


(XXXHXX-XXXX-XXXXX)




*Project numbers almost always start with 1000;
Activity codes are almost always 101




= Membership dues
= Postage (excluding freight)







m You must be 25 to rent a car




= Best way to ensure compliance: Book through
Concur




= Meals betore leaving and atter return are not
allowable for reimbursement




print a trip itinerary as if you were only going
on the business trip. This is what you will be

reimbursed.




o Note: Open Skies does not apply to DOD or DOS awards -
those flights need to be made through a US carrier,

regardless of the presence of the icon




= For travel, this is your advisor
= For other purchases, this is Debbie or Val




Val), with note including chart string to charge

= Cart then becomes a “requisition,” which will later be
turned into a purchase order by the assignee




= 52500 limit per transaction




*Note: a minor difference in price between the vendor of
choice and a vendor already in Marketplace does not
constitute justification to use the purchasing card




= Any purchases made with the department cards (purchasing or
T&E) cannot have sales tax included

o Our tax exempt number is printed directly on these credit cards




america-act-waiver/




