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A. PURPOSE 
 

The purpose of this procedure is to provide guidance to travelers regarding travel 
credits, reduced rates or free services that they may receive from public facilities.  

 
B. DESIGNATED STAFF & RESPONSIBLE DEPARTMENT(S) 
 

Individual travelers 
Budget Unit Directors 
Office of Finance 

  
C. PROCESSING CYCLE 
 

Daily or upon need arising for business travel 
 

D. REQUIRED RESOURCE MATERIALS 
 
 Estimated Cost of Proposed Travel Form - online 

Travel Expense Reimbursement Form – online 
Hotel Zero Balance Receipt 
Misc. Receipts 

 
 

E. GOVERNING POLICIES AND PROCEDURES 
 

CAPP Section 20335 – “Travel Regulations” - most recent effective date 
University Policies #1051, 1052 and 1054 combined 
Internal Revenue Code Sections Governing Business Expenses  
ODU Training Materials 

 
F. CROSS REFERENCE TO OTHER PROCEDURES 
 

CAPP Topic # 20310, “Expenditures” 
CAPP Topic # 20315, “Prompt Payment” 
CAPP Topic # 20336, “Agency Travel Processing”  

 
G. OTHER ODU OFFICES IMPACTED 
 

Office of Finance – Accounts Payable 
 
H. INVOLVEMENT EXTERNAL TO ODU 
 

Vendors providing travel related goods or services to ODU employees on official 
University business. 
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I. PROCEDURE: 
 

1. Travel credits, reduced rates, or free services received from public facilities 
(i.e., airline, car rental agencies, motels, etc.) by individuals for whatever 
reason accrue to the Commonwealth (the University).  

  
2. Any such credit, reduced rate, or free service must be reported to the Office of 

Finance (University Controller) and must be deducted from the amount of travel 
expenses claimed. 

 
3. When in doubt about any such credits, reduced rates, or free services contact 

the University Controller for guidance. 
 

Records Retention: 
 

Original travel documentation should be maintained along with the associated travel 
expense reimbursement vouchers in the Office of Finance agency file for three years. 

 
Contacts: 

 
For questions regarding this procedure and/or practice contact the Disbursements – 
Accounts Payable Manager at 683-6977, Accounts Payable Travel Supervisor at 683-
nnnn. 
 
For problems, complaints or to request an exception, contact the Assistant Controller 
for Disbursements at 683-4262 or the University Controller at 683-4983. 
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