Sharing Hotel Rooms Fact Sheet
OSU Extension Business Operations

Q. Is it ok to share hotel rooms?


A. Yes! Extension is always looking to save money, if you can share rooms with others please do. 

Q. What documentation should we have for shared rooms? 


A. Each of the travelers should have an original bill from the hotel. At checkout, have them split the hotel nights stay onto two bills. Each of you should pay individually and retain your original itemized receipt showing proof of payment and a zero balance due on the bill for reimbursement. 

Q. Do I need to reference the other person’s Travel Order Number (T #) on my reimbursement?


A. Yes! University requires you to note on your hotel bill that you shared a room. You should note on the bill the traveler’s name and their T number. 

Q. What if I share a room with a non employee (ex. spouse, attendee from another organization)? 


A. If you share a room with a non-employee, list the name of the person and the details of the shared room. For instance if your spouse stays but the hotel room is the same rate for single or double occupancy you may get reimbursed the entire amount of the bill, but you have to document that the rate is the same. If the room is a double occupancy rate you can only get reimbursed up to the amount of the single occupancy rate. When in doubt split the bill into two payments.

Q. Can one person pay for the entire cost of the room and have the others reimburse them?

A. No. Having one person pay and the reimbursing with cash does not create a clean audit trail. Each individual must pay the vendor directly. 
Q. Can one person pay for the entire cost of the room and then submit for the entire reimbursement through the University?

A. No. Each person’s expenses must be tracked to their individual Travel Order Number (T number). There are sometimes exceptions for travel paid for students or volunteers. Get pre-approval from your Business Office Representative before paying for a group. 

Q. What do I do if the Hotel will not split the bill?

A. If the hotel will only provide one original bill, make a copy of the hotel bill and then document why it is a copy. 
Q. Do these same rules apply to airfare expenses?

A. Yes, follow the same rules for sharing airfare expenses.  Each individual must pay the vendor directly. 
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