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Seminar Scheduling
· Seminars should not be scheduled during the first or last week of the term.  

· Seminars are held in ALS4001 at 3:30pm on Mondays during fall, winter, and spring terms.  Any deviations from the day and time must be approved by the department chair.  In the event an alternate day/time slot is approved, the office staff will need to know in a timely manner with sufficient time to secure a suitable room and to advertise the seminar(s).  
Seminar Budget

· Honoraria are provided only under special circumstances and must be arranged well before the speaker gives the seminar.  If an honorarium is authorized, it is part of the budget for that given term.  It is necessary to notify office staff in a timely manner of the intent to provide an honorarium as honorarium payments require the individual to; be a US Citizen, be established as a vendor in the OSU accounting system, and sign a Personal Services contract. 

· Each term the seminar committee should designate a member to interact with office staff in order to schedule seminars and make related arrangements (e.g., transportation, lodging, announcements, etc.).

· The seminar committee should designate a member to monitor the seminar budget.  

Seminar Refreshments
· The Department provides a standard coffee cart prior to each seminar.

· If special refreshments are planned for a specific seminar, the committee will be responsible for ordering, payment, and delivery to the office prior to the seminar.

Hosting/Entertaining
· Original itemized receipt(s) showing what was purchased are required for reimbursement.  Credit card slips are not acceptable.  

· Requests for expense reimbursement must be submitted within 30 days of the expense.  
· It is not permissible for an OSU employee to host another OSU employee and request reimbursement.
· Reimbursement of tips for a hosted meal cannot exceed 15%.
· The cost of alcoholic beverages will not be paid or reimbursed, without prior approval from the chair.  

· The number of those attending a hosted meal should be reasonable for the occasion.  Name, title, and organization of all meal attendees must be provided for any meal paid by OSU.
· All reimbursement/payment requests will be audited for adherence to policy.  Items that are outside policy will not be reimbursed.  

OSU Hosting Policy: http://oregonstate.edu/fa/manuals/fis/410-05
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Guest Travel Expenses
Travel is a highly visible expenditure therefore it is necessary to select travel options that are the most efficient & economical to the University.   This includes but, is not limited to personal preference/convenience, circuitous routes, luxury accommodations, etc.  

OSU employees will not be reimbursed for expenses paid on behalf of a guest (with the exception of hosted meals).  Guests who incur expenses will be reimbursed using the same channels available to OSU employees.
· Guest speakers receiving compensation (honorarium) will personally incur all travel expenses which will be incorporated into one service payment amount.
· Guest speakers not receiving compensation (honorarium) will be reimbursed for their travel expenses with appropriate documentation, as per OSU Policy.  
· Meals are reimbursed at the current instate meal per diem rate.
· Guest speakers employed by other state or federal agencies are to be reimbursed for travel expenses by their own agency.  OSU will reimburse their agency when invoiced for expenses.  
Transportation 
· Airfare and Airport Shuttle Services - OSU Travel Policy allows for direct billing of airfare and airport shuttle services.  Should a traveler choose to purchase airfare or shuttle services on their own, they cannot be reimbursed until after the trip is over.  Also, the traveler must be established as an OSU Vendor …notify the office as soon as possible to avoid delays in payment(s). 
· Reimbursement for airfare purchased from non-contracted travel agencies requires;

· documentation showing the traveler paid the airfare (credit card statement), 
· the itinerary, and
· boarding pass.  
· Vehicle Rental - Non-employees are not covered by OSU/State of Oregon Insurance therefore, unable to utilize OSU/State of Oregon rental vehicle contracts.  Guests should check with their personal insurance company or their credit card company to determine coverage when driving rental vehicles.   If no coverage is available, it is strongly encouraged that they take out the CDW insurance. 
· Mileage - Private vehicle mileage for the most direct, usually traveled route may be reimbursable at the current published OSU mileage rate, up to the cost of airfare & shuttle transportation. 
Lodging 
· The department will pay for lodging the day prior to and the day of the seminar only. 

· Hotel room costs are limited to the current in-state per diem rate, taxes are sepearate.  OSU Travel Policy allows for direct billing (no out of pocket expense to the traveler) for lodging, not including meals, phone or other personal charges.
Meals
· Guest meals that are not hosted (ie: paid for) by an OSU employee will be reimbursed under the same travel policy as employees of the university.  Note: it is not permissible for an OSU employee to host another OSU employee and request reimbursement.
OSU Travel Policy: http://oregonstate.edu/fa/manuals/fis/411
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