Ohio University College of Osteopathic Medicine 

Addendum to the O.U. Travel and Entertainment Policy #41.121
 (O.U. policy found at http://www.finance.ohiou.edu/travel/index.html)
· Meals while traveling: If not claiming per diem, OU-COM requires itemized receipt for all meals purchased, regardless of amount.  This includes meals purchased as room service and included on the hotel receipt. 

· Miscellaneous business expenses: OU-COM requires receipts for all expenses, regardless of amount (contact OU-COM Accounting staff for circumstances that may warrant exception, e.g., some types of international travel expenses, etc.). 
· If an employee chooses an initial departure or return flight that is to an airport further than the most reasonable closest airport (Columbus for Athens based employees), in most cases OU-COM will only reimburse the mileage rate to/from the closest airport (e.g. Columbus).  Exceptions to this may be allowed if it is cost neutral or there is a cost savings and appropriate documentation is provided (i.e., comparison of plane fares, mileage, etc.).  In order to ensure no delays in reimbursement, it is suggested that you discuss your options with an OU-COM Accounting staff person prior to finalizing travel.
· If an employee chooses to stay in upgraded or larger room or hotel/accommodations other than what is considered standard for that particular travel, OU-COM will only cover the “standard” rate.  

· No College funds (operating or discretionary) can be used to pay for alcohol.  Foundation funds, unless otherwise approved by the donor and the Dean, cannot be used to purchase alcohol.  Refer to OU-COM Policy #1.0, Alcohol, for further information -  http://www.oucom.ohiou.edu/policy/DeansOffice/AlcoholPolicy.htm
· In many cases, meals with only University employees are not allowable.  When planning for meal expenses between employees, refer to OU-COM Policy #5.01, Food Expense - http://www.oucom.ohiou.edu/policy/Finance-Accounting/Food%20Expense%20Policy.htm.  
· Official local travel is defined as travel from your “office base” to destinations outside a 10-mile radius.  Refer to OU-COM Policy #5.02, Local Travel, for an explanation of reimbursement for local travel expenses - http://www.oucom.ohiou.edu/policy/Finance-Accounting/Local%20Travel.htm.

· In order to utilize the OU-COM central faculty recruitment funds for recruitment travel, the Request for Prior Approval of Faculty Recruitment Travel Using Central Funds form must be completed and approved prior to the travel.  The form can be found on the OU-COM Administrative and Financial Services (AFS) forms website @ http://www.oucom.ohiou.edu/AFS/forms.htm.

· OU-COM requires prior approval for travel outside the continental U.S.  The Request for Prior Approval of Travel Outside Continental U.S form must be completed and all necessary approval signatures obtained prior to making travel arrangements.  A copy of the approved form should also be attached to the Travel Reimbursement at the time it is submitted.  This form can be found on the OU-COM AFS forms website @ http://www.oucom.ohiou.edu/AFS/forms.htm.

Clarification of O.U. policy:

· The University allows the cost of airline tickets and the hotel payment for married staff (both University employees) traveling to the same conference to be purchased with the Purchasing Card of one spouse.  All other costs, including registration and meals, must be paid separately.
