
Subject: Request requirement changed for Non-employees  
 
You are receiving this email because you have the guest booking role in Concur.  Please share this 
information with others in your area if they book for guests outside of Concur. 
 
After a review of the University’s travel policy regarding preauthorization for travel, it has been 
determined that a Request should be submitted for all traveler types, including non-employees, for out-
of-state and international travel.  This change is now in effect and a Request is required to be associated 
with any Expense report submitted for non-employee (i.e. guest) airfare.  A Request is required whether 
the airfare was booked via Concur, one of the local contracted travel agencies, or any other allowable 
method.   
 
Expense reports submitted prior to today that are able to be fully processed by Financial Services do not 
need to have a Request added.  All Expense reports for out of state or international travel submitted or 
resubmitted today or in the future must have a Request associated with them. 
  
Reminders: 
When completing a new Request, if you select option 3, 4, or 5 (one of the “Urgent” options) when 
answering the question “How will you be booking your travel?”, documentation of the approval must be 
retained by your department since it will not be recorded within Concur.   
  
When completing an Expense report for guest travel, multiple bookings should be included in one 
expense report and the official duty station for guest travelers should be left as the default address, 660 
Parrington Oval, Norman, OK.   
  
If you have questions about this change, please email the Concur Travel Team at concur@ou.edu. 
 
 

 
 
Terri B. Pinkston, CPA | Assistant Vice President, Controller and Director of Administrative Systems 
Administration and Finance 
University of Oklahoma|660 Parrington Oval, Room 301|Norman, OK 73019|Office: (405)325-3021|Fax (405)325-7487 
terri@ou.edu  
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