[image: image2.png]OHIO
STALE

UNIVERSITY
EXTENSION




[image: image2.png] 

Convenience Order List Fiscal Year 2008
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Reimbursements to University faculty, students and staff for the purchase of goods,
Replenishment of petty cash

Payments to non OSU individuals who participate in research projects (note: pavments made to University
employees must be made through Human Resources payroll system)

Payments for licenses (including royalties), inspections, taxes, H-1 Visa's, USPS postage replenishment and
bulk mail permits and replenishment

Payments for Affiiated Organizations like: Faculty Club, Alumni Office, Campus Partners, SciTech, Research
Foundation, Ohio Supercomputer, James Foundation, Big 10 Insitutions, CICPC, etc.) for memberships,
shared revenue andjor associated expenses or operafing funds

Payments to non OSU individuals for honoraria, one-time teaching, speaking, judging, refereeing, coaching,
musicians, etc. or one-time donations (note: payments made to University emplovees must be made through

Human Resources payroll system;

Refunds to employees and non-employees for miscellaneous items (i.e., medical, tickets, conference
registration, etc).

Payments for institutional memberships, and individual memberships in professional organizations which are
consistent with the employee's academic or staff duties (note” this may not be used for club. social airline_etc
memberships)

Payments to students (OSU students or non-OSU students) for scholarships, awards, grants, or prizes based
on academic merit. (Note: awards and prizes based on a student's work performance must be made through
Human Resources payroll system)

Payment of registration fees for blisiness-related conferences and seminars.





	Extension has three Extension ONLY Convenience Orders numbers

	X08055
	Payments to Extension Office checking accounts for small dollar purchases not to exceed $2999 quarterly. 

	X08056
	Any single or series of donation/contribution/scholarship to the same vendor that aggregate to less than $1000, endowment interest not to exceed $15,000

	X08057
	Payments to utility companies for telephone land lines (not cellular), gas companies, electric, water, trash and sewage

	X08089
	Payments to the Office of Personnel Management for the federal civil service benefit program.

	For Extension Travel – Extension Travel Reimbursement Form

	X08054
	A unique travel order number is not required for OSU Extension employee travel within the state of Ohio for mileage, gas, bus, parking, toll, ferry, cab and metro charges
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