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Mary Justice, Sr. Manager Central Disbursements 

Travel Office  

 
2525 SW First Ave., ADP Plaza Suite 201  
Mail Code AD201  
Portland, OR 97201-4753  
Tel: 503-494-4714  Fax: 503-494-2151  
 

Summary of Services  

•  Processing Travel authorizations and travel reimbursements  

 

Contacts  

                       Title                     Phone              Fax 
   
Diana Sherman    Travel Auditor               503-494-2164      503-494-3299  
 
Mary Justice        Sr. Manager               503-494-4714      503-494-4973 
                   Central Disbursements 



OREGON

Mlleage and Per Dlem Rates:

Mlleaqe:

r Rate as of 1/1/07 is reimbursed at 48.5 @nb per mile.
r Rate as of '111/06 is reimbursed at rg.5 cents per mile.

Meal Per Dlem:

. US: Breakiast $10.00, Lunch $15.00, Dinner$26.00,
or recEipts for acfual meal costs,

. Foralgn: see Individual Cides at lF}lhestate_Depcrt!0gnllfitelste.
Use the mgals and incidental expense column (M&lE).
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OREGON
HEATTH

&SCIE

Latest Travel Updates

* ImporbrrtRqninder:

f Wu haw obt tavd torrr6 pttt td out plea6;a dlscard th6m and usa tha mgs,t cunet t lorm8"

Tavel Relmbursements:

To verify processed travel payments for emplo!€es,
please review your Discoverer Report -

ASCODW HRDW Employeo labor Dlstlbuflon Summary by GL perlod.
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Prior to Travel  
Ask the traveler to complete the pre-travel worksheet.  This work sheet is for 
your internal department use only. A completed worksheet will provide you 
with the information you need to make all of the necessary travel 
arrangements.  

When Travel Has Been Completed  
Ask the traveler to complete the post-travel worksheet.  This work sheet is for 
your internal department use only. A completed worksheet will provide you 
with the information you need to complete a travel reimbursement with ease.  

 

Domestic Travel by Car 

 Prior to trip

      1. No preauthorization is required .  

: 

      2. Reserve a rental car if required.  

      3. Make lodging reservations if requested using traveler’s credit card. See the                                
lodging section of the Travel Procedures document.  

      4. lf purpose of travel is to attend a conference, register the traveler for the 
conference.  See the Conference Registration section of the Travel Procedures 
document. 

When trip is completed

1. Submit reimbursement form including required receipts.  See Travel Reimbursement 
Form Instructions.  If required receipts are missing, include missing receipt form. 

: 

 
2. Retain copy of reimbursement and accompanying papers for three years. 

http://www.ohsu.edu/xd/about/services/financial-services/forms/upload/preTravelA.pdf
http://www.ohsu.edu/xd/about/services/financial-services/forms/upload/PostTravel-Worksheet_Mar09.docx


(2) lnbrnafon contalned on th€ expansg rgport and in the attached docum€ntation is accuEte
and in accordance wih this policy.

(3) The expendifure is charged to the prDp€r accounl

(4) The travel exp€nse meeb applicable sponsor guidelines.

4. Responslblllty of OHSU DEpartrnent Trayel Coodlnator€

DeparfnEnt Travel Coordlnators shall verify that ag€ncy tcketing has occuned for their tavel€rs
and shall promptly cancsl unrrranted reervaions.

5. R*ponslblllty of Travelen

A TravElers are responsible for efiEc-tive trip planning and to assure OHSU funds are prudenty
spEnL

B. ThE sbndard Travel Authodzation Forn must ba submitted prior to departure br business trips
that rEquire ah or rall ticketng. Reservatons made through the OHSU conhacted agency,
whether for employees or non-€mployees, cannot be ffcketed without submission of a completed
Authorization Form to Accounts Payable.

C. Airfare shall be ticketed through the corporate contracted agency unless;

(1) Trav€ler ls not an employee and lt is agreed, in advancD, that the traveler wlll personally
obtain a ticket at an accEptable pdce to the department and be reimbursed by OHSU; or

(2) ThE department is safisrying a sponsored project agreEment, which may r€quire some
utilization of certified small businesses; or

(3) A savings can be realiz€d through altematE sources.

D. Non-OHSU agency ticketng will be reimbursEd to the purchaser after the completion of the
tip.

E. Travelers are r€sponsible for paying for their various trav€l expenses via credit card or
ananging for a bavel advance up to thirty (30) days prior to travel. Advancgs are not available to
non-employees.

F. Meals are reimburs€d at a per diem rate or based on actual itemhed recelpb. Methods cannot
be comblned during the same fip. Domestic travgl meals are based on tre OHSU per dlem rat€
fuund at www.ohsu^eduifinanceltravel/index.shfnl, while breign travel meals folloi/ the Federal
Guidelines p€r city locaton as bund at www.state.oovlm/a/als/prdrfl/. ExcEpt as the Presidont or
OHSU policy provides othorwise, alcohol costs shall not be relmbursed.
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G. The mileage reimbursement rate tor uge of a p€rsonal vehiclE shall be equal to the federal rata
at the time of Favel as found at www.irs.oov. Local mileage between work places may be
reimburs€d if not served by OHsu-provided altemative transporhfon means or as otherwlse
approved by the applleble fiscal authodty.

H. lncremental tavel @sts for companions of thE taveler will not bs paid by OHSU, excspt in the
case of the spouse of a job recruitment candidate if a second inteMeiv ls requested by the
departrnent

l. lnsurance and collision damage waivers ofrered through rental car agencles for businEss tavel
in the Conffnental United Stabs, Alaska, Harvail and Canada should not be aoepted and are not
reimbursable because they are redundanl of insurance coverage provided by OHSU. Insuran@
in foreign counbies othef than Canada is re@mmgnded and the cost is reimbursable.

J. All tsavelers must submlt an accounting of all tavel expenses incuned upon the completion of
the hip. Employee favelers must revierv and sign their ourn Travel R€imbursem€nt Requests.
Travslers may not authorlze reimbursement of their own expenses as the fiscal authority.

6. Responslblltty of CsntIal Flnanchl Servlc6 (CFS)

A CEntral Financial SeMcas (CFS) Ehall maintain a buslne$ eleens€ reimbunem€nt
arrangement that me€ts sp€cific condltions of the IRS Qualifi€d Plan Rules, as well as the
guidelines of other regulatory agencies. Designation Es an IRS Qualtfied Plan will insure that
payments madg ior travgl advances and relmbursemenb will be considered non-to€ble for the
business traveler.

B. Accounb Payable shall promptly reimburse authofized buslness favel costs that are properly
documented and approved within the guidElinBs of OHSU policy.

C. CFS may provide forms, protocol and othgr procedures deemed necessary or convenient to
cany out this policlr.

7. Exceptons

The Compfoller may authorize an excgption !o this policy on a case-by-case basis when to do so
w|ll llth.:judqmglgf l[e qeffTry.:g*fladfncejHSU'sinterests.
Backgrcund:

Related pollclee, prcccdurEo and formsr

.@

. Pollcv No. 0640{01, Travel and Expsnses of Non-Univellsfw Emplove€$
o Pollcv No.06-60{115, Movlnq Exp€nec

Responslble offlce: Corporate Flnanclal Serv|c6
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Pr{or!o Travel

Ask the traveler to complete the oretravel workshet This worksheet is
for your internal departnent use only. A completd worksheet will provide
you with the information you need to make all of the necessary fiavel
anangementB.

lYhen Travel Hag Been Completed

Ask the traveler to complete the ooot-tavel workhet This worksheet is
for your intemal departflent us€ only. A compteted worksheet will provide
you vrith the information you n@d to complele a hvd reimbursement with
ease.
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hnesdcTravel bvCar

PrilorfofrIo;

1. Nopreauthorffion iErequired.

2. Rrerve a renbl car il rcqueded.

3. lilake lodglrlg reoervadons if regueted uslqg tavelefs oedlt
card. S@ th6 !g!E!EEg@ of the Travel Procsdur6
document

4. lf prpee of tarel ls to atend a conbrence, rcgHer the
hveler for the conferen€. Se thE 9SqEtrlCgBgE@!9!
secdon of thg Trav€l Produe document

Wtwrfrlolscrclttotdpdl

1. Submft relmburementbrm lncludlry r€gdrd recehb. See
T|aV6I Rehnbu|Bsment Form ltEtrucdons

2. Retaln copy of rdmhrcemont and accompanying papeB for
three yano.
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Dometic Tnvel by Train or Plane

Prlortotls:

1. Ask traveler to complete plgj@lyorEheat and make
r€ervationg. See Hou io rnake Ttanaportadon Ros8|vaflons.

2. lf taveler reguire a hayel adtanoe, complete a Disburc€ment
Requst form. See the Treyol Adnncos socdon of tre Travel
Procedure dos.menl

3. Fax dlsbursement form if advance is rcquqted to OHSU
travel ffics at 4-2151.

4. Reserve a rBntal car if r€quested.

5. Make lodging rBervaffone if requesH using travelefs credit
card'

L f purposo of travel is to dend a conferen@, regisfier the
taveler for the conference. See the Confersncs Roqlffaton
sscdon of the Travel Procedure doqrment.

Wlpindphaabgrlitcrlmoleted:

1. Submit reimbursament form induding required re€ipft$. S€€
Travgl Belmbunomont Form Inshucilons, OHSU Travel Fom,
Examplo Travel Form. lf requlred receipb are missing, include
mlsslnq recefbt iorm.

2. Rotain copy of reimbursemeff and accompanying papers for
thre€ y€ars.

OHSU Travel Handbook 5O7 Page 9



How to Regerve a Renhl Car

1. Call Azumano Travel at 86F2914480 to rserve a rEntal car.

{r-

1. Catl the Barbur Blvd. Brandt Enterprise at n+g7-n\O. Hours are
7:30am - 6:00pm ill-F and 9:00am - 12:00 noon Saturday.

2. Announce thst you are calling from OHSU and ruani io reeerw a nehicle.

3. Traveler has lhe opton of.

. having ihe vehicle delivered and pic&Bd up on campus;

. having Enterprise pick them up d an ofidte loodon (incJuding
home); or

. pickilng the vghide up lhemselv€ at the nearet Enterprise loefon.

4. lnstruct fraveler to provide Enterpriee with a ddver,s license and OHSU
lD or bueincs card. Traveler can opt to:

. have rental co€b charged to his/her credit card and rcquest
reimb{.reement from the departnent, or

. gfue Enbrpfise the deparrnent mailode d the tme of rentral and
requet dired bllling.

5. Insfuud haveler NOT to purchase renbl car insuancs. Traveler8 are
@vered under OHSLfs travel and a@ident insurance policy while traveling
on busin@.
lollowilg ldum of the rental vehicle, f dhect billng r,ms requested,
Enterprise will s€nd the invoice directly to ihe deparUnent. Deparfnent
fiscal authority will rerib 'OK to pay", account string information and
signafure on the lrnoice and fax or mail to Accounts payable, AD220.

See the Renial Gar sesdon of the Travel Procedure document.
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How io lf,ake Tnnsportadon R@tvafions

1. Corfiad OHSU's contsacted tsavel agency (Azrmano TraveD at 86&291-
O460 or go on-line to !Ig!&gEg!tlrt!!949!!U9!gg . When maldng a
r6en alion elfier by calllng Azumano Tmvd diredly or using their new on-
line tool, you will be rcquhed to eupply a Travel Authorization Numbr, an
Alias that the reorvafion should be charged to and an Object Cde. Travel
Authorizdion Numbon can be rquested by completng the "Request for
Batch of Travel Aifiorizdion Numbep'form available at
htto:llozone.oheu,edstnnanclalrtsvefind€x.shtml

Oblec{cod€FJott?vel arct

fil{lD for Domedc hvel
6illlF for Foreign travel
6ill9 for Recruitnent Non-Employee
6321 Moving E:eens€ - Non-taeble

s For cladficstion on DomdicfGanadian w. Foreign bwel pleaee visit
hlb:notenbZnlh.sov/or|nwpollcvtnlhooq 200{toart lls 4.htdTravel

On@ your tlp has ben booked a confinnafon of your reervaton will be
faxed to you.

lf you chooee to make your reervations through lhe Aarmano on-line tool,
foilov, th€ steps in the Setf Regisffiion guide to r€gister yourself as vrell as
any olh€r employeos that you coodirde favel for. The link to the Setf
Regisffion Guide is httpJrww,a?mano.comrobuoRsom6.pDF

For stefby€tep inslru{flons on hor to creale a person profile or make a
fiavef reservaiion refer to ths Quick Referenoe Guide at
htto:lftvmv,azumano,com/ohauORQRG,PDF

There ls algo an online tutorial available for your convenience, whicfi offers
further guidance for using the Azumano on-line lool. . Once you're
rqister€d ln the Aamano on lins tool, if you navigate to the Travetport
Home page, on the left hand sidE of the screon click the on-line trtorial
option.

Note: Employe€s are not requitEd to make alr ard rail reervdions lhrough
OHSU'e contsaded bavel agency. Employw are encouraged to use otter
rasoure such as the internet if a coot savings can b rcalizd.
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Travel Advances

A favel advance is available-from Accounts payable rflthln 30 darrc of deoartrre.
Advance are restriclbd to OHSU employeeswtro:

Require cash to cover the cost of incidental out-of-pocket bavel expenses such as taxis,
mals, and tips wherc use of the qdit card is not iossible or pract'cal.

Rquet repayment for charge (including airfare tickEts or hotel paymenudeposits) that
lryg F.l pai{ for in advance by a penonarvlsA payment muit 6e in tne ionn ot a
TRAYELADVANCEand must be reconclted on thetavel reimbursEmentform once
bavel ie complete.

Travel expense disbursemenb otherthan conferene registration fees made to a
baveler pdorto a tip must be issued in the form of a hvel advance.

All tavel advances must be substantated upon completion of the tip. Debited reeipts
aseociatd with a bavel adv-ancE and arry_additional out of pocket elfoense receipts 

-

must be submitH along with the TmvEf Reimbursement form.

one advane ls allowed per trip, and one adrrance can be onbfianding for a taveler at
any one time. The advance amount requested ehould be the minimu-m neceesary to
cover anticipated epense. AdvancE amounts for meals are limibd to 7Eo6 of the total
perdiem allowance.

To obbin a tavEl advance, the tsaveler must complete a Disbursement Request Form
and submit it to the OHSU Travel office. Depatunent accounb will not be iharsed for
advane until expense are substantiated upon completion of bavel. The addnca witt
be induded in the employee's following bi-weekly payctrectc

Accordlng to lRs guldellnes, travel €rpansea muet be subtantated wtthln 60
days followlng fis ttp lf frat does not occur, tre en0ns adlence wlft be
expsnssd b the depattnent or pnDlect and oHSU la requird to conslder tfte
hvd advancs as taxable Incfie b the emptoyc. The-haveler wlll be conta6d
15{0 days prlor to thls acdon.
OFISU Travel Handbook 5/07 Page 12



TRANSPORTATION - AUTOMOBILE

Rental Car

Rental Gar tlsase Gqldelln€

Travelers may rent a car for busincs travel when drMng is morc @nvenient and lee
expensive than airline or rail travel or it is necessary to fiansporl equipment or
materials.

Travelers may rent a car at their destination whEn it is the moct convenient or leasl
gxqengive mode of transportation. Expensive rental rates and parting cosb, in addition
tl.lfie lack of avaitable parking, generally make vehicle rental in targl cities impractical.
Albmative modes of transportalion such as taxis and airport or hotel ehutues sfiouE bE
given first considEration.

Allemployees- rcniing cars must comply with all rentral agency requirements such as
lMng ddve(s) on $e rental agremeG age reticffons, locition'or state of operalion,
etc., as well as all sHE and local lans goveming oprdion of a molor vehicle.
vloBtons of any requir,epe$ of tle lar ldrMng underlhe influence, faffc violations,
careles or reckles ddving) are the employee's penonal liability.

Glase of Servlce - Rental Car

Travelers are rcquired to use economy (subcompact). compac,t or mid-size cars.
Trayglers are responsible for daily rental ccb In exGs of ihe approved class codE. ln
certain circumstane (number of indMduals traveling together) in exception to this
!!mit may be authorized, but it must b€ erplained in wrtting and iubmited with the Travel
Reimbursement Form.

Plofened Renhl Gar Provlderrs

use of conhacGd rates ie highly encouraged, and is avaitable through the hanef €encyor by contading the 9HSU Contacfs or Travel departnsnts.

Ardrorized Renbl Gar Drtuers

(AIl of thefonotrdng tnfonmfon *s sublorfE rwlewand edttby RIek
Management)

All indMduals who intend to drive the renblvehicle must be listed on the rental
agreement for insunance purposre.
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Rental Gar lnsumnce

Only OHSU employee and shrdents, who are renting vehiclc for OHSU business
purposes, are covered underthE OHSU insurance plan. Spouses, friends and olher
non-employe llsted drivers arc orcrcd only under insurane provided by the rental
oompany or under the ddvers personal insurance. Cost of this insurance is not a
reimbursable elpense.

PerTmvel Policy, insurance and collision damagewaiver cosb offerd through rental
car agenci* for OHSU busines fawl in the contnental United Staies, Alaska, Hauraii
and Ganada are not reimbursable. This coverage'ts not necessary.

Renhl CarAccldenb

ln the event of an accident invoMng another vehicle, or other property damage, during
business tavel, it is the reponsibility of the hvdEr to exchange the typical information
with the other ddver(s). This exchange will include personal insurance information.
OHSU will assume the insumnce coverage and adminisfrative coordination requhd
upon notification of the accident to the Risk Management Departnent

Renial Car Relmburgamsnt RoqulrBmsn6

The original car rental agreement receipt is requircd for reimbursement with record of
payment

OHSU Travel Handbook 5/07 Page 14



ConfercncE Reslstnaton

Conference regisfration should be made using the Corporate Purcfrasing Gard ortre
travelefs credit card when pesible. lf the hder paid the vendor by credit card or
ched<, reirnbursement may be processed uia Disbursement Form prior to &avel or via ,
the OHSU Travel ReimburcErnentiorm upon completon of hvel. Please include a copy
of the rqls&ation information and reoord of payment (copy of regisfiation receipl opy
of detailed qdit card stabment or @py of the front and back of the canceled ctreck).-

Paymer6 other than Gonference Regisfuation Fees madE to traveler prior to travel must
be processed as a Travel Advance via the OHSU Disbursement form.

lf cflarg€s u/iqbe paid from a grar4 please check with the departnent of Sponsored
Prciect Adminisffion for prior authorization of elfndihrre

The cost of excursion/entertainment offered at an additional fee as part of a conferenca
is considercd a personal expense and is not reimbursablE.
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Travel Aqencies

The OHSU contracted travel agency is Azumano Travel (since Aug. 1998). Four agenb
work with OHSU departnents to provide quality seMce and the lowest avaihble cosb
their network can provide. Azumano's govemment office is locatd in Vancower, WA

Forreeryadons:

Phone (866) 291-0460,
Fax (800) 71*5432 or (360) 253-Wi6,4,
Intemet htto:/Aewvrr.azumano.con/ohsu

Regularbavelers should complete a perconal profile with Azumano to ensure all
pertinent details and travel preference are met in the reservation pKrcess.

Indepth plocedures forwofting within Azumano Reervation and Trcketing guidelines
can be found in the Travel Goordinato/s Handbook on the Aanmano/OHSU site
mentioned above, and on the OHSU Travel web page:'@
Reservations'
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MEALS

Class of Ssrvlce - Meals

Travelerc should purchase meals at reasonably priced standard class r*taurants.
Tlavelers mayelecil to be reimbursed for personal meals based on actual expens€
within the meal rate guidelinE or a per diem basis (oee belorv for a more detiild
explanation). Traveler must seles't the method ior reimbursement (actual or per diem)
and apply it to the entire tip. MMng reimbursement methods for the sarne trip is not
allowed.

Personal Meals

Personal meals are tfie meal expense of the traveler on a business tip.

Budnes ltfeale

Businw meab, while &aveling on Universitybusiness, are meals taken with
coll@9u6, donors, etc., during wtrich specific business discussions take place.
Employees will be eimbursed for busines meal eleenses basEd on reasonable adualqG. written exphnation identifling date, place, specific purpose of the meal, percons
in attendance, and busineso relationship must accompanyihe Travel Expense'Fieport
for reimbursement of this type of an exp,ense.

ln order for a business meal reimbursement to be non-tareble to the taveler, this
information must be supplied as reguired by IRS publication 463. Mgals in conjundion
with evenb such as speaking events, orseininars, etc., can be reimbursed with'
documentalion. Expenses br guests without business purpose will not be reimbursed.

Alcohol

ThE mt of alcoholic bwerage is not a reimburcable bavel elqense. Tmvel expenses
are included in the indirect rct rale calcutation for Grants and, therefore, may iot
tl9lggg,alcoho!. unless specificalty provided for in an award, teoerat rquiatio-ns prohibit
oHsU fiom reimbursing any expendihre for alcoholic beverage with Ederal turids.
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Meal, Relmbupement Requlrements - Acfual

Reimbursement for meals is on the basis of acfual ard reasonable cosb.

Meal claims must bE itemizd by date, meal and actual amount (lncluding tip). An
original, itemized receipt is rquircd. Retaurantteartabs are not a valid receipt.

lf all or a porlion of the meals ars covered by a conference regbhation fe, it is
expectd the traveler will adjust spending accordingly.

Meal Relmbunenent Requlrcmenb - Per Dian

Reimburssment on a per diem basis is tfre payrnent of a llat sum to over mEal and
incidental e)<penses each day in lieu of a stdement of actual cost

Travelers who us€ a per diem allolrnnce do not have to substantiate each meal
exp€nse but they mrct demonsfrate that the tip occuned with a receip( such as an
airline receipt or hotel folio, that indicab frre dab of tavel.

The meal per diem amount is basd on Fderal Travel Regulation guidelines in efiect
and varies by city. Per diem ratea are a\railable by accessing tre World Wide Web at
the iollowing locations:

For U. S. cities:

Meal Per Diem: Breakfiast $10.00, Lunch $15.00, Dinner 926.00.

For foreign cities:

http :/furiyw.state.qov/m/a/als/prdm/
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Parldnq

Travelers who park personal vehicles at the airport while on OHSU business must park
at the mct economical parking area awilable. Short Term parking for trips ovemight is
notallowd.

Teleohone

Travelers are encouraged to rcqust and use the OHSU Telephone Calling Gard to
charge noncll phone calls while traveling on OHSU busines. The Calllng Card
provides OHSU wtth reduced access charges on local and long distance calls. and can
be used for both business and personal calls in accordance with the OHSU bavel
policy. The applicaton form forthe Galling Card is available *
httr://ozone,ohgu.eddlto/caostaccs.shtnl

Reasonable acfual expenditures including thme newary to make hvd
anangements, communide with the offcs and to call home once every other day will
be reimbursed. Reasonable judgmentshould be applied to the appropriate lengith of
timE for the ty?e of telephone call.

Tnvelers will not be reimbursd for the use of an air phone except in the case of an
emergency or extenualing circumsbnce.

Gtb - Inbmatonal Travel

Social customs reldive to tavel in some foreign countie is often very difierent fiom
practices within the U.S., and tavelets should make themselve aware of the customs.
In countries where small gifr or frinkeb are expecfied b be received by the host, the
expenss of th6e items will be rEimbursed (within reason) with an explanation
accompanying the Travel Expense Repot

Gntutfes

Travelers will be pimbursEd for reasonable grafuitie. Gratuitie for meals should be
inc{uded as part of the ccst of the meal. Meals reimbursed using the per diem allorvance
method already include the tip amount. All othertips should be reported as
"Miscellaneous" on the Travel Expanse Report and should be ammpanied by a brief
description, i.e., porter, bellhop, etc.

OHSU Travel Handbook 5/07 Page't9



Miscellaneorrg Relmburcabls Exponsss

Travelers will bE reimbursd forthe following miscellaneous expenses incuned while on
University business tavel:

. baggagehandling/storage

. business office expenss (fax, copy services, tetegram/tele4 eic.)

. business phone calls

. gasoline for rental cars

. inoculations reguird for intemational havel (See sec{ion for Intemational
tavel)

. laundry (if duration of the fip ex@s 5 days)

. maps

. ovemightdelivery/petage

. parking and tolls

. phone ell home (once every other day)

. tips

. visa/passporUconsulatefees
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Nonf,elmbuneble Exoense

Travelers will not bE reimburced fortha follorrring miscellaneous €xpen$s:

. airline club memberchip dues

. alcohol
t auto repairs
. barbere and hairdressers
. child care seryicc
. clothing or toilety items
' credit card annual Ges, delinquency Ees, or finance charges
. frequentflyerlickets
' hotelsafetydepositbox(safe)
. insumnce - rental vehicle for dometic havel
. loss ortheftof cash advance money
r loss ortheft of peeonalfundsorproperty
' lostbaggage
. luggage or briefcases
' medical expensewhilebaveling
. membership hes for any travel "cost-reduciion" progmms
' movies and video games
. "noshouf charges for hotel or car service
. medication
. pafiingticketorhfficviolations
' personal automobile rouline maintenance/tuneups
. personal entertainment, including sporting events
. personal property insurance
' p€t cale
. reading materials includang magazines, neucpaperc and books
r saunas or massages
. shoeshine
. souvenirs or personal gifis
. spouse/dependenttavel
. tarrel agency prccessing fes
. vacation - expense related to personal dayrs before, during or after a

business trip
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Ground Transportafion

. The most economical mode of hnsportation should be usd to and from air, bus and
nail terminals. Transportation to and fiom airports is provided fiee by many major hotels.
Public transportation and shuttle seMcgs should b considered. Employees traveling to
the same location should share ground hansportalion whenever possible.

Use of a private sedan or car service will be reimbursed with a valid business puryose.
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LODGING

Class of SeMce - Hotels

Travelers should uee standard room ac@mmddions at non-luxury hotels atthe single
omrpancy rate. When investigating lodging cmb, the hvelershould inquire about
educafonal or corporate discounts.

When traveling to a conferene, it is appropriate to stay d one of the hotels hosting ihe
conference. Every efrort should be made to obtain @nference rates when possible.

Hotel Reservatons

Use of a Credit Card is the simplet mehod for making reennations. HotEls will resewe
a room using Sre crdit card number and uzually provide the &veler with a onfirmation
number for record keeping purpos6. The sedit card will generally not be chaqd until
the end ofthe tavele/s stay.

Hotel Cancaffa0ong

It is the traveleCs responsibility to notify fie hotel to cancal a room resenation.
Travelere should rememberthat cancellation deadlines are based on local time of the
desffnation hotel. Travelers should request and rwrd the cancellation number in case
of billing disputee. Elrcept under odenuating circumstance, bavelers wi[ not ba
reimburd for "no shour" charge. A detailed e)glanation should accompany the
reimbursement rquetwhen "no shou/'chargc are reflded.

Hobl Penronal Erpens€

Most personal expens€s incund while trarreling will not be reimbursed (rdFr to section
eniitled OtherTravel Ertpenq€). Thee indude but are not limiGd to:

' in-roorn mories, video rentals
. child care
. in-room alcoholic beverages
. recreational ac{ivitie, health dubs
. pgt c€|re
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Lodalnq Per Dlem

Reimbursernent for lodging is pdmarily madE on the basis of ac{ual expenses incuned.
HowEver, special cjrcumstan@s. such as foreign counties where receipts are difficult to
obtrain, may wanant the use of a lodging mte per diem. Rebr to $e Fedeml State
Departnentwebsite at htto://tnttur.state.oov/m/a/als/ordm. Foreign cunency should be
converted to US Gunency on reimbursements forms.

Hotel Relmbupement Reoulremenb

The original detailed hotel bill (folio) is requircd for reimbursement of lodging expenses.
Personal expense should be labeled on the hotel bill and not bo clalmed on thE Travel
Reimbutsement

lf the hotel bill indicates the number of guests as more than one and the expenses are
not split accordingly, the business purpose of the guest will need to be explained or the
cost differential (i.e.: single trs. double room) should b adjusted. Small hotellrnotel and
bed & breaKast lodging often do not ptovide an itemized bill. The receipt from the
establishment and rEcord of paymeril will be accepted for reimbursement
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Hf;ffiffiiffi
&SCIENCE

UNIVERSITY

Frequentlv Asked Quesfi ons

Tmvel FAGts

Q: What ls lhe process for iracHno hotel lodolnq?

Fr: To better tack hotel lodging for Msltors/speakersr'nsr.employee house hunting, etc.,
the Travel Department within Cental Financial Services wifl now rcquirc departnents to
submit the'OK TO PAY Lodging'fonn wih each lodging invoice submission. This form
is used for'dir€d palt'to hotels only,

A link to the form can be found under Forms and Resoures.

Q: How do I uspav lodolnq ior a vtsttor to OHSU?

A To preFy ldging for a vbitor to OHSU please contacl purcfrasing (415tKt) and ihey
can assist you in setffng up direct payment to hotels. lt is important to notify the hotel
that the invoi$ ned io bs sent diBctly to your department for accourffng iniormation
and th6n they sre sent to AP for payment. A completed drsbueement form, confirmation
informaton, busines lD and accounling informqtion ate necesary for processing.
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A: Efiacfive Jan. l, 2(X16, iravel rchnburcsntants and advancoa wlll bs procosed
through Payroll and wlll be Included In tre employee's blweldy pay, Travel
rclmburroment, adrancs paymanb and confercnce rcglsfrdon ftes wlll appear
on tlre employees €tabment of eamlng ae a sspsl& line liom under Erpenao
Relmburaenent The pymenb wlll not be taxed and therdoro not apfar on Ute
employe* W-2 The forme for rcqu*fng $ooe typs of payments tomgln the
saare. In addldon tg eylng ccta br OHSU, rve hope thb chango wlll be morc
colwenlent for omploye€a. lf you hwe any quootonor e{nall Susan Bryan or Mary
Jusdco.

Note:

ln ord3r to qter rdmbur€g/nenb Into pWIt wa ne€d 6 hwe the employw ID
numbq. The f,ayd lorms have bwr u&@ to lndude a ryce Jor that
trtf,oramaflorL tl you lnve old tavel forms prlnfcd orrtpreass dscaid drsn and use
tteup@form,

Answer

For non+mDlovees:

Please allow 5 worfiing days for pro@ing Trawl Di8bur6ements and Relmbursements,
and mail delivery tme.

Foremolovec:,

Accumtely completed forms received in the tavel ofFce by 9:00 AM the Fdday after
payday will be processed for pynent on the following vFeks pay run

A lt is no longer neceseary to send a completed Travel AuthorEation or lntent To Travel
Form to the Tmvel Desk. lt is recommended the departTent complete the Travel
Authorizdon or lntent To Travel Form and retain within lheir departnent for insuance
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Travel Reimbursement Form fnsffuctions
CHECKRETMBURSEMENT BOX AT TOP Otr' FORM AlD ENTERAUTHORIZATION I\ILMBER

(1)

(2'

(3)

(4)

(CI

Traveler's nameo working title, home addres & social secrnity numbor g employe ID if employee.

Date of departre, deparnne city, depamre time anival time and arival oity

Dafe of retrro, depaffire city, departws time, a$ival time and anival city

Prqpose oftravel (to give a presentfition, to dbnd a conference?)

Most trips will bo for business oaly. Ifso, type all business in the 'business time begins" field. Ifnot all
businoss" complete atl felds as appropriae.

Include additional explandion for any unusual circumstanees.

Iftraveler used private car, ch€ck the private car box, fill in the aoormt of miles traveled and mulxiply the anount
of miles by 44.5 cents per milo as of l/1/06. Plese check webpage for any updates.

Iftaveler will be used a rental c€r or grouad transportatior check bo:I" If traveler paid for the renral car, fill in
the anount paid and ech receipt Fon gound transportation, fill in amouut paid and attach receipds.

(6)

(D

(E)

(9) Iftraveler used OHSU confacted air travel, leave bl'rk, but atbch reoeipt lftravelo paid for ah travel, check
box at top ofform for non-confracted travel, fill in the amount paid and anach receipt

(10) Traveler will be rcimbursed for meals not provided dwing tbe trip. Travelo may be reinburssd using the per
dien rce 98 sub'nit receipts fon actnl aostq but not both.

(U) If traveler paid for private car peking; fill in anout paid. If over $10, attach receipf

02) If regirtrarion war paid by departmen! Iave blatrk If regisnarion was paid by travelea fill in tre amount paid
and attacb r€ceipl

(13) Fill in the nurnber ofnigbts, room rate plus taxes and amount paid. Attach receipt

(f4) Fill ir any other reimbursablo orpenses

(1t Form will total d"tronatically.

(fO Fill ia ftll accormting string for amormts to be charged to a aon-project or aon-grant aocount If oaly a proje*r'. or
grant accormt is being used, leave blank.

(17) Fill ir amount iftraveler reoeived any advance. Otherwise, lwve blaok.

($) Fill ia firll aeounting string for amounts to be charged b a prc.ier/'. or grtnt accaunr. If no project or granl
accormt is boing chrge4 leave blalk

(f9) Formwilltotalautomatically.

Qq Fiil ia traveler's naarq and have travoler sign and dale.

(21) Fill in fiscal authority's name and have him sign and dce,

(22') Fill in your name as the preparer, your mail code, phone and the dare
I{ots Travet Aut}oriation must be filled out completely regardlcs of who is reimbuning h?veler

Paae27
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TRAVEL FORMS - OHSU
Authorizaf ion Norbu.r E

Atfnr6 to bs an€lgsd bt tfr. @Gr q ttdr asnatmgtilnough AamEno TravEI @ pl|one (O6q' D1-Ot@, Fu (8OO) TUf.SaitZ.

.'r AII INFORMATIOI{ n nrqnnED ro BE pRocEssEDr..
NAME: ITIL&
ADDRESS: Nr" lJ
Non employEe:t ssN: EMP ID:

fi
u,Iz
E

DATE DEPART LOCALE DEPAFTT|MEARRN'ALTME ARRIVALLOCALE

PURPOSE OF TMVEL:
BUSINESS TIME BEGIINS: BUSINE$i TIME ENDS:
PERSONAL TIMB BEGINS: PERSONAL TIME ENDS:
COMMENTSAPEOAL ARRANGEMENTS:

n
$ AMOI'NT

Privale Car

ffiiG:,ffiffi
Numb€r of Miles: @ 90.485 pernile sn no

At Tnvel For REIMEURSEMSNTS stsr 8.ost ONLY i'h€o rsinbulsing the lrawler.
Meals Pordlen: Brcakfrs @$10 bnch @ S15 lDims@ $2Sl I or schll recelotr torrl s >> sn on
Prxkilg

Resisrariot! Fee For REIMBURSEMENTS €oter s port ONLY ntso rslrnbrrsbg tbs tsr€l€r.
foddrnc { ofoigh Room Rrfe & Taxes so 00
Ofter Expena (oxplein)
Oth$Ele€ms (dqbfn)

DEPABTMtrTS ALIAS AIII' FULIACqOIJ\IIING STRING t8 NEOURE! rur cosT>>
AL;IAS (8) FIJND(O oRG (t MrsstoN (2) oBJEcr (4) TRoGRAM(3) PROVTDER (4) IOCATTON ( 3) $ AMOTJNT

L€sAdvstce 0151 00001 01 1574 000 0000 000
TISE THIS BI{)CK FOR PRO.IECTVGRAITTTS Enror o negnttve

AUAS (8) PROJECT TASK AS'ARD ORQ{\IrzA-TIOf{ MPENDIruRETYPE $ AMOUNT

PRINTED NAME SIGNATTJRE I NE"T DUE >> $n affl
TMVELBR DATB
PRINOPIE INVESTTCATOX DATE
FISCAL AUTHORITY DATE
DEPT, HEAD DATE
TMVEL DEPT DATE:
CONIACT PERSON MAIL CODE: PHONET DATE:

iorm: traval 07.0427
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DISBT'RSEMENT BEQUESIT
oHtru

accouNTsPAYABLE, AD22o
D#

NameandAddrcss Today's Date

Vcodsrs Nuttbs:

Dde kquir€d:

--Sw-or Tax lD mober (Requied) Net Check Anod

. r(lqqrsl u! tu!4 q&
' Rrqutr9d SSIVTD'I

Form available' htto://www.ohsu.edu/financdaD Revised 5/4200?
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OK TO PAY. LODGITIO
PLEASE TNGLUDE TH|S FOlUul WITH EACH LODGING rilVOlGE

FOilIOPPL ACGOUIfTT

POETA AGGOUI{T:

VENDOR!

INVOIGE *!

A$OU]{T TO PAYI S

FTSCAL AUTHORITIT

INVOICE DATEI

Name Phone

Slgnature Date

PHOllErCONTAGT PERSOI{I

PURPOSE OF STAY!

MAIL CODE

I{AME OF TRAVELER!

tr t.r lllTEnnflEw
tr P N|TERVIil
tr HOUAEHUTITIIIO
tr TE|UPORARYIIOUSIilO
tr OUESilSPEN(EN
tr PATIEIIT'RESEARGH SU&'E T
tr OTIIER

Created Jan 2006



OHSU
Corporate Financial Serrices, Travel Office, AV225

Far (503) 49 43299, Phone: (503) 494-21 e
REQUEST TORBATCE OF TRAVEL AITIHORTZA'TrON

T[UMBERS

Submit this completed form to tre Travel Office to request a bdch of Travel
Authorization numbers.

n ptease check here for authorization numbers to be sent to the Department
Travel Contact as well as the Departnent Director.

Departuent Director

Departnent Travel Contact

ExL

List deparhent alias and nr:mber of authorization numbers you would like
per alias. For your convenience, you can also afiach a list with this
information.

Alias # Requested

I would also like to reseive ascess to the Azumano l-Bank repons to track
frvel expenses charged to my deparhent aliases. _ Yes No.

I understand that the tavel authorizations numbers will be used in lieu of
submitting a travel authorization form to the travel office. The numbers will
actas arthorizationto the employee to book an OHSU business tip through
Azumeno Travel either by calling directty or using their new on-line service.
In addilion, I understand that any foreign travel charged to a sponsored
project requires contasdrry Sponsored Projects Adminis@tion for approval
to e,nsure the travel has been authorized by the Sponsor and is in compliance
with Federal regulations.

Dept. Director Signaturq
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OREGONHAALIU &
SCIENCET'MVERSITY

3l8l SW Ssar Jadtgo! Pgr*,Rrpd, AD20
Ponl84 OR vt20l-3@8 Fa (503) 49+2151

Cmal Fhosisl S€rvic€o

ffATEMENT
FOR OMAINNG PAYMENT OF A LOSI, STOLEN OR DFSNNOYZD CEECK

(PLEASEPREtn

Poyu Nome Qndtvldad ot Cot pany)
tn tlrc ctty of -t (Addrmoachech)

staQaf statethAQan) (Weoe)thelcr{ul

payee af anstnal
(stde) (npcee)

OI*IU clpcknw$er dded

tuhe sunof S from Oregan Ilealth & Sclence Urivenlty. Thts

chech hs been md has not been paid
(I.ofl,Stolet, Dffiayd)

A g4 provide thls stdemeft to obtalnlrom tlre OIISTU Accotmts Payable Dept., Aregon
Eealth & Sclence Unfuersity, a dtqllcae checkfor sorre artotnt as that of tlu ortglnal.

@ (WE) TINI'ERS?ATA TEAT IF TEE ONGINAL CEECK IS FAT${D, N MAST BE
NffiANNED IMMEDUTELY TO IEE OESA ACCOUNIS PAYABIA OFNCE,
P,O. 8OX 572,Arr-220, PAHT.AND, OX 97207-0572.

(Stgnofrue of Pqa Owner ot I4d Rqraailottve) @il4 trIagal nqrwentrttve)

(De)

* If yoo addras hu chotryed or ls dllleraillrom the one reed oz the checl4 pleoe
pwlde u whh thts rydaen bfameon EJSame as above

CqrectAdfuqs



MISSING RECEIPTWAIVER

EOTELRECEIPTS:

I have lost/did not receive a hotel receipt I stayed d

on the nigbt/s of

Room rate

Number of people in room..______..______

OTHERRECEIPTS:

I bave lost/did not receive a receipt, aod do not have a canceled check for $-____.________._
V/hich uas paidformy:

airline

pa*ing

luncheor./banquet

regiseation

other, please erElain:

I certi$ thnf fie abve cost b tle actual mormt paid.

Signatwe Daie



TRAYEL
OHSU

ACCOIINTSPAYABLE AD22O

I--I ADVANCE

l--l coxl'. nBctsIsrRATroN
Name and Address Dales of TridConf.

Verdors Number:

SSN (Requircd ifnot OHSU employec or vendor # unknolyn) Employee ID number (Requir€d if OHSU employee)

Purposo ofPayments:

Fund org Mission Object hogram Provider Location Debit Anount

PROJECTS/GRANTS

Project Task Award Organization Expenditune T}?e Debit Amount

Fiscat Adtority Printed Name and Signature Phone & DeDartmenl:

Prepgr€d by Printsd Name and Sigaaiure Phone & Mail Code:

Form available bftp:/lwwwohsuedr:/fm:rce/ap Revised 41312008



To request a travel advance, submit a Travel Advance disbursement request form.
Provide the purpose ofthe advance, dates of travel, and department or grant expense
account information. \y'fhen a travel advance is issued, it is not initially charged to your
specified expense account, but it is instead charged to an employee receivable account
so that it can be tracked and have clear visibility.

All travel expenses must be documented with travel reimbursement forms and detailed
receipts, even if the expenses exactly equal the amount of an advance received.
When documentation is received, departments or granls are charged for the actual, total
travel expenses. lf the travel expenses exceed the amount of an advance, the
employee will receive the balance due on his next paycheck. lf the travel expenses are
less than the amount of an advance, the amount owed to OHSU will be deducted from
the employee's next paycheck.

ln the event that an employee who has received a travel advance does not substantiate
his trip expenses in a timely manner, the total amount of the advance will be charged to
his department or grant expense account and added to the taxable income of the
employee.


