
Travel Training 



Travel Request Form

• Fill this form out & 
obtain signatures.

• Need this form at 
least 2 weeks in 
advance of travel.



Vehicle Report Form

• This is the form included in the packet with keys 
and fuel cards. Everything on this form must be 
filled out.

• Mileage on this form is VERY IMPORTANT & must 
be the correct mileage when vehicle is checked 
out and returned.

• Gas receipts need to be in the packet when 
returned. 



Fuel

• When fueling up the vehicles the pump 
will ask for the odometer reading. 
PLEASE make sure you punch in the 
correct numbers for the odometer 
reading. 

• After the odometer reading it will ask for a 
Driver ID # and that will be the last 4 
digits of your driver license. 



Requirements for Driving

• All drivers driving 
university vehicles 
MUST have a valid 
driver license.  

• The Physical Plant must 
have a copy of your 
driver’s license by email 
or in person prior to 
driving.



Driver’s License Procedures

• OPSU will conduct a driver’s license verification and status check on new employees 
selected for positions that involve operation of a university motor vehicle. 

• In addition, the University will conduct periodic driver’s license verification and status 
checks on all employees in positions involving operation of a university motor vehicle. 

• An employee who is hired by OPSU and who holds a valid out-of-state driver’s license 
will be considered to be a properly licensed driver for employment purposes. 

• However, any such employee who resides in Oklahoma must obtain a valid Oklahoma 
driver’s license within 30 calendar days of the first day of employment. (you will get a 
ticket if pulled over)

• Student employees with prior approval by the university may operate a university 
motor vehicle in the course of their employment so long as they hold a valid driver’s 
license issued by their state/country of residence /origin. 



Operation of 
University Vehicles

• University vehicles, registered or unregistered, are NOT to be driven for personal 
business, whether on campus or off campus. 

• A University employee is defined as a person who is paid by the university 
including faculty (whether full time, part time, or adjunct); staff (whether full time, 
part time, exempt, or non-exempt); student worker, or a contract employee.

• It is the policy of the University that passengers shall not be transported in state 
vehicles unless they are on a state business. No non-state employee shall be 
transported in a state vehicle or the privilege to drive a state vehicle will be 
suspended.  



Personal Vehicle Use

• If a university employee is authorized to use their personal vehicles for 
university business, the liability coverage extends to their personal vehicle 
(just as if it were a university-owned vehicle). However, the State of Oklahoma 
also requires such persons to have personal automobile liability insurance in 
force at the time of use. 

• The University or State provides no physical damage insurance for an 
employee’s personal vehicle while that vehicle is being used on university 
business. 

• It’s best practice to keep the proper documents in your personal vehicle in the 
event of an accident.

• Accident Information Form
• Vehicle Accident Card



Vehicles Use for 
Team Travel

• Coaches, assistant coaches, student trainers, student managers, mascots and 
members of the spirit squad may drive vehicles used for team travel, if the specific 
requirements for the vehicles are met. 

• Student athletes may not drive other athletes as a part of team travel. 

• Drivers must be insurable and at least 21 years of age. 

• Drivers shall not use alcohol eight hours prior to or during operation of motor 
vehicles.

• Twelve passenger vans shall be loaded with NO MORE than 10 passengers, 
with or without equipment. 

• A qualified, paid driver, not a member of the travel party, must be used if 
traveling father than 500 miles one-way or if the trip is expected to extend later 
than 2:00 a.m., or overnight



University Policy & 
State Law

• Tobacco use is prohibited in all Motor Pool vehicles . The department may be charged a 
cleaning fee to remove tobacco odors or stains. 

• Drivers of university vehicle are prohibited from checking email and/or text messaging 
while operating the vehicle. 

• Drivers shall not driver impaired and shall not use alcohol within 8 hours prior to or during 
operation of motor vehicles. 

• The maximum number of hours a driver may drive is 10 hours (including fuel and rest 
stops) following at least 8 consecutive hours of sleep/rest. 



Procedures

• A student organization must file a Travel Request form for approval. 

• The organizational advisor must be the individual checking out and signing for the 
vehicle.

• Gasoline credit cards will be issued to each Motor Pool vehicle. 

• Upon return to the campus, contact the Motor Pool Coordinator to inform them of 
such vehicle repairs/major repairs. 

• If a motor pool vehicle is involved in an accident, the insurance information and 
emergency procedures policy letter are located in the glove-box or door side 
pocket of each vehicle. 

• ALL vehicles are to be returned full of fuel before credit cards and keys are 
turned in. *NO charged accounts at fuel stations.*

• You can fuel up at Love’s in Texhoma, Love’s in Guymon, or Hutches in Guymon. 



Return of Vehicle

• Each driver is encouraged to inspect the vehicle for damage before and after return 
to the Motor Pool facility. 

• In the case of vehicle damage resulting from the driver’s gross negligence, 
competitive bids are used to assess the cost of repairs. The user department will be 
charged the full amount of the total of the charges to repair the vehicle. 

Motor Pool Fee Schedule 
$25.00- Charge for not refueling vehicle upon return. 
$35.00- Cancellation of vehicle reservation must be received 12 hours prior 
to reserved time of departure. 
$0.30- Per mile for Car or Minivan 
$0.60- Per mile for Passenger Van



Concur Travel       
Step one - setting up your profile

The first time logging in, enter your OPSU email address, click next, and forgot password. You will receive an email from Concur to 
reset your password.

Below is the training link with additional training. The training link is also available on the OPSU Travel page.

https://web.microsoftstream.com/video/40e46fa2-5450-435c-878d-33ea44b3e178

Please email Ashlee.bruner@opsu.edu and she will set your profile up if you are having trouble.
Go to Travel (opsu.edu) and click on access OPSU concur site. 
Or you can go to Ok corral and click                     the punch-out to access concur . 



Splash page
• On the splash page (home) located on the left hand side of the page you will search for hotels, plane 

tickets, and cars for your trip.  You will also see Alerts and company notes on the home page as well.
• Under company notes there is a number you can call for assistance. Please ask Ashlee or Abby for help 

before calling Concur representatives. Concur does charge us for calling them after hours.
• For assistance, contact:

Ashlee- ashlee.bruner@opsu.edu or 580-349-1363
Abby- abby@opsu.edu or  580-349-1400



Booking a Trip 

• Under trip search click if you 
are looking for a hotel, 
plane, or car to rent. Click if 
the trip will be round trip, 
one way, or multi city. Then 
enter where you are leaving 
from and arriving to.

• Note you see booking for 
myself or guest under trip 
search. Please click the 
correct one when booking 
for a guest.



Next step

• After entering from and to where 
you are going, you will need to 
state what days you are departing 
and returning. Once you search it 
will give you all the options that are 
available for the days you are 
requesting. 



Next Step 
• Once the flights-hotel-car is 

selected you will get the 
page to the right where you 
will pick which one works 
best for you and your budget. 
It will usually go in order from 
lowest to highest when 
showing all flights, hotels, 
cars.

• See next slide to see what 
the page looks like after 
selecting the flight you want.  



Review and Reserve Flight

• After selecting which one you want you 
will see the pages to the right. Review 
and reserve. Please note under payment 
method it will be your PCard. If you do 
not have a PCard please see your 
department head.



Booking for group trips

• Departments if you are booking 10+ rooms we can call or email Lisa at 
Concur to book hotels. If you are booking hotel rooms less than 10 rooms 
you will have to book the rooms yourself one by one. Calling or emailing 
concur to book hotel rooms under 10 rooms will cost your program $10 per 
room they book under 10 rooms. 

• You will follow the steps on page 4 to book your rooms for trips or if you 
need to book a plane ticket for a recruit. You will book under guest.

• If you do not have the booking for guest please email 
ashlee.bruner@opsu.edu and she will get your guest booking set up.

• For booking 10+ rooms email lisa.bekkering@ctptravelservices.com or call 
Lisa 781.496.3800



Canceling Plane tickets 

• If the ticket states it is a non refundable ticket you will have a 
ticket credit to use in the future for up to a year. 

• If you need to transfer a credit to someone else we can contact 
CTP. This is only if the credit is expiring.



Activity Advance request form 

• Advance forms are for when 
you have an event you need 
money for and you cannot 
create a purchase order to 
pay for the event.

• Please see the example of 
the activity advance to see 
how to fill the form out. 
Please let Accounts payable 
person know if you have 
questions: 
accts.payable@opsu.edu

• This will need to be 
submitted to Accounts 
Payable 1-2 weeks prior to 
the event.



Questions?

For Travel Questions, please 
email:

Natalie.rodriguez11@opsu.edu

For Concur Questions, please 
email:

Ashlee.bruner@opsu.edu


