
February 4, 2019 
 
Hello all, 
 
Please review the items below and feel free to reach out to me with any questions or concerns 
 

1. IT and Tech Purchases: Every IT related purchases must be approved by the IT 
department prior to the purchase taking place.  This includes PCard purchases and 
reimbursements.  You can submit a ticket for ETS to review your item via the ETS 
Portal. Please see your Fiscal Associate or Business Manager if there are any questions 
before purchasing.  

2. Booking international in-country flights: Booking airfare through CTP is required for 
all OSU employees, however there is an exception with certain international countries 
where options are restricted by regional limitations. In this case, travelers need to obtain 
pre-authorization for purchasing flights that CTP is unable to book. This includes 
completing an Airfare Price Match Request Form. These forms are reviewed within 24 
business hours. The travel office will then reach out to the traveler and advise them on 
how to proceed. No purchases should be made until the above steps are completed. 

3. Skype for Business Update: In the coming weeks, Engineering Technology Services 
(ETS) will begin two internal projects to prepare for the transition to Skype for Business 
phones. This will begin with verifying phone numbers and documenting all network jacks 
in your building. Please be aware that there are multiple personnel working on this 
project, who will require entry into all spaces. General information about the new phone 
system can be found here. 

4. General travel/purchasing reminder: Itemized receipts are required to be turned into 
your fiscal staff for any business purchases or travel reimbursements. The charge 
breakdown is required in order to verify that each charge is in compliance with various 
OSU policies. If a receipt is lost or misplaced, most vendors are able to provide an 
additional copy if you contact them by phone. Reimbursements will be put on hold until 
the itemized receipt is provided. 

5. Tax Season Reminders 
a. Review your deliver selection for Tax Form 1095-C - Follow the link and steps 

provided to ensure your delivery of the Form 1095-C for the upcoming tax filing 
season. Please review and update your information, as needed. 

b. FREE OSU Tax Clinic – View this link to see if you qualify for this service. If so, 
call 2-1-1 in Columbus to make an appointment for FREE Federal and Ohio tax 
preparation. 

 
Thank you, 
Sarah 
 

 
Sarah Vanadia | Fiscal Associate 
College of Engineering, Engineering Research Operations 
323 Bolz Hall, 2036 Neil Ave, Columbus, OH 43210  
Office: 614-292-8272 
Vanadia.6@osu.edu  
Office Hours: M-F 7:30am-4:00pm 
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