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Direct Purchase of Lodging with the Purchasing Card

PLEASE NOTE:  All Purchasing Card Guidelines and Travel Policies and Procedures apply.  Please refer to OSU Policy 3-0201.  The following are policies and procedures pertaining specifically to direct purchase of lodging.
Direct purchase of lodging consists of the following steps and requirements:

1.
The Oklahoma State University (OSU) purchasing card (p/card) cardholder and a designated approving official(s) must attend p/card training and direct purchase of lodging training before receiving approval from OSU Purchasing to make a direct purchase of lodging.  No purchase can be made by the cardholder until official notification of approval is received from Purchasing.

a.
The cardholder must execute a new and/or revised Commercial Card Cardholder Account Form with “airfare/lodging required” marked and the designated approver named on the form.  The form is available on the Purchasing website at http://www.purchasing.okstate.edu/Documents/Pcard/CRDHLDFMAirfare.DOC. 

b.
The cardholder is responsible for and accountable to the University for all charges made with the p/card.  Use of the p/card is solely for official University purchases.  Personal purchases are strictly forbidden and may result in a disciplinary action, up to and including termination.

2.
The direct purchase of lodging can be made for any state officer, employee or others, while in official travel status, after attending an arranged meeting, workshop, conference or other such events conducted at a designated location as evidenced by the sponsor’s announcement, agenda, brochure, registration form, and/or notice not to exceed the single occupancy room rate charged by the designated hotel, motel, or other public lodging place.  If no designated rate is available, direct purchase of lodging is not to exceed the single occupancy room rate of the Federal room rate per city and/or county.

a.
No prepayment is permissible.  No payment of processing/booking fee is permissible.  Any internet purchases that would charge the p/card before the end of stay is not permissible.  No package deals or bundles are permissible.
3.
The state officer, employee, or others, while in official travel status, are personally responsible for paying out-of-pocket expenses for other travel related items.  The direct purchase of lodging may not include parking, phone calls, meals, and other travel expenses.  A separate receipt should be obtained for these charges to address the issue of original receipts when claiming personal reimbursement on a travel reimbursement requisition.
4.
Direct purchase of lodging must be acknowledged in the appropriate places on the travel reimbursement requisition and/or out-of-state travel requisition.
5.
No payment of direct lodging will be made for persons receiving payment for service rendered, including but not limited to honorariums.

6.
Documentation.


a.
Transaction Log:  Cardholders shall maintain a current Airfare/Lodging Transaction Log for all p/card purchases for lodging.  The Airfare/Lodging Transaction Log is available on the University Accounting website at http://vpaf.okstate.edu/UA/Forms/transaction%20log.xls.  Departments may download the form and add data fields.  The cardholder and the approving official must sign the Airfare/Lodging Transaction Log.

b.
Receipts:  An original receipt from the vendor shall support each direct purchase of lodging and must be filed with the transaction log.  A lodging receipt is not required to be attached to the travel reimbursement requisition to indicate payment of lodging with p/card.  Checking the box for agency direct purchase of lodging with an authorized OSU purchasing card on the travel reimbursement claim is sufficient notice of the use of a p/card for this purpose.  
c.
Support the lodging rate paid by retaining either:


1.
Sponsor’s announcement, agenda, brochure, registration form, and/or notice to verify designated lodging site and single occupancy room rate.
2.
Printed documentation of the Federal lodging rates for city and/or county. http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contentType=GSA_BASIC
d.
Direct Purchase of Lodging with Purchasing Card Worksheet (page 4).
7.
Grants and Contracts.  When lodging is purchased using the p/card on a grant or contract account, the purchase must comply with the terms and conditions of the award, award budget, and all OSU policies and procedures.  The purchases must also be made within the time frame of the award.  If a purchase is made on a grant or contract account, the agency award requirements will dictate the length of time that the department must maintain the receipts to support the purchase and be available for audit.  (Reference OSU Policy and Procedures Letter “Records and Documents Retention, Security and Control” #3-0190).  If p/card lodging purchases using grant or contract funds are determined (by audit or otherwise) to be unallowable on the grant or contract, charges will be transferred to the employee’s departmental account.  

8.
Reconciliation.  P/card transactions are available electronically to the cardholder/approving official on a daily basis as they are received from the bank.  P/card lodging transactions shall be submitted to the approving official on the Airfare/Lodging Transaction Log.  The approving official will audit the reconciliation software for lodging transactions.  

9.
Cardholder Responsibilities.  The cardholder must reconcile the individual receipts to the reconciliation software to verify that lodging purchases are accurately listed and charged to the appropriate account and subcode.  The appropriate subcode range is 5510 for in-state travel, 5610 for out-of-state travel, and 5710 for out-of-country direct paid travel.  Departments may choose to delegate the reconciliation of cardholder receipts to another individual.  However, the cardholder is responsible for the purchases, as well as obtaining appropriate documentation, and maintaining the Airfare/Lodging Transaction Log.  The cardholder shall sign the Airfare/Lodging Transaction Log, indicating that the cardholder did make those purchases.

Note:  In reconciling transactions, approving officials/cardholders should use appropriate documents, such as the Airfare/Lodging Transaction Log, lodging receipts, the Out-of-State Travel Request, conference brochures/registration forms and any other documents necessary to conform to travel and p/card policies.

10.
Record Retention.  Department p/card records shall be maintained in a central location with that location included in the department’s p/card procedures.  Records shall include, but are not limited to, P/card Transaction Logs, receipts, dispute documents, department approving official approvals, and any other pertinent documents whether in paper or electronic form.  Accounting records shall be maintained in the appropriate departmental accounting office.  All records shall be maintained as prescribed in OSU Policy and Procedures Letter #3-0190.
11.
Cardholder/Department Compliance Reviews.  On a monthly basis the cardholder will receive a report directly from the bank that lists all transactions posted on the p/card.  The approving official will reconcile the Airfare/Lodging Transaction Log processed during the cycle to the bank report.  Periodically, the Purchasing Department and/or University Accounting will conduct random compliance reviews of lodging purchases.
DIRECT PURCHASE OF LODGING WITH PURCHASING CARD WORKSHEET

1.
Traveler’s name     _________________________________________________

2.
Travel requisition #_________________________________________________


 FORMCHECKBOX 

Departmental approval obtained


 FORMCHECKBOX 

Copy of out state request when applicable.

3.
Place and Event      _________________________________________________
4.
Dates of event and number of nights of lodging____________________________
 FORMCHECKBOX 

NO prepayments or advance charges made to purchasing card before first night lodging

 FORMCHECKBOX 

NO payments for individuals/others receiving payment for service such as honorariums

5.
Single room rate allowed is $_________________._____ verified by one of the following the attached documents.

a. Designated lodging site rate

 FORMCHECKBOX 

Conference brochure/registration form

 FORMCHECKBOX 

OSU self-designated lodging form 

b. No designated lodging site rate

 FORMCHECKBOX 

Printed documentation of the Federal room rate per city and/or county.  http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contentType=GSA_BASIC 

6.
Receipt 

 FORMCHECKBOX 

Original finalized itemized lodging receipt.

 FORMCHECKBOX 

Lodging rate $___________.___ (the same or less the amount listed above)

 FORMCHECKBOX 

Receipt has NO other charges applied to purchasing card such as and not limited to parking, phone, processing fee etc. 

7.
If paying lodging for multiple travelers, please list all for cross-references:

	
	Traveler’s name
	Travel requisition #

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	


*In compliance with Title 74, O.S. Sec. 500.2.
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Airfare/Lodging Transaction Log

Cardholder Name: Acct No: Statement Period of: 

Trans- Airline/Lodging Airline Ticket Number Out-of-State Total  Reconcile

action Purchase or Class and/or Travel Transaction by 

No. Date Vendor Traveler's Name Lodging Information Accom. Requisition # Amount Approver

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

TOTAL

*REMINDER - PLEASE KEEP ALL REQUIRED DOCUMENTATION!

Cardholder Signature: Approver Signature:

*Keep all copy of out-of-state requisitions, copy of tickets, lodging receipts, direct purchase of lodging worksheet, and/or other documentation to  

reconcile with Airfare/Lodging Transaction Log; and provide to your approving official."
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