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Travel Request Form

Fill this form out &
obtain signatures.

Need this form at
least 2 weeks In
advance of travel.

Oklahoma Panhandle State University

TRAVEL REQUEST FORM
Date: Mame of Traveler:
(Paaie Pr)
There are 7 steps bo wmpl‘lln,g this form. Please fll out radlwnpkwl'r. Thank llmul
1. []inState [ T*0ut of State [Please Check Gne]

kit - Diut of State Travel should be approed 49 wast 30 dags balosw actual tilg)

2. Please check ong of the following regarding transporiation:
T opsucar [Joesuvan [ OPSUMInivan ] Chartered Viehicle
[ Taking Personal Vehicle - Provide License Plate ¥

3. "eyi/unl candlete Tor unbeerity vihickes ihacld be chached oul Uil prior b6 leaving cimgan. It s contrany 13 Dklshoma Seste lw
o e & universty vehche for busmess other (han univerdty business.  Only employess of the unierety are aliowed 1o drve
state-spsed wehicles. Family membery who ade nol universty employvees My oot ride in or dtfye eaneersity wehicles

Lhgve ressd ang yndaryiang the sbpwe jtajement:

**See 5.6 in the OPSU Siaff Handbook {Traveler's Signature]
4. Official Busingss (namo of conforencefevont/meating):
city State
Meeting Dates Meeting Times
Depariure Daie Departure Time # Rotum Date Return Time

5. Please check items that pertain to this trip:
[ Lodging ] Por Diem  [phease sew iravel guidelings Sor rules ragarding per diem, lodging aifene, st
[] Mileage ] Miscetlaneous (please provide detailed infarmatian)

Department charged to: Account i

**Department and Account # must be filled in®*
[_] Please check here if not at university expense

6. Comments/Dispoesition of Casses:

7. Sznttun:s

=*Traveler: PMapie note that & travel request
[Date Signature - Traveber is required to ba on file beforg actual
8 you are driving a urhesriby vehicle®* - your sgaaturs sstharise misage srpeman 50 by charged & travel beging.
o chparimmrsl budget Cars - $0.00 pfsc Vins sed Wini-Vans - $0.60 pfm

| ppproved | |Disapproved

(Date Signature - DeanfSupervisor

[ MApproved | iDisapprowved




= 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.

PANHANDLE STATE UNIVERSITY

VEHICLE REPORT FORM
Vehicle # Mﬂi Out To:
Department: SCT #:

Mmmmmsmmrmmmm EACH CHTA

VEHIOLES, MOTE: ONLY PeRatnn ey . T { USER NLEFM‘M .
mmeTmm uusualﬂm,-,_m =

IF RETURNING AFTER HOURS, PLEASE LEAVE THE PACKET IN THE MALL mmsmnﬂﬂmﬂﬁllr ]sr.l.'r! VEHICLES!

Departues: Date Tiern Return; Db “Tima_
Mileage Baginningi__—Mileage Encig
R Pk TOTALMILEAGEL
Al highlighted items MUST be filled out _

Plaass complete check list balow:




= 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.




P Requirements for Driving

 All drivers driving
university vehicles
MUST have a valid

driver license.
“ TR e

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

A . T



P 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

o 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.

« Itis 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.



P Procedures

» A sstudent 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/40e46fa2-5450-435¢c-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 Tevel Transportation, and Ledging  the punch-out to access concur .

&2 Anthony



= 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

SAP Concur E Travel Reporting » App Center

Profile ~
j View Trips
TRIP SEARCH ALERTS
& Boskingfor myseif | Baok fora guest @ Triplt creates a schedule with all your travel details in ane place, accessible on Android or iPhone
Simply connect your Concur account to Triplt Not nght now

R = = 8 COMPANY NOTES

Mixed Flight/Train Search o Message for Administrators

Round Trip Muld City

Welcome to the Concur Online Booking Tool!

Connect. Learn.

Fron
e i 2 Join the SAP Concur Community.
e * 2 =~ > j Please be advised that ifineraries in your Concur Trip Library can be cancelled by clicking the “Cancel Trip” link. If you need to
| iruaay " . g modify or change an existing reservation, please contact a CTP agent at §44-529-5536, or OPSU@CTPTRAVELSERVICES.COM.
1d an sirport l o —
COMPANY NOTES For Concur Travel Navigational Support, please call 877-208-1396.
Faor CTP Full Service Reservation Assistance please call 844-529-5836 (toll free) You may also email opsu@ctptravelservices.com
Show Mare Welcome to the Concur Online Booking Tool!

For Group Travel Assistance, please call 800-810-2695 (toll free) or email groups(@ctptravelservices.com.
Please be advised that itineraries in your Concur Trip Library can be cancelled by clicking the “Cancel Trip” li
modify or change an existing reservation, please contact a CTP agent at 844-529-5836, or OPSU@CTPTRAVEL

Hours of operation: 7:30am - 6:30pm CST

After Hours: 6:31pm - 7:29am CST

MY TRIPS (0)
For After Hous Assistance, please call 877-200-1501

You currently have no upcoming trips
“Please note there is a $16.00 charge per after hours call

*Additional fees may apply

| Read less



P Booking a Trip

Under trip search click if you TRIP SEARCH
are looking for a hotel,
plane, or car to rent. Click if & Booking for myself | Book for a guest

the trip will be round trip, =
one way, or multi city. Then XR = =

enter where you are leaving Mixed Flight/Train Search
from and arriVing to- - Round Trip - Dme Way - PAulti City
. From g
NOte yOU see bOOk'”g fOI' | Diepariure city. airport or train station
myself or guest under trip B Azt | e il i
. To €
search. Please click the | vl coty; sipost or trak stasion
correct one when booking : Find an siport | Seiect multipie Sirports

for a guest.

Show More



= Next step

& Booking for myself | Book for a guest

» After entering from and to where AR = = 8

you are going, you will need to Mixed Flight/Train Search

state what days you are departing Round Trip One Way

and returning. Once you search it From ©

will give you all the options that are ool bl 2 e e ot

available for the days you are @ -

requesting. Denver, CO - Denver xrzz;r:;f.ttg- [
Depart @
708/152022 || depart v | 0900am v (22 v| ¥
Retum @

08/20/2022 || depart v || 0S00pm v |22 v

Pick-up/Orop-off car at airport
v

Find a Hotel

Search by

Price v

Specify a carrier



P Next Step

» Once the flights-hotel-car is

selected you will get the . e \ a S
page to the right where you e
will pick which one works -
best for you and your budget. = ° 5
It will usually go in order from | ° :
lowest to highest when o Tonrres |
showing all flights, hotels, s -
cars.
« See next slide to see what \: m :
the page looks like after — -

selecting the flight you want. D —

Arrieal L W ) . . 1370.21 407.21
Se
Het \\ - e
Oeparture
5,
Arriw
Qo=
| Ao : o 1370.21 407.21
: N
Se
.



=

Review and Reserve Flight

REVIEW FLIGHTS

DEPART X Mon, Aug 15 - Oklahoma City. OK 1o Denver, CO / 3h 13m layover in Dallas, TX
10:31a OK 11342
33 ¥
RETURN X Sat, Aug 20 - Denver, CO to Oldahoma City, OK / 2h 40m layover in Dallas, TX

3 T I
ENTER TRAVELER INFORMATION
Ensure ol traveler information below is correct @

Primary Traveler

Name: Ashiee Renae Bruner  Phone: 620-621-8950 Email: astvee trurerQopmueow v

Frequent Flyer Programs Add a Program
F ot Armee an Arieay

tod v

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.

SELECT SEATS

herwis & Cor | h
Flight Seat
AA 1805 Basic Economy (B Selecta
AA 1832 Basic Economy (B) Select a
AA 1832 Basic Economy (B) Select
AA 1085 Basic Eco 8 Select a
REVIEW PRICE SUMMARY
Description Fare Taxes and Fees Charges
Airfare $300.47 $69.74 $370.21

Total Estimated Cost: $370.21
Total Due Now: $370.21

SELECT AMETHOD OF PAYMENT

wd v|@ Addcrodn

* InGicates Cred card is 3 Company Card

Review and Reserve Flight




= 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.



p 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.

ACTIVITY ADVANCE REQUEST
STUDENT ACTIVITIES

Fund listed below should begin with a 320xxx, 991xxx, or 500xxx.
FUND NUMEER ACCOUNT: 7059201
FUND NAME VENDOR ID NUMEER

Must be submitted to the Business Office a minimum of 1-2 weeks in advance.
Late requests cannot be assured of processing by the date needed.

DATE SUEMITTED:; 5/6/23 DATE NEEDED: 6/8/23

AMOUNT REQUESTED: $ 500

PAYABLE TO: OPsU

ORGANIZATION: Business Office

PURPOSE OF ACTIVITY: Training

DATE OF ACTIVITY: 6/10/23

DESTINATION: Woodward

EVENT: Bursar Training

Requested by: Ashlee Bruner Approved by: Liz McMurphy,

(Signature of Reguestor) (Signature of Director /Dept. Chair)

Business Office
Fund:
Account:

Date received:




For Travel Questions, please
email:

Natalie.rodriguez11@opsu.edu

,p Questions?

For Concur Questions, please
email:

Ashlee.bruner@opsu.edu




