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PURPOSE
Along with Western Oregon University’s internal travel policies, WOU intends to follow the travel
guidelines set by the Oregon University System and outlined in OUS’ Fiscal Policy Manual. All travel
policies are intended to provide a basis for reimbursing persons traveling on official WOU business in a
consistent and equitable manner for reasonable and necessary expenses incurred.
POLICY
The WOU Business Office provides campus with general and specific travel policies to complement the
OUS travel policies. The specific areas covered in this policy are:
Pre-Travel Authorization
Travel Advance
Airfare Purchases
Vehicle Rental
Travel Reimbursement Request
Group/Team Travel
Employee Recruitment Travel Expenses
Moving and Relocation Reimbursement
Ghostcard (VISA) Program for Airfare Purchases
PROCEDURES (included when applicable)
Pre-Travel Authorization
Approval must be obtained prior to a trip in the following instances:
•
•
•

Any trip outside of the “regional” area
Any trip requiring airfare to be charged to a Ghostcard Visa (departmental or institutional)
Any trip for which a travel advance is requested

The “regional” area is defined as “travel outside of Oregon but within 150 air miles of the Oregon border”
and includes but is not limited to Seattle, Tacoma, Yakima, Spokane, Moscow, Boise, and Eureka. Travel
within the regional area is treated the same as in-state travel.

A Pre-Travel Authorization Form can be obtained from WOU’s website at
http://www.wou.edu/wou/forms.html . The form must be completed by the traveler, approved by all necessary
parties, and submitted to the Business Office prior to the trip.
A Pre-Travel Authorization Form for the President of WOU must be approved by the Vice President for
Finance and Administration or designee.
Travel Advance
WOU offers travel advances to all employees up to the estimated funded cost of out-of-pocket expenses
for the trip. This request is made using the Pre-Travel Authorization Form. Since travel advances are a
lien on a traveler’s payroll check, the traveler must pick up an advance check him/herself at the Cashier’s
Office in the Administration Building. Employees whose official station is not Monmouth are an
exception and may have the advance check mailed to them. When a travel advance is issued for a trip a
Travel Reimbursement Request must be submitted within 30 days of the trip’s end date.
If the travel advance is not accounted for within 30 days after the travel has occurred, the following may
occur:
1. Subsequent advance requests will not be granted.
2. The delinquent advanced amount may be deducted from other reimbursements due to the
employee.
3. The advance may be deducted from the employee’s payroll check. If the University is not
able to deduct the delinquent advance from payroll, it will be set up as a receivable in the
traveler’s name and will accrue interest.
Airfare Purchases
The State of Oregon Department of Administrative Services has a contracted travel agency, Azumano
Travel. Though travelers are encouraged to shop around to obtain the lowest acceptable airfare for a trip,
we are contractually obligated to give Azumano Travel consideration for all airfare purchases. Airfare
can be purchased from the traveler’s “vendor of choice” when documentation is obtained showing the
vendor’s fare is less than the fare offered by Azumano Travel. The local Azumano Travel office is in
Corvallis at 1-800-334-2929 and tickets purchased at Azumano are charged directly to the institutional
account.
Through Azumano Travel, the State of Oregon offers “City-Pair” fares which they have negotiated with
various commercial airlines to obtain price agreements for various destinations within the United States.
These airfares have no restrictions, are refundable, and can be purchased with no advance. Travelers are
not required to use the city-pair fares, but are encouraged to consider them when shopping for a fare. Citypair fares are listed at http://oregon.gov/DAS/PFSS/SPO/travel-menu.shtml and can be booked through Azumano
Travel.
For convenience to the traveler, airfare not purchased through Azumano Travel can be purchased either
on a departmental “Ghostcard” Visa card or centrally on the institutional “Ghostcard” Visa card.
Departments who do not have a Ghostcard and want their airfare charged to the institutional Ghostcard
should fax their reservation/itinerary information to the Business Office’s Travel Coordinator at 88014.
Travelers who purchase their airfare with personal funds can submit a Travel Reimbursement Request to
the Business Office for reimbursement of the airfare expense before or after their trip. A receipt and an

itinerary showing the traveler’s name, destination, and travel dates and times must accompany the
reimbursement request.
It is WOU policy that travelers accept the lowest cost fare and routing unless an exception is granted by
the Director of Business Services.
AIRFARE SHOULD NOT BE PURCHASED IN ANY MANNER PRIOR TO THE PRE-TRAVEL
AUTHORIZATION FORM BEING PROCESSED AND APPROVED.
Vehicle Rental
The State of Oregon Department of Administrative Services has a contracted car rental agency, Enterprise
Rent-A-Car. Travelers should utilize Enterprise unless their destination does not have Enterprise or there
is justification for using a different rental car company. Justification must accompany the travel
reimbursement form. When renting a vehicle with Enterprise, travelers should not purchase Liability
Damage Waiver (LDW) insurance. However, LDW insurance should be purchased when other rental
companies are used. Other types of insurance are not reimbursable when renting a vehicle. Actual cost
of gasoline is reimbursed when renting (or borrowing) a vehicle. Information and rates for the Enterprise
agreement are available at http://oregon.gov/DAS/PFSS/SPO/docs/car-contract.doc.
Rental of vehicles other than compact or economy cars are allowed in the following circumstances when
prior approval from WOU’s Travel Coordinator is obtained:
• When extreme weather or road conditions are forecasted, a copy/printout of the area’s
weather forecast must be submitted.
• When the number of travelers is greater than four, submit a written request or email with
explanation.
Due to safety concerns, rental of 15-passenger vans is discouraged. However, if one is rented, the
following guidelines should be followed:
• Maximum of 10 passengers
• Do not use top carrier racks
• Do not carry an excessive amount of gear
• Driver must possess a National Safety Council-sanctioned Defensive Driver Card dated
within the last three (3) years
Travel Reimbursement Request
A Travel Reimbursement Request must be submitted following a trip with reimbursable expenses. When
receipts are required per OUS’ Fiscal Policy Manual, Section 11, a detailed receipt must accompany the
travel reimbursement request. Credit card receipts alone generally do not have enough detail to serve as
an acceptable receipt. If the employee has received a travel advance for the trip, the travel
reimbursement request must be submitted within 30 days following the trip. A travel reimbursement
request can be obtained from http://www.wou.edu/wou/forms.html. A traveler should complete the form, attach
required receipts, obtain approval by all necessary parties, and submit it to the Business Office’s Travel
Coordinator.
A Travel Reimbursement Request for the President of WOU must be approved by the Vice President for
Finance and Administration or designee.

The Business Office will input the reimbursement request into Banner FIS to clear any outstanding travel
advance and to issue a check for any amount due to the traveler. When an advanced amount or amount
charged to a departmental Ghostcard Visa is greater than the actual allowable expenses (as reported on the
reimbursement request), the over advanced monies should be submitted directly to the Business Office’s
Cashier’s Office with explanation of its purpose.
If they choose to travel the night before a trip, travelers whose flights depart PRIOR to 8:00 a.m. are
allowed lodging reimbursement at the per diem rate for the night before their flight. Travelers whose
flights depart 8:00 a.m. OR LATER are not reimbursed for lodging the night before their flight.
When attending a conference, a copy of the conference brochure must accompany the travel
reimbursement request showing the conference dates, any meals that are included, and the price of the
conference hotel.
Except for conference lodging, no exceptions will be made for meals and lodging to be reimbursed over
the per diem rate.
Group/Team Travel
Athletic and student groups’ travel should be processed as “Group Travel” and not individually for each
participant. The Pre-Travel Authorization Form for group travel must include a list of anticipated
participants. The Travel Reimbursement Request must include a list of actual participants. Employee and
non-employee expenses should be listed separately on the Travel Reimbursement Request. If a vendor
receipt is used for reimbursement of a meal, the receipt must separate the meal and gratuity. A gratuity up
to 15% per meal is allowed. Since alcohol expenses are not reimbursable, when a meal receipt’s
itemization does not disprove that alcohol was purchased then a signed note from the traveler must be
attached stating “no alcohol was purchased.”
For student group travel funded by IFC, IFC recommends its own food and lodging rates. Reference the
IFC Academic Year Budget Notes for the current rates.
Employee Recruitment Travel Expenses
Travel expenses for the personal interview of a prospective employee must be approved in advance on a
Prospective Employee Travel Reimbursement Approval Request. This form can be obtained from WOU’s
website at http://www.wou.edu/wou/forms.html .
Moving and Relocation Reimbursement
New and/or transferred employees receiving moving and relocation expense reimbursements should
reference OUS Fiscal Policy Manual, Section 10.91, for detailed guidelines. A New Employee Moving and
Relocation Expense Reimbursement Request can be obtained at http://www.wou.edu/wou/forms.html and must
be submitted to the Business Office along with the Employee’s Contract Letter prior to reimbursement.
A Travel Reimbursement Request must be submitted to the Business Office for allowable expenses. As
outlined in OUS Fiscal Policy, Section 10.91, both taxable and non-taxable reimbursement amounts must
be reported to the Payroll Department by the Business Office.

If a commercial moving company will be used and Western is covering $5,000 or more of the expenses,
the “Informal Procurement Process” must be followed. Western Oregon University is party to an
agreement that Oregon State University has negotiated with a local moving company. Information on the
OSU agreement can be obtained from the Business Office’s Contract Officer.
Ghostcard (VISA) Program for Airfare Purchases
WOU’s Ghostcard (VISA) program was established to provide a more rapid turnaround of airfare purchases
and to reduce paperwork and handling costs. Departments can purchase airfare in person, by telephone, or
over the Internet with either a departmental Ghostcard or through the institutional Ghostcard. Payments to
vendors are made via the Visa settlement system. Accounts Payable will make monthly settlements with the
bank. An actual physical card is not issued for the Ghostcard program.
Departments wishing to have authority must complete a Departmental Airfare Purchasing Form. The
person signing this form is known as the card custodian. The custodian may authorize one or more persons
to use the card on behalf of the department. Contact the Campus Card Coordinator at 88210 for further
information.
The custodian and each authorized user will be issued a copy of this procedure. A person may not become a
buyer unless so authorized in writing by the custodian.
The Campus Card Coordinator will maintain all records of credit card requests, limit changes, cardholder
transfers and lost/stolen/destroyed card information.
Authorized Credit Card Use
ONLY persons authorized in writing by the card custodian are authorized to use the card. Buyers may
make transactions on behalf of others in their department. The department to which the authorized card is
issued is responsible for all charges made with the card.
Use of the Credit Card shall be limited to the following conditions:
• Spending limit will be adhered to.
• As applicable, Merchant Category Code blocking will be adhered to.
Buyers will inform each vendor that the tickets being purchased are not to be taxed as WOU is a tax exempt
entity. WOU’s TAX ID is 936001786.
The Ghostcard Visa card is strictly for approved airfare purchases only. AIRFARE SHOULD NOT BE
PURCHASED IN ANY MANNER PRIOR TO THE PRE-TRAVEL AUTHORIZATION FORM BEING
PROCESSED AND APPROVED.
The Custodian and persons so authorized in writing by him/her assume liability for the total dollar amount
of both authorized and unauthorized purchases plus any administrative fees charged by the Bank in
connection with card misuse. In the event of criminal misuse of the card, the person making the purchases
may also be subject to disciplinary action up to and including dismissal and criminal sanctions.

Making a Purchase
WOU policy allows the purchase of airfare to be made from a "Vendor of Choice" when documentation is
provided showing that the State of Oregon’s contracted travel agency, Azumano Travel, could not provide
the lowest fare. BEFORE A PURCHASE CAN BE MADE, THE PRE-TRAVEL AUTHORIZATION
FORM MUST BE SIGNED BY THE APPROPRIATE WOU PERSONNEL.
Buyers will use the following "checklist" when making an airfare purchase:
1. A Pre-Travel Authorization has been processed and approved by all parties.
2. If not purchasing airfare through Azumano Travel, obtain a written quote from Azumano
to justify use of other vendor.
Record Keeping
Whenever an airfare purchase is made, either over the counter, by telephone, or over the Internet,
documentation must be retained as proof of the purchase. Such documentation will be used to verify the
purchases listed on the monthly statement of account. Documentation must include traveler(s) name,
destination, and travel dates and times.
All purchases will be recorded on a “Travel Purchase Log”.
Review of Monthly Statement
At the end of each billing cycle, the Custodian will receive from the Bank his/her monthly statement of
account that will list the transactions for that period.
The custodian and/or buyer will check each transaction listed against the travel purchase log to verify the
monthly statement. A copy of the Pre-Travel Authorization and itinerary for all items listed on the
monthly statement MUST be neatly attached, in travel purchase log sequence, to the statement. This data
attachment is critical to provide audit substantiation. IF THIS ROUTINE IS NOT ADHERED TO,
AUTHORIZATION MAY BE REVOKED. The careful matching of complete support documents to
the log and then to the statement is vital to the success of this program.
The reconciliation of the bank statement to the travel purchase log will consist of the following:
•
•
•

Receipt/itinerary exist for each purchase.
Pre-Travel Authorization Form.
The Buyer complied with applicable procedures.

The Custodian's signature/approval of a monthly statement indicates that the buyer was authorized to
make those purchases and those purchases were made in accordance with the applicable procedures.
Approved monthly statements and appropriate logs and documents will be forwarded to the Travel
Coordinator no later than the 25th of the following month. A copy of this documentation should be kept
on file in the department.

The WOU Travel Coordinator will review the submitted monthly documentation for compliance with
current travel policies, appropriate signatures, and verification of supporting documentation.
If the Buyer is disputing a charge, he/she will contact the Business Office’s Travel Coordinator.
If a trip has been cancelled and a credit voucher received, the Buyer shall verify that this credit is reflected
on the monthly statement.
If purchased airfare or credits are not listed on the monthly statement, the appropriate transaction
documentation shall be RETAINED by the Buyer until the next monthly statement. If the purchase or
credit does not appear on the statement within 60 days after the date of purchase, the Buyer or Custodian
will contact the Vendor and also notify the Business Office’s Travel Coordinator.
If the tickets are found to be unacceptable, the Buyer is responsible to obtain replacement or correction as
soon as possible. If the Vendor has not replaced or corrected the tickets by the date the Buyer receives
his/her monthly statement, then the purchase of that item will be considered in dispute.
Monthly Account Summaries
Monthly Account Summaries, listing all transactions, shall be issued by the Bank to the Departments who
were issued the Ghostcards. These listings will allow the Custodian to track their Buyer’s activities.
Security
It is the Custodian/Buyer’s responsibility to safeguard the authorization code to the same degree that
he/she would safeguard his/her personal credit information.
The Buyer must not allow anyone not authorized in writing to use his/her account number. A violation of
this trust may result in having his/her authority withdrawn and, as appropriate, disciplinary action.
If the account number is compromised, the Custodian/Buyer will immediately notify US Bank at 1-800344-5696. Bank representatives are available 24 hours a day. Advise the representative that the call is
regarding a Visa Airfare (Ghost) Card. The Business Office’s Travel Coordinator is also to be notified.
A new authorization code shall be issued to the Custodian after the reported loss or theft.
Cardholder Separation
Prior to separation from WOU, the Custodian will notify the Business Office’s Travel Coordinator to
arrange for a transfer of purchase authorization. Buyers who separate from WOU will have their written
authorization to purchase revoked by the Custodian. The Business Office’s Travel Coordinator must be
notified when this occurs.
AUTHORITY
The OUS travel policies are outlined in their Fiscal Policy Manual, Section 11.

RESPONSIBILITY
WOU’s travel authority resides with the central Business Office. Coordination and approval of travelrelated transactions resides with the Business Office’s Travel Coordinator.
Approved by Mark Weiss, Vice President for Finance and Administration on May 10, 2006
Date of next review: May 2011
Alternative formats of this policy are available from the Office of Human Resources.

