TRAVEL

What to do when the journey ends
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OBIJECTIVES

To review the following and provide a better
understanding of what is needed, when and why:

* FORMS

* CODES

* RENTAL CARS

* RESOURCES

e QUESTIONS KANSsAS STATE
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FORMS

Out of State Travel Request Form (OSTR)
Travel Reimbursement Form

Actual Conference Lodging Form (ACL)

Cost Comparison
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KANSAS STATE UNIVERSITY Document Number
(Travel Order Number) 1227814
REQUEST FOR OUT-OF-STATE TRAVEL

User No: Document Date: g/12/2013 Modified Date: 9/12/2013

This is to request that the following travel be approved. Approval does not necessarily mean that the total esimated expenses may be claimed for reimbursement.
Reimbursement is made in accordance with applicable regulations and can be determined only after the travel voucher has been processed by Financial Services and
the State Division of Accounts and Reports.

Section 1

Traveler: Memory Buffington Department: Financial Services

Position Title: ASSt Director Destination: Chicago, IL

Date Leaving: 8/21/2013 Returning: 8/26/2013 Event Dates - Beginning:  8/22/2013 Ending: 8/25/2013

Event Description: 2013 National Finance Conference

Purpose of Travel: Conference D Alumini Events D Undergraduate and Graduate Recruitment D Inter-Institutional Relations D Other
(check all that apply)

Out of State Travel Request Form (OSTR)

The information in Section 1 should provided to the Office of
International Programs prior to a KSU employee leaving for international

business travel so that they may track them in the event of an

emergency. KANSAS STATE
UNIVERSITY




Section 2
TRANSPORTATION EXPENSES - EI Private Car [ state Vehicle D Maotor Pool EI Other s 352.00 Totals -
EZ] Airfare 5 0.00
EI Rental Car s 0.00
OTHER EXPENSES - Transportation: 5 352.00
Meals - No. of Days: 6.00 Rate Per Day: 50.00 Meals: s 300.00
Lodging: S 750.00
Lodging - No. of Days: Rate Per Day: T 2mm A
aing vs: 5.00 v: 150.00 Registration Fees: s 300.00
Registration Fee - Explain: Misc. Cost: 5 50.00
Miscellaneous Costs - Explain: Taxi TOTAL COSTS: s 1752.00
KSU Account(s) funding travel: Optional - Dept. Accting
Project Name Project Number Armount APO/TV Number:
Mame of Other KSU Travelers / Department:
Approval Requested By: Date:
Department Authorized Signature: Date:
The completed form is to be maintained on file in the authorizing official's office for five years. The authorized signature and traveler cannot be the same person.
ADMINISTRATION STAFF: Please send a copy of S rams for all International Travel. I

KANSAS STATE

UNIVERSITY



https://eforms.ksu.edu:8080/eforms/eformsMenu.aspx?sm=f
https://eforms.ksu.edu:8080/eforms/eformsMenu.aspx?sm=f

b 803 Wonchar Ho.
T~
i TRAVEL PAYMENT WOUCHER
EMBRT - Documest Bo.
T S User No. 6012 1861680 R 47
Document Date:  10/21/2018 Modified Date:  10/21/2018 Trac Data: B/10/201B
Vendor Informationm Eansas State Uniwversity
Wendor &lpha Frefix Local Exc. § Dgpt. Mame: Divdision of Financial Secvices
Wofsx A073 Fayaent Indicatar E Building: Urger Complex
S MC P]:m.m_l {TES) ?32—1339
Pasitian: Sopervisor
0fficial Station: Marhsttan, ES
Btract €950 UMIVEESITY PARE ED Ragular Domirile: Marhsttan, EKS
. . Travel Feriod: 8r3/2018 - 81052018
mgseitp MANHATTAN , BS 66503 Travel Order Ko.: 995993990
SMART FIS
SixDpt | Fund | FY |Sudg U=it =L |Program| 2Acct Amouarnt Ordar Ho |Six I.'[l Project Bermrd ISm Org |bj=ct
01|01 | 5103 9400 | 400 | 97001 (325210 143.88 ZASDA0ACC 400 |00000 E2512
02|01 | 5103 5400 | 5400 | 57001 (325280 308.75 LASDADACC 400 |00000 E2582
03|01 | 5103 5400 | 5400 | 57001 (325280 625.00 LASD4DACC] 400 |00000 E2532
04|01 5103 9400 | 9400 | 97001 (325290 213.50 ZASD40ACT 400 |D0D0OE25592
05
Doc. Total 1,4%2.13
Purpose of Travel (event): Event dates:
2018 Trawel Conferemce 8/4/2018 - 8/9/2018
Meals: B: 3 L: 3 D: 2
Frivats
Caparturs Beturn (Vakicls Ledgirg Other Fxpence
Date Tice Time (Milez |Destination FMEIE | Hame Amount Amomrt scription of Other Expanse
120 . 0MSkmttl=
6 0NTolls
45. 0NFarking
42 . =
08032018 6:308M 137 |RINDS0R, WEW JERSEY 4425 | Hi L tor 115 00
08/04,/20148 WINDSOR, HEW JEBSEY 5015 |Hil tom 125.00
08/05,/2018 SIMDSOR, NEW JEBSEY 2085 | Hiltom 125.00
08/06/20148 EINDE0R, HEW JEBSEY 2085 |Hil tom 11500
0a/o7/z0148 WINDSOR, HEW JEBSEY 3435 |Hil tom 11500
08/0E,/2018 SIMDSOR, NEW JEBSEY 335 |Hiltom 11500
08/09/2018 WINDS0R, HEW JEBSEY 34.35|Hiltom 115.00
08,/10/20148 10-002M 137 |REMDS0R, REW JEBSEY .00 K
ANSAS STATE
UNIVERSITY




Stats Vak.d Totsl Milag ﬂﬂ

¥ Rats par Ml 545

] ] ] Deoumant Tatsl
Docment Totals| W LR L a3 1,452.13

BPC Documerts: Baglstration: 1876533 Mrfare: 136574  Lodging: Rantal Car: Dthar:
tur Separtmant Lap condizzad that the sxpecass nobed above wane fozdad by tha Erevelar,
ALl traval szpanpss badzg claizsd by the traweler or padd on cthar vouchers are zoted above.
Comments : gooeein toffzon Duabicabion Airpark & Lodging

Usaca Boffzo businesy cizmar with confasance hoata
CZADGNT CIRTIFICATDN: l ASENTT GATMEST CHRTITICATION:
T cartidy than ha aborw clads Lo coxmact, don nnd wmpadd, aed)  CEGARTIGNTAL R¥PRIVALI: 1 cactidy that the tramal azd sxpanos withiz wen doly ondeoed,
eyt cha wmewt cladmad Barads fp gotzally de meserdisg &2 oz affisiel chats bupivase, mder wmthericy of law, and tha
lw, mmeemt hargle e ceract amd i pmpadd

il I
Tt |

ﬂ“ﬂu Tom Rinndy, Mol IMELHM

i —
I

s Tyl Gppertandsy Emplaps
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REQUEST FOR ACTUAL CONFERENCE LODGING

INSTRUCTIONS
1. Complete the requasted information balows,
2 The Diviskon of Financial Services muost bs provided with conference matenials mdicating that the

conference will be held at or m connection with a lodsms establishment wath rates excesdms the applicabla
lodsms expensze Imitation. The materials mmst al=o mdicate the rafes for lodsims.

3. Submut the onginal form to the Division of Financal Services prior fo fravel.
4 Attach the approved origmal copy of the request to the payment vouwcher submitted for payment for
lodzgmsz

Returm Form to:

MNamiz:

Depit:

Eldg:

rPkmr.-]rpn-u Primi}
Agency Mame:  Kansas State University Agency Mo: 36,00

KANSAS STATE
UNIVERSITY




Employes Mame({s):

Mame of Conference and YVenue:

Location of Conference (City, State, Lodging establishment):

Dates of Conference:

Conference Daily Rate of Lodging {(attach substantiation showing rate):

DEFPARTMEMTAL APPROVAL AGEMCY AFFROWAL:

| oty That | heree powiemeed e comlerenoe matonials. el weniled
e Wl boadopireg esCalali=hument raes emceed the

allossbic: miLasore.

KANSAS STATE
UNIVERSITY




TEAVEL COST COMFPARISON WORKSHEET
For Instroctions see PFA 6410050

Traveler Date Out-of-State Travel Feguested

ATRFARE VE. MILEAGE (For business travel to a destination owver $00 miles)

ATRFARE:
-Milezzs from official statton or domicile to
the nearest airport{Tound-tripy*"
Allowance per mile « Bl545 = 5&

-Milezazs from destination alrpot to
lodeinge establishment{round-rEp)®

Allowance per mile = 30545 = § oooa [
or a
Dezignated Shuttle Taxi Fee{round-rip)* g O
-Milezze betwesn lodeing establishmmernt
and event] x Mumbsr of dayz)*
Allowance per mile «%0545= §__ owoon [
Or o
TaxiPublic Trensportation Fas* 3 O
-Afrport Parking, Taolls ]
-Fioumd trip econony adirfars from the neares
airpart to the xirport nearest the destiresion®™ 5 &
TOTAL ATRFARFE (yum of checked ftems) L 0
MILEAGE:
- trip milaage™ -
Allowance par mile = B34S = § Dunoa
-Wilsaze betaean ledging establizhment and esent=
Allowance per mile «ED45= g Dooon
-Parking Talls (provide erignal recsipes) 5
TOTAL MITLEAGE § 2 oo0d

*Provide bacdup doumentation (Mapquest' Airfare guote]) for expense noted and attach with thiz form
“WWhichever iz most economical

KANSAS STATE
UNIVERSITY

ADDITIONAL INFORMATION:




TRAVEL CODES

E2511, E2512, E2513
E2521, E2522, E2523
E2531, E2532, E2533
E2571, E2572, E2573
E2581, E2582, E2583
E2591, E2592, E2593
E2661
E2010
E3690

Private Vehicle Mileage
Rental Car

State Car Expense

Air, Rail, & Bus Fares
Meals and Lodging

Non Subsistence Items
Conference Registration
Postage

Supplies

17 umlrﬂ'“i
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RENTAL CARS

»  Effective TODAY (11/01/2018) Enterprise is the State contract provider of rental cars

*  Point of contact for billing questions, invoice requests, and adjustments
— sokenterprisehelp@ehi.com.

*  Benefits Include but are not limited to:
— Traveler pick- up and vehicle delivery services
— No additional cost for compact car and sedan rentals for travelers aged 18-20 for in state use.
— KSU employees are afforded the opportunity to receive discounts on personal rentals.
— 24 Hour Emergency Roadside Assistance is available by calling 1-800-307-6666

— Three accounts offered to meet vehicle size and insurance needs.
+  BUSINESS ACCOUNT (EXCLUSIVE) #: XZ51KSU
»  BUSINESS ACCOUNT (INCLUSIVE) #: XZ51KSC
*  LEISURE ACCOUNT #: XZ51KSP

*  For more details and additional information please visit Enterprise’s table at the Vendor Fair

KANSAS STATE

UNIVERSITY

~enterprise| = National.

ent-a-car




RESOURCES

General Accounting

. Links to the following are available on the General Accounting site @
- http://www.k-state.edu/finsvcs/generalaccounting/travel.html

. Policy and Procedures Manual - Chapter 6410 Reimbursable Travel Expenses and Forms
. Travel Voucher Creation

. Travel Rates
- Contiguous United States (CONUS)
- Outside Contiguous United States (OCONUS)

- International Locations

. Other Helpful Links
—  Airfare (Short's Travel)
- Fly America Act: Code Share
- Rental Car
- Mileage
—  State and County Search
- Currency Conversion

- Tolls KANSAS STATE

- Taxi Calculator UNIVERSITY



http://www.k-state.edu/finsvcs/generalaccounting/travel.html

QUESTIONS
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