
 Purchase of Commercial Airfare with the Purchasing Card Procedures
PLEASE NOTE:  All Purchasing Card Guidelines and Travel Policies and Procedures apply.  The following are policies and procedures pertaining specifically to purchasing card airfare purchases.  Please refer to OSU Policy 3-0201.
Direct airfare p/card transaction for purchasing airfare consists of the following steps and requirements:

1.
An Out of State Travel Request is completed and approved per standard travel procedures of the online travel manual (see http://vpaf.okstate.edu/UA/Forms/Online_Travel_Manual.doc or the paper form (see attached Out-of-State Travel Request example for direct airfare with purchasing card) as applicable: 

a.
If purchasing from a state contract travel agency using a p/card that is authorized for direct purchase of commercial airfare, check the box on the form labeled prepaid OSU purchasing card (1) and enter the amount of the quote on the paper form (2) or complete the online request when applicable.
b.
If purchasing from a non-contract travel agency or an internet vendor using a p/card authorized for the direct purchase of commercial airfare:
1. The traveler must obtain a quote from the state contract travel agency.  The quote can be written or verbal from the state contract travel agency (3) when documented with following information:  the travel agency, quote date, and amount.
2. The traveler must obtain a quote from the non-contract travel agency and the amount of the quote will be entered on paper form (4).  The cost savings, if any, will be indicated on the paper form (5).  A cost savings must occur to proceed.  (If no cost savings occurs the airfare must be purchased from a state contract travel agency).  The quote must be documented in writing with the following information:  travel agency, quote date, and amount.  The data entered into the paper form is not sufficient.  The online request requires the same information to be documented and the information entered into the system. 
3. Continue by checking the box on form labeled prepaid OSU purchasing card (1) and enter the amount of the quote from the non–contract travel agency or an internet vendor (2) on the paper form.  The online request requires the same information to be entered.

c. Method of airline ticket purchase:
1.
If purchasing airfare by phone, place a call to the vendor and purchase airline tickets per the approved Out-of-State Travel Request.  Print the appropriate screens, emails, and/or faxes to reflect purchase of airline tickets.  Retain printed documentation of purchase.  The cardholder then completes “Airplane Ticket Purchase Authorization” section on the paper Out-of-State Travel Request (6-13).
2.
If purchasing airfare by Internet, follow the on-line process to purchase the commercial airline ticket per the approved Out of State Travel Request.  Print the appropriate screens, emails, and/or faxes to reflect purchase of airline tickets.  Retain printed documentation of purchase.  The cardholder then completes “Airplane Ticket Purchase Authorization” section on the paper Out-of-State Travel Request (6-13).  
d.
Baggage can be charged at the time of purchase or at the airport not to exceed the approved number of baggage for per travel rules.  No overweight, extra baggage, etc is permissible.
e.
The traveler must check the box, “Prepaid by authorized OSU Purchasing Card”, (14), sign (15), and date (16) the Out-of-State Travel Request upon completion of the trip to verify the use of the airline ticket purchased on the paper travel reimbursement form.  Online request requires the traveler to verify the use of the airline ticket purchased.
f.
The traveler will check the box, “Authorized Use of OSU Purchasing Card”, on the correct travel reimbursement form.  Revised travel reimbursement forms are available on the University Accounting website at http://www.vpaf.okstate.edu/ua/.  Traveler will check the box when completing an online travel reimbursement claim.
g.
Canceling Airfare.  Airline tickets purchased with a p/card should be bought with the intent not to cancel.  If canceling or rebooking is a possibility, the tickets should be purchased as refundable tickets from a state contract travel agent.  In the event that a ticket is canceled, it is the responsibility of the department to obtain and use any credit received from the vendor for official University business.  It is the cardholder’s responsibility to ensure the vendor’s policies for cancellation and rebooking do not conflict with University policy and procedures.

2.
Documentation.

a.
The cardholder and approving official(s) will sign off for the transaction in the reconciling software and an approving official must sign the memo statement.

b.
Receipts:  An original receipt from the vendor shall support each airline ticket purchased.  Refer to procedures for phone and internet purchases.  Receipts are to be marked “Paid by Pcard”.  
c.
Receipts should include the following as established by the Department of Central Services per Title 74 O.S., Sec. 500.3 Subsection F:

1. Date

2. Vendor and/or Name of Airline

3. Total Cost of Purchased Ticket

4. Class of Accommodation

5. Name of Traveler

d.
Out-of-State Travel Request completed with all approval signatures.

e.
Quote:  A quote from a state contract travel agency must be obtained when purchasing a ticket from a non-contract travel agency.  For accurate comparison as assurance of obtaining the lowest price, the quote must be obtained before the ticket purchase.
1. A written or verbal quote obtained from a state contract travel agency.  Comparison is a quote for a refundable ticket from the state contract agency to a refundable ticket from a non-contract agency.  The same applies for a non-refundable ticket.  Comparison to a state rate ticket (a refundable) to a non-refundable ticket results in an inaccurate comparison.  The purchaser of the ticket is responsible for obtaining accurate comparative quotes.
3.
Grants and Contracts.  When airfare 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 airfare 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.  

4.
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 Airfare/Lodging Transactions shall be submitted to the approving official on an Airfare/Lodging Transaction Log.  The approving official will audit the reconciliation software for Airfare/Lodging Transactions.  

5.
Cardholder Responsibilities.  The cardholder must reconcile the individual receipts to the reconciliation software to verify that purchases and returns are accurately listed and charged to the appropriate account and subcode.  The appropriate subcode range is 5500 for in-state travel, 5600 for out-of-state travel, and 5700 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.  The cardholder shall sign off in the reconciling software, indicating that the cardholder did make those purchases.

Note:  In reconciling transactions, approving officials/cardholders should use appropriate documents, such as the receipts of airline tickets, the Out-of-State Travel Request, and quotes.

6.
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, the memo statement, 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.
7.
Cardholder/Department Compliance Reviews.  On a monthly basis, the cardholder will receive a report directly from the bank that list all transactions posted on the p/card.  The approving official(s) will reconcile the memo statement processed during the cycle to the bank report.  Periodically, the Fiscal & Administrative Compliance Department and /or Accounting will conduct random compliance reviews of p/card airfare purchases.
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