
From: Burch, Tina

Subject: Travel: "Did you know....."
Date: Tuesday, August 13, 2019 11:14:00 AM
Attachments: travcorr (1).xls

There is a travel voucher correction request form to move travel expenses that paid from an
incorrect fund.

For example, if you completed the voucher on a fund and after it paid you were told it should have
been charged to a different fund then you can use the correction request form to move those
charges.
NOTE: This is NOT the form to use if dealing with grant funds.  Grant funds have a separate form to
use when changing funds for expenses.

If the fund number is monitored by the business office please send that person a copy for the
records.

Have a great day,
Tina Burch
A&S Training Coordinator
202B LSE
43701

mailto:tina.burch@okstate.edu
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		Oklahoma State University

		Travel Voucher Correction Request

		Accounting:  Please make the following correction pertaining to the referenced travel expenses.

						Corrections can only be made to transactions up to six months after the Transaction Date in Banner.

		Credit Account (move charge from)										Debit Account (move charge to)																		Transaction

		COA		Fund Code				Acct Code				COA		Fund Code				Acct Code				Amount		Traveler Name				Trip # or T #		Date

		Explanation:

		Any transactions involving a ledger 5 account must be processed on the approved GCFA Retroactive Cost Transfer Form.

		Send completed Retro form to Grants & Contracts Financial Administration.

		This form is for corrections to (Non-Grant) travel voucher expenses and FCM/Concur charges only!

		Corrections for travel expenses paid by Pcard should be processed on the Pcard correction form.

		Requested by:												Phone Number:								Date:

																						1/12/18
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