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Forms - Appendix


A - Travel Request Form


B - Check Request Voucher


C– Cash Advance Request


D - University of Dallas Reimbursement Form


E - Texas Hotel Occupancy Tax Exemption Certificate


F - Corporate Credit Card Reconciliation/Expense Report

For forms call the Business Office, ext. 5244 or visit the Business Office web-site at:

 http://www.udallas.edu/administration/businessoffice.cfm 
    I.
 SCOPE


Except as noted in section II below, the policies provided herein apply to all University of Dallas organizations, faculty, staff, students and all other organizations and individuals that provides payments for goods and services and that intend to travel at University expense. This administrative policy applies to all University of Dallas locations.

 II.
 SPECIAL SCOPE CONSIDERATIONS







Some University policies may be more restrictive as they relate to specific groups or areas.  For example, the Vice Presidents or Deans may establish specific, supplemental policies for academic and athletic team travel and other student travelers.

III. POLICY - CASH DISBURSEMENTS

Disbursements for goods and services to vendors and contractors are based on expenses that benefit the University of Dallas. The total amount to be spent is developed through the annual budget process. 

To be reimbursable, the University of Dallas requires that the travel be performed in the most economical manner consistent with mission requirements; that all expenses are incurred while in a travel status; that the expenses are reasonable, necessary and (except for meal per diem and incidental expenses, as outlined in Section V) actual; and that they not exceed the limitations imposed by the University.  Individuals are expected to exercise prudent judgment in performing travel. 

IV. PROCEDURES


Goods and Services:

Payments to vendors and contractors for goods and services are to be documented on Check Request Vouchers. In order to indicate proof of delivery, 

bills of lading or packing slips should be attached to each check request. All payments for advertising should have a copy of the advertisement attached to the check request. All Check Request Vouchers must be approved by the Department Budget Manager or designee.

All expenses to be reimbursed to UD staff, faculty and students are to be documented on the University of Dallas Reimbursement Form.


Travel: 




















ArrangingTravel



















1) Arranging Travel

Travelers must obtain permission to travel from supervisory or designated authority prior to making the trip.  The travel procedures are written to promote the safety and comfort of the traveler, while ensuring that the University receives maximum value for the money spent. If the approving department requires written travel approval, prepare a Travel Request form (Appendix A) and forward the approved form to the Business Office, Assistant Director of Finance.





































2) Prepayment of Travel


When registration or a similar Fee related to the purpose of an employee’s travel requires payment in advance of the travel date, a Check Request Voucher (Appendix B), is to be submitted with a description of the expense, all pertinent documentation attached, and supervisor approval.  The University will then remit payment directly to the applicable organization. When it is necessary that a fare for transportation be paid in advance of travel, a Check Request Voucher (CRV) is to be submitted with all pertinent documentation, list of travelers, business purpose.  The University will make payment for the transportation to the travel agency.

3) Cash Advance Policy
If circumstances require that an employee receive a cash advance for travel, the following Cash Advance Policy will apply.

(a) Advances cannot be drawn in excess of 10 days prior to travel, unless special circumstances exist.


(b) Each cash advance should be treated separately and settled before another is requested.

(c) Cash advances up to $200 are to be obtained from the Business Office Cashier after completion of a Cash Advance Request Form (see Appendix C), which also requires approval by supervisor. Advances in excess of $200 are to be issued by check through Accounts Payable. 

(d) Advances are to be cleared within 30 days of completing a business trip.  Any cash advance that is not substantiated on a University of Dallas Reimbursement Form (see Appendix D) within 60 days of the date issued will be added to the employee’s income and taxed at the appropriate withholding tax rate. Refer: IRS Publication 463, section 5 Record keeping.

4) Applying for Expense Reimbursement
 
Reimbursement for Official University travel is made for meals, lodging, transportation, parking, and certain incidental expenses as described within this procedure.     


Reimbursement for travel expenses must be generally submitted on a University of Dallas Reimbursement Form (see Appendix D).  The form must be filed immediately upon return, showing the dates of the trip, destination, purpose, and attach the original receipts and other documentation necessary to substantiate items listed.  The voucher must contain the signature of the traveler and the traveler’s supervisor. All reimbursements made to the President will be reviewed by the Chair of the UD Board Finance Committee. The University of Dallas Reimbursement Form is to be submitted to the Business Office within 10 days from the return date of the trip.  If an advance was issued, any unspent cash must be returned to the Business Office.   Send a check for the unused amount with the completed University of Dallas Reimbursement Form.

Original receipts are required for all expenses over $25.  Receipts should be detailed vendor receipts which would indicate what item(s) were purchased. All

original Receipts are to be taped to a piece of 8 ½ by 11 piece of paper.

Moreover, Internal Revenue Service (IRS) Code 953 ¶ Sec. 274 requires that all expenses must be substantiated as to:

· Amount

· Time and Place

· Name(s) of Person(s)

· Business Purpose

· For entertainment and gift expenses, the business relationship to the University of the person being entertained or receiving any gift must be substantiated.

Related to Adequate Records, the IRS requires that:

· All lodging expense, regardless of the amount, must be documented with a receipt. All receipts must be attached to a 8 ½ by 11 piece of paper.

· All other expenses must be adequately explained as to amount, time and place, explanation and business purpose

· Any expenses (except for lodging) under $25.00 need not have an original receipt, but per IRS regulations, must be explained in detail on your expense account with at least the following information: Amounts; Time and Place; Name(s) of Person(s); and Business Purpose 

· For airline travel involving electronic tickets, proof of purchase by either fax or e-mail from the agent is required

· For credit cards purchases over the phone, ask vendor to fax or e-mail confirmation of purchase.  If that is not possible, indicate “no receipt available” on the expense report

· If a receipt for an amount over $25.00 is not available or has been lost, indicate “no receipt available” or “lost receipt” on the expense report

Foreign expenses must be submitted in U.S. dollars using the exchange rate in effect during the dates of travel.


V. ALLOWABLE/UNALLOWABLE EXPENSES

1) Air Travel 
When the most efficient means of transportation is air travel, reimbursement will be limited to coach fare except for the instances noted below.  An employee may upgrade his or her travel class at anytime by personally paying the incremental cost.  

2) Foreign Travel

Foreign travel requires full compliance with the University’s travel policy. Any exceptions to policy must be approved in advance by the Vice President for Finance & Administration. See Travel Request Form, (Appendix A).

When renting a commercial vehicle, check to see if an international driver’s license is needed.  The University’s Hired/Non-Owned insurance policy does not include vehicles rented in a foreign country.  The traveler should accept optional insurance coverage, such as Collision Damage Waiver (CDW).  Vehicle insurance expenses are reimbursed to international travelers.
3) Transportation to and from Hotels and Terminals


Whenever practical, the most economical mode of transportation should be used to and from hotels, terminals (air and rail), and appointments. These expenses (including gratuities) will be reimbursed.   Many hotels provide complimentary shuttle service to and from airports. The traveler should inquire about this service when making hotel reservations.

4) 
Automobile Rentals

Automobile rentals must be limited to situations where other means of transportation are not practical, economical, or available, and to emergency situations. As a general rule, the most economical vehicle should be used.  When the traveler rents a car, light truck or passenger van, the Collision Damage Waiver (CDW) or Loss/Damage Waiver (LDW) insurance does not need to be purchased.  The University’s Hired/Non-Owned policy coverage would apply to these rental agreements.  If renting a large truck and/or any vehicle requiring a commercial or 

chauffeur license to operate or if the rented vehicle’s value is over $35,000 the traveler should purchase CDW or LDW.

5)
University owned vehicles

Use of University owned vehicles are to be coordinated with the office where the vehicles are assigned: Office of Enrollment, Chaplain’s Office, and Facilities.  Each office must keep a schedule log of vehicle usage including person using vehicle, date, business purpose and mileage used. Personal use of University owned vehicles is not allowed since this would create taxable income to the user.

6) 
Personal Automobile Travel

Reimbursement for use of personal automobiles by employees traveling on University business will be at the current University-approved mileage rate.  The traveler is to keep a record of all mileage driven to justify mileage claimed.  For automobile travel from the University, mileage at the current reimbursement rate and tolls will be reimbursed, but will be limited to the lowest airfare available.  Contact the Business Office to obtain the current rate.  The traveler is required to have insurance for a personal vehicle used in conjunction with University business.  Uninsured vehicles are not to be used for University business.  Gas, oil, insurance premiums, repairs, or other costs are included in the mileage rate and will not be reimbursed.  Fines for automobile violations or personal misconduct will not be reimbursed.








7)
Conference Registration Fees

Payment of conference or meeting registration fees may be paid through a travel advance paid directly to the conference organizer or by a personal check or credit card. A copy of the conference registration for must be attached to the Check Request Voucher, including supervisor’s approval.

 8)
Lodging 
Hotel reservations may be made by contacting hotels direct and arranging for the best rate available.  The traveler can stay at the hotel where a meeting, convention, or conference is being held, or at a nearby, moderately priced hotels. The actual hotel bill is required for reimbursement. Hotels should be guaranteed for late arrival with the traveler's personal credit card.



Employees of the University may claim exemption from the State hotel occupancy tax when traveling on official business within the State of Texas.  Employees must claim this exemption by providing the “Texas Hotel Occupancy Tax Exemption Certificate” (Appendix D) to the lodging establishment upon registration.  Contact the Business Office for the certificate.  The lodging establishment may require business identification before accepting the certificate.  If a lodging establishment does not accept the certificate, please contact the Business Office. 

9)
Meals
Reasonable expenses incurred for meals while attending to University business will be reimbursed.  To be reimbursed, these meals must be essential to the 

University’s mission and must be a business necessity. Receipts, topic of discussion, and identities of participants, e.g., names, titles, must be contained in the documentation supporting the UD Reimbursement Form or Corporate Credit Card Reconciliation/Expense Form.  The reimbursement form is to be submitted by the senior staff member in attendance and approved by their supervisor.  

Reimbursements for meals provided at regularly scheduled or routine meetings or as a perquisite (“perk”) are not permitted. 

Reimbursements for meal expenses involving only other University of Dallas employees will be allowed only if it is shown to be necessary and that it was impractical to conduct these meetings in a normal work setting. They must also involve substantive, bona fide business discussions. 

Reasonable expenses for staff appreciation lunches will be allowed.

10)
Gratuities

The reasonable costs of gratuities to porters, bellhops, and other service personnel will be reimbursed.

11)
Dry Cleaning or Laundry Service

When travel extends longer than a week, the University will reimburse a traveler for the service of dry cleaning and/or laundry. Exceptions will be allowed for international travel where the schedule requires minimal free time. 
12)
Telephone Calls


Telephone calls related to University business will be reimbursed with appropriate documentation.


13)
Alcoholic Beverages
Alcoholic beverages are generally not reimbursable expenses.  Federal regulations prohibit the University from reimbursing any expenditure for alcoholic beverages with federal funds. Exceptions for reimbursement of alcoholic beverages from University fund’s must be approved by a Dean or Vice President.

14)
Entertainment

Reimbursement will not be made for entertainment expenses unrelated to University business, such as, but not limited to, in-room movies, theater.

VI.
Corporate Credit Card & Miscellaneous Travel Items



1) Chase Corporate Credit Card


If the employee’s job description requires frequent travel, the University will provide a Chase corporate credit card. To apply for a corporate credit card, the Dean or Vice President will send a memo to the Director of Finance requesting a corporate credit card for an individual in their department along with an explanation in support of the need.  Upon approval of the application by the Business Office, a credit card will be issued. 

The purpose of the issuance of a credit card is as a convenience to the frequent travelers.  The University’s credit card is to be primarily used for travel related and business meals expenses. The only exception is if the purchase cannot be made, or is not available, through the normal procurement process.  Personal use may result in the termination of the privilege to use the card.  Each individual is personally responsible for providing the Business Office the business purpose of expenses charged to their credit card. 

Furthermore, each individual cardholder is responsible for remitting timely  payments to the credit card company, that is to JP Morgan Chase.  In addition, to receive a credit card charge reimbursement for travel, each individual cardholder is responsible for submitting “within a reasonable time” requests for travel reimbursements to the Business Office, along with original receipts and other related supporting documents.  All travel reimbursement requests must be for university related business only (and not personal); and must be approved by the individual’s supervisor and verified by the Business Office’s Accounts Payable Coordinator.

Billing errors, theft or loss of the credit card should be immediately reported by the cardholder to JP Morgan Chase, 800-270-7760, and then immediately reported to the Business Office.            




It is the responsibility of the department head to retrieve the JP Morgan Chase credit card as well as other credit cards, e.g., phone and gas, from an individual in his or her department upon termination of employment or transfer to another department.  The card(s) should be forwarded to the Business Office.


A comprehensive list of credit card account names and numbers is maintained by the Business Office and will be reviewed annually to verify that the original issuance is still applicable to the employee’s job description.


2) Travel Bonus Awards



University employees who earn discounts or bonuses with airlines, hotels, car rental companies, etc., for official University travel are not required to account for such credit or to use such for only official University travel. However, options that would entail a higher expense in order to attain personal travel awards (e.g., frequent flyer miles) may not be used. Any cost the employee incurs to obtain the awards, i.e.; program memberships, will not be reimbursed by the University.



3) Conferences, Conventions, and Seminar Travel Discount


Often the organizers of conferences, conventions, and seminars will announce discounted fares for transportation and lodging that may be obtained by arranging travel through their organizations. It is suggested that the traveler first compare the conference rate information to their normal travel arrangement process to insure that the least expensive arrangements are being provided.

4) Travel with a Companion

The University will not reimburse personal, spouse, or companion travel and other travel-related expenses. The employee is responsible for allocating only his or her portion of expenses on the travel expense report and for identifying them on the hotel, restaurant, transportation, and other receipts. The University will pay only the single rate at hotels.

5) Authorized Travel by Non-University Employees
When travel is approved for an individual who is not an employee of the University, reimbursement will be provided in accordance with University's general travel policies. The department authorizing travel must approve all transportation and lodging cost prior to the travel-taking place.
     

VII
Cost Saving Considerations

When planning your itinerary, consider the following cost-saving strategies:

1) 
Staying over one Saturday night at your outward destination. Most deeply discounted airfares require staying over a Saturday night. Compare the cost of including one Saturday night versus departing on Sunday. If the savings in air fare exceeds the cost of Saturday hotel and meal expenses, the traveler is encouraged to stay over Saturday night. The University will reimburse the traveler for Saturday lodging and meal expenses.

2) Make reservations in advance. Deeply discounted fares have strict advance purchase requirements of 30, 21, 14, or 7 days in addition to the Saturday night stay requirement. Other fares that do not require a Saturday night stay still offer substantial discounts for booking seven days or more in advance.  
Most advance-purchase airfares also carry substantial penalties for change or cancellation.

3)
Be flexible in selection of airlines and times of travel.  One airline may have a promotional fare not offered by competing carriers. One airline offering single-stop or change-of-plane service may offer substantially lower fares to compete with a carrier flying nonstop. Time of day and day of the week may also influence airfares.
4) Plan meetings, conventions, and seminars for groups.  Groups with as few as 10 enrollees may leave from and return to a multiple of cities and within a range of dates.  All passengers need not travel on the same flight round-trip to be eligible for group discounts.  
VIII
Summary of expenses that may not be included




                   

1) Insurance on domestic rental cars.

2) Child care expenditures, In-room movies, Pet carriers.

3) Gasoline cost if mileage reimbursement is used.

4) Cost of mileage beyond the amount that would be required to travel by coach class air (see Foreign Travel).

5) Costs for meals, travel, or lodging for spouses or other personal guests.

6) Travel between an employee’s place of employment and home is considered personal travel.
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