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Task Unit BSC Fiscal Staff

Obtain pre-authorization from appropriate signature 
authority

Pre-Authorization can either be recorded in written communication, or in 
eTravel.  ALL faculty travel must be approved by the Chair/Director of the 
Unit. n/a

Enter a travel Request for a T# (can be after the trip 
with documented prior-authorization.  If there is a pre-
pay of any type, with any OSU payment method, a T# is 
required prior) Submit T# request in eTravel.  The T# approvals are done within the Unit. n/a

Travel Cash Advance

After a T# has been approved and assigned, the Unit initiator will submit a 
cash advance payment request in  eTravel two weeks in advance of trip.  
Only OSU students/staff/faculty are eligible for a cash adavcne.  If a request 
is for a Non-OSU person it will require a College exception.

The cash advance payment request will workflow to the BSC for Level 1 
and Level 2 approval.  If the funding is OSP funding it will then workflow 
to OSP for approval.  The traveler will certify at the end of the process if 
they are an OSU employee.  If the vendor is a non-employee student or 
guest, the BSC will obtain certification via DocuSign.

Registration Pre-payment
After a T# has been approved and assigned, the Unit initiator will enter a 
registration pre-payment request in  eTravel.

The registration pre-payment request will workflow to the BSC for Level 
1 and Level 2 approval.   It will workflow to OSP for final approval if 
applicable.

Travel Reimbursement
The Unit initiator will submit a reimbursement payment request in eTravel 
with all relevant receipts and supporting documentation attached.

The reimbursement payment request will workflow to the BSC for Level 
1 and Level 2 approval.  If the funding is OSP funding it will then 
workflow to OSP for approval.  The traveler will certify at the end of the 
process if they are an OSU employee.  If the vendor is a non-employee 
student or guest, the BSC will obtain certification via DocuSign.

Guest Traveler Certification

The Unit initiator may attach the eTravel reimbursement payment print 
with the guest signature or the ASC travel reimbursement form with the 
guest signature on the reimbursement payment request in eTravel.

If the signature is not attached in eTravel, the BSC Fiscal Associate will 
request the guest certification via DocuSign.

Common College Level Exceptions:  Over 90 days, After The Fact (ATF), lack 
of rental car insurance (CDW/LDW & Liability), lodging rate was 2 times 
over the federal lodging rate.  The Unit will complete and attach the ASC 
Policy Exception Approval Request form to the eTravel payment request. 

The BSC Level 1 approver will alert the appropriate College office 
contact to review the exception for review.  If approved by the College, 
the Level 2 approval will occur at the BSC and OSP if applicable.

Non-College Exceptions:  Amount exceeds the total travel estimate by 20% 
or goes over the approved set MAX amount, additions to the original 
business purpose.  Units will refer to their DSA to obtain the appropriate 
approval.  All faculty travel approvals must come from the Chair/Director.

The BSC approvers will verify the appropriate individual approved the 
Non-College exception prior to approving.

ASC eTravel Roles and Processes

Travel Policy Exceptions
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Task Unit BSC Fiscal Staff

UNIV: The Unit initiator will gather all receipts and determine if the traveler 
is eligible for additional reimbursement, or if the traveler needs to re-pay a 
portion of the cash advance.  Proof of re-payment is needed and attached 
to the cash advance when applicable.  The Unit initiator will go to the 
original cash advance payment and reconcile the advance by attaching the 
documents and alert their BSC Associate for review.  If there is a 
reimbursement to be made in addition, the Unit initiator must complete 
and submit  a new reimbursement payment request with all receipts 
attached to reconcile the advance and reimburse.  For the cash advance you 
will add an expense line of "Other" and enter the amount as a negative.

If there is no reimbursement needed the BSC Associate will review the 
attachments on the cash advance request and confirm compliance.  
Additional reimbursements will workflow to the BSC for compliance 
review and Level 1 and Level 2 review.  If there is OSP funding, it will 
workflow after BSC review.  The traveler certification will occur at the 
end of the approval process.

OSP:  The Unit initiator will gather all receipts and create a new payment 
request in eTravel and submit for approval.  There will be one category line 
of "Other" with a description of "Cash Advance" and the amount listed as a 
negative.  The expenses need to be itemized and the expense total will 
show whether or not there is an additional reimbursement or a re-pay is 
necessary.  

All ASC funded travel reimbursement payment requests will workflow to 
the BSC for compliance review and Level 1 and Level 2 review.  If there is 
OSP funding, it will workflow after BSC review.  The traveler certification 
will occur at the end of the approval process.

UNIV:  1.  Please make a comment in the Travel Request that registration 
will be pre-paid via a wire transfer/foreign draft to account for the expense.  
A T# is required prior to payment for registration.                                                                                                                           
2.  If there is not a vendor ID for the institution, please complete the 
“Vendor Maintenance Online Request Form”.  In the comments section, list 
the T# and state that this is for a wire transfer/foreign draft for a pre-pay 
registration.  No compliance form is needed.                                                                                                                                                                              
3.  Submit the Electronic Funds Transfer Request form to 
capbanking@osu.edu in Accounts Payable with any other additional 
documentation you may have.

The BSC is not a part of the process for UNIV.  All of the interaction is 
between Accounts Payable and the Department.

OSP: The Unit initiator will create a payment in eTravel, and attach the 
appropriate forms for wire transfers and foreign drafts on OSP's web page.  
The Unit initiator will then submit the registration pre-payment.

All ASC funded travel payment requests will workflow to the BSC for 
compliance review and Level 1 and Level 2 review.  If there is OSP 
funding, it will workflow after BSC review.

ASC eTravel Roles and Processes

Cash Advance Reconciliation (must be reconciled and 
substantiated within 30 days of completion)

Pre-pay Wire-Transfer/Foreign Drafts for travel 
(Registration Payments)
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Task Unit BSC Fiscal Staff

UNIV:  1. Individual Vendor maintenance must be completed in the 
Department prior to submitting the reimbursement to the BSC.  The AP 
Compliance form/compliance form to B or W Visa holders form/ the online 
“Vendor Maintenance Online Request Form” must be submitted to AP to 
get a vendor ID: http://purchasing.osu.edu/resources/default.aspx                                                                                   
2. The Unit initiator will complete a new eTravel payment request and will 
and attach the Electronic Fund Transfer Request or Foreign Draft Request 
along with the reimbursement documents, change the payment amount to 
"0" and submit for approval.                                                   3. Once the Unit 
receioves the approvaed payment print from the BSC that form plus the 
wire form and applicable documents needs to be sent to AP for the wire 
processing to capbanking@osu.edu 

The reimbursement payment request will workflow to the BSC for Level 
1 and Level 2 approval.  If the funding is OSP funding it will then 
workflow to OSP for approval.  The traveler will certify at the end of the 
process if they are an OSU employee.  If the vendor is a non-employee 
student or guest, the BSC will obtain certification via DocuSign.  Once it 
has been approved at Level 2, the approved travel payment print will be 
sent to the Unit for them to forward to UNIV AP for the wire completion. 

OSP:  The Unit is responsible for sending the wire form to OSP via the 
Buckeye Box share function to OR-AccountsPayable@osu.edu 

If needed the BSC will obtain the traveler certification and then approve 
at Level 1 and Level 2 in the workflow.  The reimbursement will then 
workflow to OSP for approval. 

ASC eTravel Roles and Processes

Wire-Transfer/Foreign Drafts for reimbursement
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Task Unit BSC Fiscal Staff

Reimbursement to Employee/Non-Employee

Gather all receipts, back up documentation, and submit via eRequest for 
Unit approval with a clear business purpose.  If reimbursing for an OSP 
business meal please include the OSP business meal form.

Review and submit reimbursement via eRequest which produces a 
voucher ID and completes the PR# in eRequest.  If necessary, manual 
entry in PeopleSoft can still occur.

Payments (honoraria, donations, human subject 
payments, cash advance etc.)

Submit via eRequest with supporting documentation i.e. flyer for events, 
IRB# for human subjects and clear business purpose for Unit approval.

Review and submit payment via eRequest which produces a voucher ID 
and completes the PR# in eRequest.  Human Subject cash advances will 
be manually entered in Peoplesoft.

Vendor Maintenance

Individual:  The Unit must obtain the OSU AP Payment Compliance Form 
and complete the vendor maintenance by submitting the "Vendor 
Maintenance Request Form" 
(https://purchasing.osu.edu/secure/addchgsupplier.aspx).  The busines unit 
can be selected on the form.  The Unit will then receive a vendor # and 
should list that in the eRequest.  Specific instructions for UNIV and OSP are 
listed in link form.

Company:  The BSC will do the vendor maintenance for a company.  
Please supply the BSC Fiscal Associate with a contact in the company in 
order to facilitate the data recovery.

Task Unit BSC Fiscal Staff

Non-Resident Alien Payments in PREP (Honoraria, 
Stipends etc.)

The Unit will submit a PR# for the payment/reimbursement with it clearly 
noted that it is for a non-resident alien.  The unit will then complete the 
"Non-Resident Alien Payment Request" form and "Compliance Form for 
Payments to B or W Visa Holders" and send directly to UNIV AP or OSP AP.  
The forms can found here:                                                                                                                      
UNIV: http://controller.osu.edu/forms/NRARequest.pdf                           OSP: 
http://osp.osu.edu/files/2014/02/nra.pdf                                                                                                                                                               
Compliance Form:  http://controller.osu.edu/forms/B1-B2Cert.pdf 

The BSC will complete the PR# once the payments have been completed 
in UNIV or OSP AP.  The BSC does not have the security access to 
process those payments.

eRequest (PREP)

NRA PREP Payments
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Task Unit BSC Fiscal Staff

Request the Purchasing Card

An individual in the Department will determine if the use of a Purchasing 
Card is necessary.  At that point they can either submit an eRequest on the 
front end of the transaction or on the post end.  They will go to the card 
Manager to check out the card for use. n/a

Create an eRequest PR#

The individual using the card can either enter the eRequest on the front end 
if they know the amount and vendor, or on the post end.  This step will 
complete the Unit approval process.

Once the eRequest PR# has been approved by the Unit, the BSC will 
assign the transaction to the appropriate BSC Fiscal Associate who will 
reconcile the transaction in PeopleSoft.

Transaction Reallocation

All receipts are submitted to the Card Manager, who will attach them to the 
PR# in eRequest and click on the box "PCard Documentation Complete" as 
well as fill out the other boxes (transaction date, final amount name of 
person who used it) and save the PR#.  This process should only be done if 
the transactions are audit ready.  This completes the PCard process for the 
Unit.

The BSC Fiscal Associate will see that the status for the PR# for a PCard 
transaction has changed to "Pending Completion".  They will go to the 
PR#, check for completion with receipts, list of names for business 
meals, alcohol approval etc. and will reallocate the transaction in 
PeopleSoft.  The status in eRequest will then change to "Reallocated"

Transaction Approval n/a

The BSC approvers will review the purchasing card transactions in 
eRequest and will contact the Unit if additional documentation is 
needed that was not originally attached for reallocation.   If the 
transactions are complete, the approver will "Approve" the transaction 
in PeopleSoft and change the status in eRequest to "Complete"

Task Unit BSC Fiscal Staff

Pre-Approval Guidelines (i. e. serving alcohol on 
campus in an unlicensed facility)

If a department wishes to serve alcohol at a university event in a non-
permanently licensed campus site (such as a holiday party or reception in 
an atrium or conference room), prior university approval must be obtained.  
The requirement to gain this permission does not apply to events held at on-
campus licensed facilities, such as the Blackwell or the Faculty Club.  Pre-
approval is not necessary to purchase alcohol at licensed facilities, such as 
off-campus restaurants.

The BSC will review that the guidelines were followed when looking at 
Fiscal transactions related to this policy.

Approval Guidelines

All alcohol purchases must have College approval regardless of purchasing 
type before payment/reimbursement/purchasing card reconciliation is 
processed. 

The BSC will review that the guidelines were followed when looking at 
Fiscal transactions related to this policy.

Office of Sponsored Programs
Office of the Controller (Travel, AP, PCard): 
Office of Legal Affairs - Alcohol on Campus Sites 
UNIV Purchasing Forms
UNIV Accounts Payable Forms
OSP Forms (Business Meal, Compliance Forms)

http://rf.osu.edu/
http://controller.osu.edu/
http://legal.osu.edu/legaltopics.php
http://purchasing.osu.edu/resources/default.aspx 
http://controller.osu.edu/forms/forms.shtm#ap 
http://osp.osu.edu/forms/

Purchasing/GET Card Process

ASC Alcohol Approval Process

http://rf.osu.edu/
http://controller.osu.edu/
http://legal.osu.edu/legaltopics.php
http://purchasing.osu.edu/resources/default.aspx
http://controller.osu.edu/forms/forms.shtm#ap�
http://osp.osu.edu/forms/
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