CERTIFICATION OF DESIGNATED LODGING
To Whom It May Concern,

_____________________, an employee or person traveling on behalf of Oklahoma State

   (Claimant’s Name)

University, is attending ____________________________________on ___/___/___

                                       (Name of event or reason for travel)                   begin date

to ___/___/___. OSU is the sponsor of this event. Lodging has been prearranged by OSU 

at the following hotel site(s).
	Hotel Name/Address


	Single Room Rate

_______________




Please note that designated lodging does not apply if one of these conditions does not exist.

Please check one:

____1)   The event (meeting/conference) occurred at the lodging site.

____2)   OSU arranged for a block of rooms for the event’s participants.

____3)   OSU negotiated special group rates for the conference participants.

I certify that the above statement(s) is/are true of this event.

	__________________________________
	_____________________


Approved                                                             Dated
Please note the following rules regarding employer designation: 

1) The lodging site must be designated BEFORE the event takes place.

2) The claimant named above cannot designate his/her own hotel or approve this designation.

3) This form will be accepted only if the OSU is clearly the sponsor of the object of travel,

      AND one of the following criteria is met:

a) the travel objective is conducted at the place of lodging; or:

b) OSU has arranged for a block of room or rate reductions for participants.
