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Purpose

This document provides a step-by-step process for requesting a Corporate Travel Card or travel
advance.

Process steps

1. An employee who travels two or more times within 12 months completes the corporate travel card
application form MSC 2408 and the corporate travel card agreement form MSC 2409 and submits
the form to their manager or supervisor.

2. The manager with delegated authority for travel claims signs MSC 2408 and MSC 2409.
The manager scans and e-mails forms to OFS.TravelUnit@dhsoha.state.or.us.
4. Staff in the Office of Financial Services (OFS) travel unit:

a. Sign the corporate travel card application as the “agency travel card coordinator”.

b. Enter the application on-line to the merchant bank.

5. The OFS travel unit notifies applicant and manager of approval or denial of card when information
is received from merchant bank.

6. Upon approval, the merchant bank mails card directly to applicant’'s home address.
The OFS travel unit monitors corporate travel card for appropriate use and timely payment.

8. If prohibited activity as outlined in DHS|OHA-040-008 or the corporate travel card agreement is
identified, the OFS travel unit:

a. Notifies the corporate travel card holder and manager via e-mail.

b. Makes a determination about whether the card should be suspended, cancelled or the user
reported to human resources for further action.

9. If a corporate travel card is not available or other exception criteria are met, an employee may
request a travel advance.

a. The employee completes the travel advance request form MSC 0825 in its entirety.

b. The employee requests an even dollar advance amount of at least $75 that does not exceed
the expected travel costs.

c. The employee obtains their manager’s signature. (Manager must have delegated authority for
travel claims.)

10.The manager scans and e-mails the signed travel advance request to
OFS.TravelUnit@dhsoha.state.or.us at least 10 working days prior to the first travel date.

11.0ONLY the OFS travel unit processes travel advances.
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12.The OFS travel unit reviews the request.

a. If not approved, the OFS travel unit e-mails the traveler and manager detailing the reason for
the denial.

b. If approved, the OFS travel unit processes a payment no more than 10 working days prior to
the first date of travel.

13.The traveler completes a TRIPS claim within 60 days of the last date of travel including the travel
advance number. Expenses and advances not recorded in TRIPS within the 60 days are
considered reimbursed under a non-accountable plan and are considered taxable under
IRS rules and regulations.
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This document can be provided upon request in an alternate format for individuals with disabilities or
in a language other than English for people with limited English skills. To request this document in
another format or language, contact the Publications and Design Section at 503-378-3486, 7-1-1 for
TTY, or email dhs-oha.publicationrequest@state.or.us.
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