose of Trip iyi-v$ 2 oayisisyestir kot WWhuugggiy WOUPEELUPLEULERLEPELEEPELPLOEPEPDYEYY
RSt
Airline — Would like the University to purchase. Attach a written quote from an é_gﬁ_r_q;/_e?q_s__tg_t_é_gg_e_ﬁg_\g
g Airline — Will purchase own ticket. A written quote from an éﬁ_ﬁf&_\?g_q_gfg:c_e__a_g_é_ﬁgil required.
LZ State Vehicle or Enterprise Rental
% Private Vehicle — MUST OBTAIN an airline quote from an 'gE)_B_rE)_\?g_q_s_t_gz_e__a_gé_ﬁggl 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)
Out of Pocket Expenses Direct Paid By University
(Via PO/Procard)
Transportation S S
otes: o Airfare —or-
Nt O Qental Vehicle PO/Req # @
Lodging S S
Note: Go to policyworks.gov/perdien for the Notes: o Req/PO # -or-
::ZX'ZET] e;:}?:r;torci:::;:zt::oggzﬁgsxsdhﬁ)t;;ng o Cardholder name/last 4 cc#k213 1 OKIMESR @
§ is pr’z)videdA
S Registration S S
3 ee [egistration pre-payment policy otes: o Req/ or
g Sec LeaRen e pRyment el Nt = Ea?d:c?lc?er name/last 4 cc#x2i3 1 OKIHIASR @
Q [INo registration
E Meals S
b Note: Go to policyworks.gov/perdient for meal rate
w per city. Per diem rate: $
Local Transportation S
it roted destnation wi be requreds | NS @
Mileage to/from S
OKC Ai t
(50 milesI;]paﬁ)r @
Miscellaneous S
Parking, business phone calls, tolls, fuel for rental
Total $ 0.00 $ 0.00
Total will be maximum amount reimbursed Total amount direct-paid by University
., Orgnumber/s to be charged: ¢201- I'mount LILII2GSR F20 iL: Cinancial Manager's Signature Sate:
g $
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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.
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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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	Instructions on calculating meals per diem
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	Refunds for University staff enrolled as s
tudent 
	Foreign travel requirements 
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