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UNIVERSITY OF MASSACHUSETTS
BUSINESS AND TRAVEL EXPENSE POLICY

I.  PURPOSE

Stewardship, transparency and integrity of funds entrusted to the University by various constituencies
is vital. Therefore, this policy has been developed to clarify the requirements for Business Expenses
made on behalf of the University and Travel Expenses related to University travel. The Policy
outlines provisions and requirements for fiscal compliance with federal and state law, Internal
Revenue Service (IRS) guidance regarding expense reimbursements under an “accountable plan”
made pursuant to IRS Publication 463 “Travel, Entertainment, Gift and Car Expenses”, and funding
agencies’ grant and contractual terms and conditions. In addition, this policy establishes guidelines
for economical travel on University business while maintaining the necessary controls, accountability
and compliance with applicable federal and state laws, and administrative efficiency.

I1. INTRODUCTION

The Business and Travel Expense Policy applies to Business Expenses and Travel Expenses incurred
by a Duly Authorized University of Massachusetts employee, student, Trustee, Special State
Employee, per MGL c. 268A, or associate who incurs Travel Expenses in the process of conducting
University Business irrespective of the method of payment and source of funds. Specific criteria
defining Business Expenses and Travel Expenses in the related Presidential Administrative Standards
“Standards " issued by the President of the University.

I11. DEFINITIONS

. Approver: University employee, often a manager or supervisor, who is Duly Authorized to
approve business or travel expenses for employees within their line of supervision or area of
management responsibility.

. Business Expense: Costs incurred by a duly authorized University of Massachusetts employee,
student, Trustee, Special State Employee, per MGL c. 268A, or associate in the process of
conducting University Business, or necessary and within their scope of employment,
irrespective of the method of payment and source of funds.

. Duly Authorized: Approved by or with the authorization of supervisor or appointing authority
per Policy, Standard and campus procedures.

. Travel Expense: business expenses incurred by Traveler on University Travel.



Traveler: Duly Authorized employees, Trustees and non-employees (including without
limitation speakers, lecturers, students, visiting professors, candidates for University
employment, guests etc.) whose travel expenses for University Travel will be paid for or
reimbursed by the University regardless of source of funds.

University Business: Any activity, practice, commerce, trade, service, research, education, etc.
in furtherance of the University’s mission and functions.

University Travel: See University Travel Policy for definition.
POLICY STATEMENT

Business and travel expenditures must be necessary business or travel expenses of the
organization, be directly related to the University’s goals and mission, and be an allowable
charge to the funding source or sponsor.

Business expenses and travel expenses must have a clear and documented business purpose.

Business expenses and travel expenses must be reasonable, allowable, and allocable under
governing laws, regulations, and University policy.

Duly Authorized University of Massachusetts employee, student, Trustee, Special State
Employee, per MGL c. 268A, or associate who incurs business expenses and travel expenses in
the process of conducting University business may be reimbursed for all reasonable and
necessary expenses in accordance with this policy, and the Standards established by the
President of the University.

Duly Authorized University of Massachusetts employees, students, Trustees, Special State
Employee, per MGL c. 268A, or associates incurring expenses using University funds have an
obligation to act in compliance with, applicable University Board Policies, laws, regulations
and rules.

All expenses must be fully documented in compliance with IRS or regulatory requirements.
Reimbursement for business and travel expenses under this policy is designed to comply with
the accountable plan rules of the Internal Revenue Service (IRS) as contained in Publication
463 “Travel, Entertainment, Gift and Car Expenses”. Compliance with the accountable plan
rules permits the University to provide reimbursement for University related business and
travel expenses on a nontaxable basis.

Individuals may be held personally liable for a transaction that is made in violation of policies,
laws and regulations including the areas of contracts, grants and donor restricted funds.
Employees violating this policy may be subject to disciplinary action, up to and including
termination.

Business and travel expenses must be Duly Authorized to qualify for reimbursement.
Delegation of approval authority should not create a situation where an employee is approving
the expenses of their supervisor or another employee of equal or higher position.



Travelers and Approvers are responsible for validating that all business and travel expenses
meet the following conditions: (1) compliance with University policy and standards; (2)
expenses have a clear and documented business purpose and are a reasonable and judicious use
of University funds; (3) expenses are documented, submitted, and accounted for in a timely
manner in accordance with applicable Presidential Standards.

Business and travel expenses that are not directly for university business or university travel
related transactions will not be reimbursed. Personal expenses of any type or late fees will not
be reimbursed.

In circumstances where identical business or travel expenses have been paid both by the
University (via university bank card, reimbursement, etc.) and a third party, the Traveler will
ensure that the duplicate reimbursement is returned to the University within a reasonable
timeframe as defined in the standards.

Business and travel expenses for non-university employees, such as consultants, speakers,
lecturers, visiting professors, candidates for positions, and students are reimbursed in
accordance with this policy; per MGL c.268A, such non-university employees may be
considered as special state employees. Reimbursements which exceed the provisions
established for employees shall require the advanced authorization of the Vice President or
Vice Chancellor for Administration and Finance.

Prior approval is required for all overnight out-of-state, and international travel. Campuses
have the discretion to require their employees to obtain prior approval for in-state travel. The
President will receive travel approval from the Board Chair, and the Chancellors will receive
travel approval from the President.

Prior to travel, all employees must register domestic overnight and international travel in the
University Travel Registry and should document their itinerary. Fully documented travel plans
allow the University to provide insurance and other coverage as appropriate. International
travel requires prior review and approval for compliance with Export Control and Sanctions &
Embargoes.

All international University-related travel must receive risk-related review and approval prior
to departure.

To minimize travel costs and expenses, for both domestic and international travel, the
University encourages the use of the University Travel Program, through which contracted
vendors provide travel booking services. The Program should be used for booking travel,
including transportation to/from airport, hotel reservations and other travel related amenities;
and to provide travel support.

Travelers traveling on University-related travel are expected to choose the most economical
mode of transportation that meets the Traveler’s scheduling and business needs and University
policy, regardless of funding source.

Travelers traveling on sponsored funds, including but not limited to federal grants, should
follow the most restrictive applicable policy (University policy or sponsor rules).



V. STANDARDS

The President, in consultation with the Senior Vice President for Administration and Finance,
Chancellors and Vice Chancellors for Administration & Finance, will issue administrative standards
to implement this policy. The administrative standards will provide ability for campuses to define
campus-specific exceptions within the standards with the approval of the Chancellors and the
President.



UNIVERSITY OF MASSACHUSETTS
ADMINISTRATIVE STANDARDS FOR BUSINESS AND TRAVEL EXPENSE POLICY
(Effective March 1, 2023)

These administrative standards (“Standards™) pertain to the University of Massachusetts Business
and Travel Expense Policy (Doc. T92-031, Appendix C, as amended) (the “Policy”). In accordance
with the Policy, these Standards apply to business expenses and travel expenses incurred by a duly
authorized University of Massachusetts employee, student, Trustee, or associate who incurs business
or travel expenses in the process of conducting University business irrespective of the method of
payment and source of funds.

INTRODUCTION

a. Applicability
b. Definitions

ARTICLE I. STANDARDS

Section 1.01  Allowable and Non-Allowable Non-Travel Expenditures

Section 1.02  Non-Travel Food and Beverage Expenditures

Section 1.03  Business Meetings and Events with Alcohol - Non-Travel Related
Section 1.04 Mileage Reimbursement

Section 1.05 Cell Phones

Section 1.06  Travel Expenses

Section 1.07  Contributions, Gifts and Awards

Section 1.08  Approvals, Documentation Requirements and Exceptions

ARTICLE II. APPENDIX
Section 2.01 Table I: Additional Documentation Requirements for Certain Business and

Travel Expenses
Section 2.02  Additional Approval Matrix



Introduction

a. Applicability

These Standards set forth the processes and procedural rules to Business Expenses and Travel
Expenses as defined in and governed by the Business and Travel Expense Policy (Doc. T92-031, as
amended). All definitions in the Policy are applicable to terms in these Standards.

The process and procedural rules for Chief Executive Officer travel authorization and submission of
business and travel expenses are addressed in the Administrative Standards for Chief Executive
Officer Business and Travel Expense and Time Reporting. Other areas of the Administrative
Standards for Business and Travel Expense Policy not addressed in the Administrative Standards for
Chief Executive Officer Business and Travel Expense and Time Reporting are applicable to Chief
Executive Officers.

b.

1.

™~

Definitions

Approver: University employee, often a manager or supervisor, who is Duly Authorized to
approve business or travel expenses for employees within their line of supervision or area of
management responsibility.

Business Entertainment: Tickets for events for the entertainment of institutional donors,
alumni, guests, and visitors. In all cases the expenses must be shown to benefit the mission of
the institution or directly support its programs.

Business Meeting (“business meeting” or “business meal”): a gathering to discuss University
Business, such as recruitment or advancement, or to host a distinguished guest.

Campus Events: University/campus events qualifying under IRS Publication 15-B,
“Employer’s Tax Guide to Fringe Benefits”, as having a substantial business purpose, such as
recognition/morale  activities,  public  relations,  development/fund-raising  events,
conferences/retreats/seminars, and activities in conjunction with various ceremonial and official
events. These events may include food and beverage and be either campus-wide or on a smaller
scale and may require prior approval. University and campus processes regarding budgeting,
approvals, purchasing and documentation shall apply.

Campus Meetings & Committees: Expenses for meetings of regular University/campus
committees which may involve only employees, and which are documented to be part of a
working session, or result because of schedule conflicts or other unavoidable circumstances, and
are solely for the benefit of the institution.

Cell phone or mobile device: For the purposes of these Standards, this includes but is not
limited to portable communication devices such as smartphones (iPhones, Androids), hotspots,
or other portable wireless device issued by the University to an employee for the purpose of
providing internet access, cellular services, video communication and/or voice communication.
Contribution: a gift or payment to a charitable organization.

De Minimus Limits: In accordance with the IRS, any property or service for which, considering
its value and frequency with which it is provided, is so small that IRS reporting would be
unreasonable or impracticable. The University observes $100 as the de minimus limit for non-
cash gifts.

Duly Authorized: Approved by or with the authorization of supervisor or appointing authority
per Policy, Standard and campus procedures.



10.

11.
12.

13.

14.

15.

16.

17.

18.

19.
20.

Employee Achievement Award: Item of tangible personal property that is:
i.  Transferred by an employer to an employee for length of service achievement or safety
achievement,
ii. Awarded as part of a meaningful presentation, and
iii. Awarded under conditions and circumstances that do not create a significant likelihood of
the payment of disguised compensation.
Gift: A cash or non-cash item given as a gesture of goodwill or appreciation.
Gift Card: Certificate or card (in electronic or hard copy format) which contains a specific
monetary value. Some gift cards are redeemable for cash (“cash gift cards”), and other are
redeemable only for tangible property/goods from a retailer (“retail gift cards”) provided the
card explicitly states it cannot be redeemed for cash.
i.  Examples of Cash Gift Cards:
a. Anywhere/anytime cash such as Visa, American Express, Bank of America, and other
bank-issued cards.
ii. Examples of Retail Gift Cards:
a. Cards or gift certificates redeemable at retail outlets, such as big box stores, grocery
stores, department stores, etc.
b. Gift cards or gift certificates to restaurants.
c. Gift cards or certificates to the UMass bookstores or cafeterias.
d. Gift cards for online entities such as Amazon.
Non-Cash Item: A gift of tangible personal property, such as UMass merchandise, clock, chair,
etc.
Non-travel Purchases: Purchases made through BuyWays (preferred) to support business
operations or made in-person with University bank card (secondary); exceptions for
reimbursement of non-travel purchases made outside of BuyWays may be granted with prior
approval.
Professional Dues and Subscriptions: The University, at the discretion of each campus, may
pay for employee membership dues to professional organizations and subscriptions to
professional journals or newspapers if they are appropriate for the individual's position and duties
and if the membership or subscription benefits the university. Departmental coordination of
subscriptions is encouraged to avoid duplication. Dues and subscriptions should be in the name
of the university to the extent possible and delivered to a university address.
Raffle or Door Prize: a prize awarded by lottery to the holder of a ticket purchased or distributed
at a function or event.
Recruitment, Soliciting Donors, and Hosting: Expenditures for the purpose of recruiting
potential employees and students, soliciting prospective donors or sponsors, and hosting official
guests when necessary for the conduct of University/campus business.
Tangible Personal Property: Personal property that can be felt or touched, and can be
physically relocated, and can be used or consumed. It does not include (a) cash, cash equivalents,
gift cards, gift coupons, or gift certificates (other than arrangements conferring only the right to
select and receive tangible personal property from a limited array of such items pre-selected or
pre-approved by the employer), or (b) vacations, meals, lodging, tickets to theater or sporting
events, stocks, bonds, other securities, and other similar items.
Travel Expenses: Business expenses incurred by Traveler on University Travel.
Traveler: Duly authorized employees, Trustees, and non-employees (including without
limitation speakers, lecturers, students, visiting professors, candidates for University
employment, guests etc.) whose travel expenses for University Travel will be paid for or
reimbursed by the University regardless of source of funds.



21. University Business: Any activity, practice, commerce, trade, service, research, education, etc.
in furtherance of the University’s mission and functions.

22. University Event (“event” or “University-sponsored event”): an event, other than academic
classes scheduled as part of the curriculum, that is held in a University building or outdoor space
on the University campus or is officially sponsored by the University at an off-campus location.
A University event must also be sponsored by an officially recognized University department or
organization and must be in keeping with the University’s mission.

23. University Travel, for the purpose of these Standards, is defined as follows:

i.  Travel in the course and scope of employment at the University.

ii.  Travel financed, in full or part, through UMass funding, scholarship, or sponsorship.

iii. Travel sponsored, arranged, endorsed, promoted, or administered by the University, or by
University faculty or staff.

iv. Travel directly related to a University-sponsored grant or contract.

24. Valid Business Reason: includes activities such as recruitment, advancement, hosting a
distinguished guest, and certain other University Business.

ARTICLE I. STANDARDS

Section 1.01 ALLOWABLE AND NON-ALLOWABLE NON-TRAVEL EXPENDITURES
1. Introduction

This Section details allowable expenditures and non-allowable expenditures.

2. Allowable Expenditures

The following are examples of the types of expenditures that may be reimbursed subject to the
Policy:

Campus Events

Campus Meetings & Committees

Business Entertainment

Recruitment, Soliciting Donors, and Hosting

Non-travel Purchases

Professional Dues and Subscriptions

P00 T

3. Non-Allowable Expenditures

The following are examples of the types of expenditures that are not allowable or reimbursable:

a. Excessive or extravagant costs

b. Political contributions

c. Personal violations or fines including speeding or parking tickets

d. Gifts or any type of compensation to University employees, other than those provided through
official recognition programs approved in accordance with the Approval Matrix in Section 2.02.
Any expense of a personal nature will not be paid or reimbursed

Alcoholic beverages, unless in accordance with the standards on alcohol in Section 1.03
Expenses for spouses, except as allowed in the Executive Compensation Package for University
President and Campus Chancellors (T93-062) (when approved) or as part of an institutional event
which has received prior approval

h. Any unexplained or undocumented expense

Q = o



6.

a.

Non-travel purchases made outside of BuyWays or made in-person without using a University
bank card (exceptions may be granted)

Union dues.

Institutional memberships and subscriptions are not generally allowable as direct costs on a
sponsored project. Exceptions may be granted with prior approval. See Section 2.02.

Life memberships in a professional organization are not generally allowable, however, if it is
anticipated that the overall cost will be less than the cost of annual memberships over the
employee’s anticipated tenure at the University, an exception may be granted with prior approval.
See Section 2.02.

Moving expenses not processed as transition relocation allowances through payroll or in
accordance with the Central Administration Guidelines for moving expenses. The University
does not allow payment to third-party vendors for moving

Approvals

The approval requirements for reimbursement of allowable expenditures are outlined in the
Approvals section of these Standards. See Section 1.08.

Exceptions

Exceptions to non-allowable expenditures can be requested per the guidelines outlined in Section
1.08 of these Standards.

Resources

UMass Chan Medical School Moving Expense Guidelines (for UMass Chan employees only)

Section 1.02 NON-TRAVEL FOOD AND BEVERAGE EXPENDITURES

1.

Introduction

This Section outlines the overall guidelines, allowable expenditures, and non-allowable expenditures
related to non-travel food and beverage business expenses. Travel-related food and beverage
expenditure guidelines are outlined in Section 1.06.

2.

a.

Overall Guidelines

Per IRS guidelines, documentation for all business meals and entertainment functions must
include a statement of business purpose and a list of attendees, regardless of the mode of
payment. Business expense documentation requirements are detailed in Section 1.08.

Food and beverage expenditures must be reasonable and appropriate to the purpose and nature of
the event (see Maximum Cost Guidelines below for maximum per person meal rates).
Expenditures related to meals or functions with alcohol must be in compliance with the standards
pertaining to alcohol in Section 1.03.

Sponsoring agency guidelines regarding the purchase of food should be reviewed carefully prior
to charging to sponsored research funds.

Some campuses require that food served at meetings on campus or on property owned or
controlled by the University be provided by campus Dining Services. Please refer to campus
policies and procedures for additional details.


https://www.umassp.edu/organization/central-administration-guidelines/payroll-tax-guideline-103-procedures-administration
https://protect-us.mimecast.com/s/3hg-CzpEvAfR9y0kC4iaO7?domain=umassmed.sharepoint.comarepoint.comtect-us.mimecast.com/s/3hg-CzpEvAfR9y0kC4iaO7?domain=umassmed.sharepoint.com

Business expense documentation is required for all business expenses incurred by means other
than reimbursement that could appear to be dual use or personal. For example: business meals,
meetings, gifts.

Allowable Expenditures

Meals for employee-only business meetings are allowed with an extended agenda such as
trainings, workshops, and retreats, or to support emergency operations, or as allowed in collective
bargaining agreements.

Light refreshments (coffee, soda, and other non-alcoholic beverages; pastries, cookies, fruit,
snacks, or similar) are allowed for employee-only business meetings and seminars (events) that
are conducted for the educational enrichment of students, postdocs or medical residents.

Alcohol consumed at a business meal or meeting must be reasonable (generally not to exceed
25% of the total bill or a single beverage per person that is reasonably-priced as determined by
the department) and be served in conjunction with a meal. Please refer to Section 1.03.
Discretionary tips up to 20 percent of the meal cost.

Non-Allowable Expenditures

Departmental non-business meals and dinner celebrations or other non-incidental food and
beverage expenses that involve only University employees and not external business guests are
ordinarily not permissible expenses unless special circumstances exist, and the expenditure is
pre-approved in accordance with Section 1.08.

Meals provided as a matter of personal convenience

Alcohol purchased with sponsored research funding

Approvals

The approval requirements for food and beverage business expenses are outlined in the
Approvals section of this standard. See Section 1.08.

Exceptions

Exceptions can be requested per the guidelines outlined in the Exceptions section of this
standard. See Section 1.08.

Maximum Cost Guidelines

Maximum per person rates for non-travel business meals. Guidelines will be periodically
reviewed and updated.

BREAKFAST DINNER

$22.50 $37.50 $70.00

Rates are NOT inclusive of tax and tip.

-10-



8. Resources

a. Amherst
b. Chan

c. Dartmouth
d. Lowell

Section 1.03 BUSINESS MEETINGS AND EVENTS WITH ALCOHOL - NON-TRAVEL
RELATED

1. Introduction

This Section outlines the overall guidelines, allowable expenditures, and non-allowable expenditures
related to the purchase of alcohol during non-travel related business meetings and University events.
Travel-related food, beverage and alcohol expenditure guidelines are outlined in Section 1.06.

2. Overall Guidelines

a. The purchase of alcoholic beverages is highly discouraged; however, there may be a Valid
Business Reason to purchase alcoholic beverages. If there is a Valid Business Reason, the
expense is reasonable, and the purchase adheres to this standard, the purchase of alcoholic
beverages may be allowable. Prior approval is required for the purchase of alcoholic beverages
for University events.

b. The expenditure and the circumstances for the consumption of alcoholic beverages must not
jeopardize the University’s reputation, or the health and welfare of those involved.

c. The sale, service, possession, and consumption of alcoholic beverages at University Events or
Business Meetings are regulated by federal, state, and local laws.

d. Alcoholic beverages at University Events or Business Meetings must be provided by a licensed
and insured vendor.

e. Food and non-alcoholic beverages must be provided at all events that include alcoholic
beverages. Alcohol and food must be provided by the same licensed and insured vendor to ensure
that there is an appropriate balance of food and alcohol served.

f. Certain campuses require that alcoholic beverages and food served at meetings on campus or on
property owned or controlled by the University be provided by campus Dining Services. Please
refer to the resources page for links to campus dining services for additional details.

g. Alcoholic beverages at University Events cannot be purchased or served by University staff or
volunteers who are not under the employment of the vendor providing alcoholic beverages.

h. Regularly scheduled meetings or functions at which alcoholic beverages are served to attendees
may obtain an annual blanket approval for such meetings or functions.

3. Allowable Expenditures

a. The purchase of alcoholic beverages is an allowable expense when there is a Valid Business
Reason for the purchase during a Business Meeting/meal, at on-campus University Events, or at
off-campus University Events.

b. The purchase of alcoholic beverages during a Business Meeting/meal must be reasonable and be
served in conjunction with food and non-alcoholic beverages; reasonable cost is defined as 25%
or less of the total bill (or a single beverage per person that is reasonably priced as determined by
the department). Exceptions may be granted.

-11-
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Non-Allowable Expenditures

The purchase of alcoholic beverages at events or meetings that do not have a Valid Business
Reason to provide alcohol.

The purchase of alcoholic beverages made without prior approval for events or approval for
business meals.

The purchase of alcoholic beverages that exceed reasonable cost unless an exception is granted;
reasonable cost is defined as 25% or less of the total bill (or a single beverage per person that is
reasonably priced as determined by the department).

The purchase of alcoholic beverages without the purchase of food.

The purchase of alcoholic beverages through any source other than a licensed vendor.

The purchase of alcoholic beverages with “to-go” meals for consumption at a location other than
the event or meeting.

The purchase of alcoholic beverages is not allowed with any state appropriated funds, federal or
state grants or contracts.

The purchase of alcoholic beverages using sponsored research funding unless prior approval is
provided by the sponsor and the University.

Approvals
The approval requirements for alcohol expenses are outlined in Section 1.08 of these Standards.
Exceptions

Exceptions can be requested per the guidelines outlined in the Exceptions section of this
standard. See Section 1.08.

Section 1.04 MILEAGE REIMBURSEMENT

1.

Introduction

This Section details allowable and non-allowable expenditures and reimbursements associated with
personal vehicle use for business purposes.

2.

a.

Overall Guidelines

The University reimburses mileage associated with personal vehicle use for business purposes at
the current federal (IRS and GSA) mileage reimbursement rate. The federal mileage rate is set
each calendar year and applies to miles traveled during that calendar year.

Mileage reimbursement rates are inclusive of fuel, vehicle maintenance, towing, repairs, tires,
depreciation, and insurance costs. Expenditures associated with these costs are not reimbursable.
Mileage reimbursement rates are not inclusive of expenditures for parking, tolls, or fees for
ferries, bridges, and tunnels. Such expenditures are reimbursable provided they are necessary and
reasonable.

Employees are required to travel the most direct route when using personal vehicles for business
purposes and seeking mileage reimbursement. The most direct route is considered the shorter
distance from the traveler’s home or primary work location to the destination point. Exceptions
including reasonable circumstances that require an alternate route be traveled may apply.

-12-



e. Inaccordance with IRS rules, mileage between home and primary work location is considered an
employee’s normal commute and is not reimbursable. Employees should deduct normal commute
mileage from their requests for mileage reimbursement.

f. Employees are required to document mileage (with resources such as MapQuest or Google
Maps) to be eligible for reimbursement.

g. If two or more employees travel in the same vehicle, only the employee who owns the vehicle
can be reimbursed.

3. Allowable Expenditures

a. Mileage associated with personal vehicle use for business purposes provided the most direct
route is taken.
b. Necessary and reasonable costs for parking, tolls and fees for ferries, bridges, and tunnels.

4. Non-Allowable Expenditures

a. Commuting expenses between home and the primary work location.

b. Personal vehicle expenditures associated with fuel, maintenance, towing, storage, repairs, tires,
depreciation, and insurance even when the personal vehicle is used for business purposes.
Mileage reimbursement rates are inclusive of these costs.

c. Mileage associated with routes that are not the most direct route between locations. Exceptions
may apply.

d. Costs associated with traffic violations, fines and/or citations.

e. Costs associated with damage to the vehicle or vehicle contents caused by accident, vandals,
theft, or natural phenomenon.

f. Mileage reimbursement to/from campus satellites located within a 10-mile radius of the primary
campus is not normally allowable except in special circumstances with prior approval or as
allowed by union contract.

5. Approvals

a. The approval requirements mileage reimbursement is outlined in the Approvals section of this
standard. See Section 1.08.

6. Exceptions

a. Exceptions can be requested per the guidelines outlined in the Exceptions section of this
standard. See Section 1.08.

Section 1.05 CELL PHONES

1. Introduction

This Section details allowable and non-allowable reimbursements associated with cell phone service
and usage. Please refer to campus policies regarding how to properly procure a mobile device and/or

cell service or UITS policies and procedures for information on the issuance of and governance
associated with distribution and use of University cell phones and mobile devices.
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Overall Guidelines

The University may issue an employee a cell phone or mobile device when there is a business
need for the employee to use the cell phone or device frequently in the performance of their job.
Valid business reasons for cell phones include but are not limited to:

i. Employer’s need to contact the employee for work related emergencies.

ii. Employee job responsibilities including but not limited to providing emergency support,
health and counseling services, emergency management, facilities management/maintenance,
information technology, etc.

iii. Employer’s requirement that the employee be available to conduct employer’s business when
away from the office.

iv. Employee’s job responsibilities require frequent business travel away from the University,
specifically excluding travel between on-campus or inter-campus locations.

v. Need to contact an employee after normal business hours on a consistent basis.

The University will provide the least expensive service plan that fulfills the employee’s approved

business needs for University-issued cell phones and devices.

Per the University’s Information Technology Acquisition Policy (T08-086), all information

technology services technology, including cell phones and related services, must be procured

through the information technology departments.

Employees are strongly discouraged from using their own personal cell phones or devices for

University Business. Employees who own their own cell phones and pay their own monthly

plans may request an exception to submit specific University related costs for reimbursement.

If an employee is planning on traveling internationally with a University-issued cell phone or

device, the employee must request that an international service plan be added to their University-

issued cell phone/device. Such requests must be made at least three weeks prior to travel. In
addition, Traveler must comply with Export Control requirements and campus and UITS
guidelines.

Allowable Expenditures

Service charges associated with use of a personal cell phone by an employee who has not been
issued a cell phone or mobile device by the University and is required to use their personal device
for a University Business purpose, is allowable only when an exception is granted.

Non-Allowable Expenditures

Cell phones which are not procured through information technology departments.

Services charges associated with a personal cell phone of an employee who has been issued a cell
phone or mobile device by the University.

Costs associated with service charges for family members and non-employees.

Costs associated with downloading and/or using non-approved fee-based services on a
University-issued device; examples include but are not limited to custom ring tones, GPS
programs, premium text services, mobile apps, etc.

Costs associated with cell phones, devices, and related services for devices for individuals that
are no longer actively employed by the University.

Service costs not covered by the service plan for University-issued cell phones or mobile devices.
International charges on University-issued cell phone or devices when an international travel plan
wasn’t requested and approved in advance of travel.
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Approvals

a. The approval requirements for cell phone and mobile device use and reimbursement are outlined
in the Approvals section of this standard. See Section 1.08.

5. Exceptions

a. Exceptions can be requested per the guidelines outlined in the Exceptions section of this
standard. See Section 1.08.

6. Resources

a. Amherst

Cell Phone Guidelines

b. Lowell

Cell Phone Guidelines

c. UMass Chan

Cell Phone Guidelines

Section 1.06 TRAVEL EXPENSES

1. Introduction

This Section outlines the overall guidelines, allowable expenditures, and non-allowable expenditures
related to travel.

2. Overall Guidelines

a. All Travel

Vi.

Travelers and Approvers are responsible for compliance with the Policy and these
Standards.

Travelers shall be reimbursed for all duly authorized, reasonable, and necessary travel
expenses provided that the travel expenses are for valid University Business, comply with
the Policy and this Standard, are a prudent and judicious use of University funds, are
adequately documented, and are submitted in a timely manner.

Prior approval/pre-travel authorization is required for the specific trip approved by the
designated Approver prior to the start of the international and overnight travel.
Noncompliance could result in non-reimbursement or termination of University issued
bank card.

Travelers are responsible for submitting a complete and accurate expense report of Travel
Expenses as soon as possible, but within sixty (60) days of the completion of travel.

Per IRS requirements, reimbursement requests submitted 120 days or more after the
expense was incurred will be treated as taxable wages to the individual receiving the
payment and subject to all applicable employee and employer payroll taxes.
Reimbursement requests that are submitted after 120 days will still be accepted, however
taxes will be withheld, and the expense report amount will be added to taxable gross
income on the employee’s W-2.

Companion, family and spousal travel reimbursed by the University in accordance with the
Executive Compensation Package for University President and Campus Chancellors (T93-
062) may be subject to taxation in accordance with IRS regulations.
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Vil.

viii.

Xi.

Xil.

Xiii.

Xiv.

XV.

XVI.

XVil.

All employees must register domestic overnight and international travel with the University
travel registry and should document their itinerary. Documentation of the travel registration
must be included with all expense reimbursement submissions.

The Traveler must use the most economical mode of transportation, accommodation and
consumption of goods and services available consistent with the authorized purpose of the
trip, that meets the scheduling needs of the Traveler, does not cause undue hardship on the
Traveler, is safe, and meets the requirements of the Policy and this Standard. Exceptions
may be granted if the Traveler has a valid reason and can substantiate the higher cost. The
higher costs must be approved in advance.

Travelers are encouraged to book airfares as far ahead of the departure date as possible but
only when travel plans are firm.

Travelers traveling on sponsored funds should always follow the most restrictive applicable
policy (University policy or sponsor rules) to ensure compliance with the sponsored fund.
Travelers are encouraged to utilize the University travel program (found on the UPST
website) when possible to obtain lowest cost fares; access to airport, hotel and other travel
related services; and to access travel support

Travelers are responsible for the accuracy of the submitted travel expense report and
compliance with the Policy and these Standards. Expenses submitted for reimbursement
identified as violating the Policy or these Standards will be denied and the Traveler and/or
Approver will be held accountable.

Requests for reimbursement must include required receipts, approval documentation,
University travel registration documentation, accounts to be charged and other pertinent
documentation. Incomplete travel expense reports will be rejected.

Intentional falsifications of expense report documents and/or fraudulent submissions are
grounds for immediate termination of employment and referral to law enforcement.

The Traveler is responsible for ensuring reimbursement to the University for any
duplicative or overpayments made to the Traveler (e.g., payments by other entities for
travel expenses which the University also has reimbursed the Traveler). Reimbursements to
the University should be made within 30 days of discovery via check made payable to the
University.

A Traveler who incurs expenses on a personal credit card (such as for airfare) will not be
reimbursed until after the trip has occurred.

Individuals responsible for compliance with this Standard are required to keep themselves
current with the terms of the Policy and this Standard.

International Travel

Vi.

Vii.

viii.

All international University Travel is subject to and must be in compliance with export
control review, rules, and requirements.

All international University Travel must receive risk-related review and approval prior to
departure pursuant to campus procedures.

Expense reports must be submitted in U.S. dollars with an explanation and translation of
international receipts and the conversions.

Travelers must use the currency rates that were in effect the date the expense was incurred.
Currency receipts should be saved and used for conversion to U.S. dollars on the expense
report.

Use of the University’s bank card eliminates the need to calculate international currency
conversions and usually reflects favorable exchange rates.

The following online calculator may be used to convert international currencies: OANDA
Currency Converter.

When international travel is charged to federal grants, the University is required by 49
U.S.C. 40118, commonly known as the Fly America Act to use U.S. flag air carrier service
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as defined by the Federal Travel Regulation (FTR) 301.10.134 for all air travel funded by
the U.S. Government, unless an allowable exception as defined by the Fly America Act, is
met and documented by the Traveler. U.S. flag carriers are airlines owned by an American
company. Please see the Resources section below for links to campus Fly America Act
websites.

3. Allowable Expenditures

a. Air Travel

i. Coach fare rate including seat selection that allows the Traveler to meet their business
need.

ii.  For non-stop direct flights exceeding three (3) hours, seat selection allowing for additional
legroom will be reimbursed; this does not include business-class tickets unless an exception
is granted and prior approval is received.

iii.  The baggage fee for the first checked bag.

iv. The use of and retention of benefits from airline frequent flier programs is acceptable;
however, Travelers should only select the airlines with their frequent flier benefits when the
airfare on that particular airline is less than or equal to another available carrier.

v. Flight cancellation penalties imposed because of University Business needs.

vi.  Please see the non-allowable expenses section (1.06.€) for details on expenses related to air
travel that are non-allowable and non-reimbursable.

b. Ground Transportation

i. Travelers shall choose the method of ground transportation that is most economical but
meets business needs. In general, shared vans and rideshares services are more economical
than taxis, and town cars or limousines are often the most expensive.

ii.  Parking: Travel-related airport, hotel and public parking expenses are allowable.

iii.  Tolls: Road toll expenses incurred for business travel purposes are allowable.

iv. Personal Vehicles: Personal vehicle mileage incurred for University business purposes will
be reimbursed at the prevailing IRS rate. Please see standards on mileage for guidance on
mileage calculation in Section 1.04.

v.  Rental Cars: Automobiles should be rented only when public transportation, taxis or other
rideshare services are impractical, more expensive, or not available.

e Rental cost of up to a mid-size car is allowable. A larger car is allowed if dictated by
specific business reasons and must be properly documented in the Traveler’s expense
report.

e Gas expenses for the rental car will be reimbursed.

e Automobile Insurance for Rental Vehicles: The University maintains an automobile
insurance policy which provides domestic coverage for liability and physical damage
for hired and non-owned rental vehicles on a short-term basis (rentals under six
months) related to University Business.

e The coverage under the insurance policy will serve as primary coverage for short- term
rental vehicles used by University employees, for University Business purposes only.
Additional rental car insurance is not necessary and is not reimbursable.

e Any physical damage to the rental vehicle will be subject to the insurance policy’s
comprehensive deductible and collision deductible. Any “loss” will be adjusted on an
actual cash value basis or the cost to repair or replace the rental vehicle to the condition
it was in prior to the loss, whichever is less.

e For the University insurance policy to apply, the vehicle must be rented in the name of
the University whenever possible. A copy of the University’s Certificate of Insurance
for the insurance policy, evidencing the University’s hired and non-owned coverage
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(including physical damage coverage), should be provided to the rental company at
time of rental. A Certificate of Insurance can also be requested via the University
Treasury website.

e Additional Protections Provided under University Bank Card: When using a
University- issued bank card to rent a car, the bank card provides coverage for damage
to and theft of the rental for up to a 31-day rental period. When using a University-
issued bank card, the vehicle should still be rented in the name of the University, and a
copy of the University’s Certificate of Insurance for the insurance policy should be
provided to the rental company.

vi. Please see the non-allowable expenses section (1.06.e) for details on expenses related to
ground transportation that are non-allowable and non-reimbursable.

Lodging

i. Lodging for overnight out of state or international travel.

ii.  Lodging for in-state overnight lodging is allowable, however prior approval is required at
UMass Chan in accordance with the Additional Approval Matrix (2.02).

iii.  Travelers are expected to use the most economical lodging that is safe, well located for the
business purposes of their travel and meets reasonable standards of cleanliness and
comfort.

iv. Travelers may stay in rental accommodations (e.g., VRBO or Airbnb) if the total cost is
equal to or less than a hotel/motel for a standard, single occupancy room. If Travelers
choose to stay in a rental accommodation, they must provide documentation of the rental
accommodation’s cost comparison.

v.  Charges from failure to cancel a guaranteed room reservation when such charges are driven
by changes to the University’s business needs.

vi. Please see the non-allowable expenses section (1.06.e) for details on expenses related to

lodging that are non-allowable and non-reimbursable.

Meals and Incidentals

Vi.

Vii.

The US General Services Administration (GSA) sets domestic travel per diem rates for

meals and incidental expenses based on geographical area.

The US Department of State (DoS) sets international per diem rates based on geographic

area and dates of travel.

The University strongly encourages Travelers to use the GSA per diems for meals and

incidentals for domestic travel and the DoS per diem rates for international travel.

However, Travelers may choose to submit either the federal per diem amounts or actual

incurred expenses up to the federal per diem amount.

e The same method of reimbursement (federal per diem rates or actuals up to the federal
per diem rate) must be used for the entire trip; Travelers may not request
reimbursement of actual expenses for one portion of a trip and per diem for the
remainder.

The first and last calendar day of travel will be reimbursed at 75% of the respective per

diem rate as noted in the federal per diem schedule.

If a meal is provided on the first or last day of travel, the 75% per diem rate is calculated

first, and the per diem amount for the meal provided is then subtracted from the 75% per

diem rate.

Day trips of less than twelve (12) hours of travel time do not qualify for per diem rate

reimbursement.

First and last days of travel are always 75% of the destination meals per diem rate. No clock

times are used to determine travel date meals.
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viii. For partial day per diem, when travel is less than 24 hours but at least 12 consecutive hours,
75% of the full day GSA rate may be paid. A partial per diem with no overnight stay is
taxable reimbursement to the employee.

ix. Please see the non-allowable expenses section (1.06.e) for details on expenses related to
meals that are non-allowable and non-reimbursable.

Miscellaneous Expenses

i. Reasonable laundry and dry-cleaning expenses will be reimbursed for business trips of
seven or more consecutive days.

ii. The cost of travel visas, passport, passport photos and other fees associated with
international travel when the cost is driven by the University’s business needs are
allowable.

iii. Travelers will be reimbursed for domestic and international internet access charges
incurred while traveling for the purpose of conducting University Business.

iv. Please see the non-allowable expenses section (1.06.e) of these Standards for details on
expenses related to miscellaneous expenses that are non-allowable and non-reimbursable.

Non-Allowable Expenditures

Air Travel

i. Airfare cancellation penalties imposed because of personal reasons are not allowable unless
an exception is granted.

ii.  Fees for additional bags or oversized/overweight bags are not allowable unless there is a
valid, documented business purpose.

iii.  Airline ancillary fees, such as early check-in, or excess baggage charges not required for
the completion of University Travel are not allowable.

iv. Reimbursements for air travel purchased with frequent flier miles.

V.  Any costs in excess of the coach fare or costs for non-allowable airfare related expenses
must be segregated and removed on the Traveler’s expense report.

Lodging

i. Charges from failure to cancel a guaranteed room reservation are not allowable unless such
charges are driven by changes to the University’s business needs or an exception is granted.

ii.  Lodging for in-state travel for UMass Chan unless an exception is granted.

Meals and Incidentals

i. Meals that are provided to a Traveler (such as meals at conferences). The full federal per
diem rate allowance will not be granted to Travelers that are provided such meals during
their travel. In these instances, the Traveler shall submit the individual per diem meal
allowance only for the meals not provided.

ii.  Tips for bellhops, baggage handlers, hotel cleaning staff when the Traveler receives the
federal per diem rates as such incidental expenses are included in the rate calculation.

Rental Cars

I. Prepaid fuel.

ii.  Prepaid tolls.

iii.  Any other optional costs not identified in the Allowable Expenditures subsection.

Miscellaneous Expenses

i. Late fees or items of a personal nature incurred while travelling are not allowable.

ii.  Expense reimbursement for spouses unless an exception is granted with prior approval for
the following purposes. There are tax implications for spousal travel reimbursement:
e Allowed in the Executive Compensation Package for University President and Campus

Chancellors (T93-062) (when approved).
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e Part of an institutional event.
e For the purpose of recruitment

5. Approvals

a. The approval requirements for travel and Travel Expenses are outlined in the Approvals section
of this standard (1.08).

6. Exceptions

a. Exceptions can be requested per the guidelines outlined in the Exceptions section of this standard
(1.08).

7. Resources

a. Amherst
i. Fly America Act Exception Form
ii. Fly America Act and Open Skies Agreement
iii. Fly America Decision Tree
b. Dartmouth
i. Fly America Act Waiver Checklist
c. Lowell
i. Travel Registry Information
d. UMass Chan
i. Travel Registry Information

Section 1.07 CONTRIBUTIONS, GIFTS AND AWARDS
1. Introduction

This Section outlines the overall guidelines, allowable expenditures, and non-allowable expenditures
related to contributions, gift cards, gifts, and recognition of employees.

2. Overall Guidelines

a. Gifts or awards of value should be infrequent, reasonable, and modest in nature, may not be
provided as personal gratitude or in lieu of compensation, and must conform to the Internal
Revenue Service (IRS) regulations and state ethics limitations.

b. Taxable Income for Gifts and Gift Cards Provided to Employees.

i. The value of non-cash gifts provided to employees which exceed the $100 de minimus limit
is taxable, with the exception of length of service or retirement gifts, which are taxable when
they exceed $400.

ii. If the cost or value of a non-cash gift provided to an employee for retirement or length of
service exceeds $400, the gift is reportable as taxable compensation to the employee.

iii. Gift Cards:

e All Gift Cards, regardless of value, are considered cash or a cash equivalent gift or award
and will be reported as taxable compensation to the employee, subject to appropriate
federal, state and employment tax withholding, and must be included in the employee’s
year end Form W-2, Wage and Tax Statement.

iv. Raffle and Door Prizes:
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e Non-cash raffle or door prizes provided to employees are not reportable as taxable
compensation unless the de minimus limit of $100 is exceeded.

e Cash or Gift Card raffle and door prizes are reportable as taxable compensation to the
employee, subject to appropriate federal, state and employment tax withholding, and
must be included in the employee’s year end Form W-2, Wage and Tax Statement.

Taxable Income for Gifts/Awards Provided to Non-Employees

i. Gift Cards presented to non-employees (including students who are not University
employees) will be taxable and included as reportable income to the recipient (on form 1099-
MISC) only if the recipient receives $600 or more from the University in a calendar year.

ii. The University will track payments and distributions to such individuals and is required to
report payments of $600 or more to US Residents on Form 1099 and to Foreign Nationals on
Form 1042S. The $600 threshold can consist of smaller individual payments in the aggregate
and include cash, checks, and gift cards from multiple University departments and funding
sources.

Gifts/Awards to Volunteers

i. Gifts may be provided as a thank you to nonemployees volunteering time for a University
initiative; however, Gifts may not be given in lieu of payment for services or as quid pro quo.

Recordkeeping and Accountability for Gift Cards

i. Proper safeguarding of Gift Cards is required at all times. At a minimum, the following steps
should be in place:

e The department issuing gift certificates/cards must keep a record of all gift certificates
and Gift Cards issued.

e Asingle individual must be designated as custodian of the Gift Cards s.

o Gift certificates and Gift Cards must be secured in a locked drawer, cabinet or room and
be accessible to only the designated custodian.

e Issuances of gift certificates and Gift Cards should be documented in a log (spreadsheet),
by individually collected receipts or other documentation such as email or online
confirmation, including the date of issuance, purpose, certificate/card amount and
signature of recipient.

e Campus-specific procedures for obtaining Gift Cards must be followed.

Conflict of Interest

i. As public employees, UMass employees must adhere to state conflict of interest laws
pertaining to receiving and providing gifts (MGL c. 268A).

Maximum Allowance for Gifts/Awards

i. Non-Retirement, Non-Length of Service Gifts/Awards: the maximum allowance for Gifts
and awards not related to retirement is $100. Exceptions may be allowed but require prior
approval.

ii. Length of Services and Retirement Gifts: the maximum allowance for retirement gifts is $400
(for tangible items, cash equivalent items and gift cards).

All prizes and awards which are given to students for educational expenses and/or are

educational in nature (laptops, lab supplies, textbooks, etc.), are considered a scholarship, and

require financial aid reporting. Refer to campus Financial Aid Offices.

Allowable Expenditures

Employee Recognition Awards
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i. Employee recognition awards may be provided within an established recognition program
and may not exceed the maximum allowable cost unless an exception is provided. Please
note: Gift Cards are not allowed as employee recognition awards.

ii. Campuses have the discretion to delegate authority to departments to recognize an employee
for outstanding work-related accomplishments. Awards must be presented to employees
based on objective criteria as part of a ceremonial event held at the departmental level.

Employee Length of Service Awards

i. Employee length of service awards may be provided within an established recognition
program.

Employee Retirement

i. A noncash Gift of University merchandise may be presented to an employee upon retirement
from the University. The item must be commensurate with the nature and value of the
employee’s contribution to the University.

ii. Campuses have the discretion to allow Gift Cards as a retirement gift.

Sympathy/Memorial/Extended IlIness

i. Only Gifts of tangible personal property, such as flowers, may be presented on behalf of the
University as an expression of sympathy in the event of the death or major illness of an
employee or a member of the employee's immediate family (spouse, child, parent, or sibling
of the employee).

ii. Campuses have the discretion to not allow issuance of Gifts for sympathy, memorials, or
extended illness.

Door and Raffle Prizes

i. Occasionally, departments may hold raffles for door prizes and other Gifts to entice
employee or student participation in an event.

ii. If conducting a random drawing and the recipient is not pre-determined, the prize (campus
sweatshirt, gift card, etc.) may be given directly to the winners.

Human Subject Research Study Participants

i. The University may provide Gift Cards to individuals who participate in research or studies
as human subjects. Human subject compensation must adhere to Institutional Review Board’s
policies and procedures.

ii. Gift Cards may be issued to employees when they serve as human subjects provided the
service is not related to their employment. When Gift Cards are provided under these
circumstances, the above section (106.3.c) on Taxable Income for Gifts/Awards Provided
to Non-Employees applies.

Non-Allowable Expenditures

Campuses have the discretion to not allow issuance of Gift Cards for any purpose.

Gifts, awards, and Gift Cards may not be issued in lieu of employee or nonemployee
compensation.

Gifts associated with employee birthdays, weddings, baby showers, anniversaries, or other
occasions of a personal nature are not allowed.

Contributions by the University to any individual or organization directly or indirectly associated
with a political party, campaign, candidate, or group engaged in an attempt to influence
legislation, elections, referenda, or similar activities, are not allowed.

Contributions made to organizations as an expression of sympathy in lieu of a tangible gift such
as flowers. However, this does not preclude employees from making personal contributions
and/or gathering personal employee contributions to such organizations as an expression of
sympathy.
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f. Gift Cards may not be issued for vendor payments. Expenditures in excess of limits are not
allowed unless an exception is provided.

g. Some exceptions may be granted for non-allowable expenses but require prior approval.

5. Approvals

a. The approval requirements for Contributions, Gifts, and Awards are outlined in the Approvals
section of this standard. See Section 1.08.

6. Exceptions

a. Exceptions can be requested per the guidelines outlined in the Exceptions section of this
standard. See Section 1.08.

7. Limits by Gift Type

Gift Type Limit
Door and Raffle Prizes $100
Employee Recognition $100
Human Subjects $100
Employee Retirement $400
(based on years of service) or University embossed chair
Sympathy Gift $100

(Tangible items such as flowers)

8. Resources

UMass Chan Medical School Gift Card Policy (for UMass Chan employees only)

Section 1.08 APPROVALS, DOCUMENTATION REQUIREMENTS AND EXCEPTIONS
1. Introduction

This Section details prior approvals, additional approvals, and documentation required for expense
reimbursement. In addition, this Section identifies approvals needed for requesting an exception for a
non-allowable expense.

2. Prior Approval and Exceptions

a. Prior Approval: Certain expenditures require prior approval to be reimbursed. Expenditures
requiring prior approval are noted in the respective section of the Standards, as well as in the
Additional Approval Matrix (2.02) detailed below. The Additional Approval Matrix (2.02)
details which expenditures require prior approval and who may grant prior approval.
Documentation of prior approval is required when submitting reimbursement of expenses
for all expenditures that require prior approval.

b. Exceptions: Where noted in the Standards, exceptions for a non-allowable expense may be
allowed. Exceptions generally require prior approval. Please see the Additional Approval Matrix,
attached hereto as Section 2.02 of the Appendix.
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Approvals for Reimbursement of Allowable Expenses

All allowable expenses reimbursements must be approved by the employee’s supervisor.

All requests for expense reimbursement require the following signatures:

i. Employee submitting the expense reimbursement request

ii. Employee’s supervisor as the Approver

iii. Principal Investigator and/or individual with spending approval authority whenever grants are
the funding source.

Documentation Required

Employees are required to complete an expense report to be reimbursed for travel and business
expenses.

The following documentation is required and must be part of or accompany all reimbursement
requests for business and Travel Expenses. Certain expenses require additional documentation;
please see Table 1: Additional Documentation Requirements for Certain Business and Travel
Expenses (2.01) below for details on these additional documentation requirements.

i Statement of business purpose for incurring the expense.

ii. Date of expenditure.

iii. Description of expenditure, including clarification for any unusual expenditures.

iv. Account numbers

v. Appropriate signatures:

e Employee

e Supervisor

e Any additional signatures required in accordance with the additional approval matrix.

vi. Receipts for any expenditure valued at $25 or greater are required for all purchases except for
travel related items (parking, tolls, taxi, etc.) for which a receipt under $25 is not required.

e To be considered valid, the receipt must show:

o The name of the company providing the goods/services.
o Date(s) when the specific expenses were incurred.
o Unit price of goods/service.
v Restaurant receipts must itemize food/beverage consumed, tip and tax.
v Goods/services purchased should include detail on the items consumed.
o Total amount due and acknowledgement that amount due was paid.
v If a receipt does not indicate full payment was made, one of the following proofs
of payment is required.
= Canceled check(s)
= Credit card or bank statements showing the transaction(s).
o Generic or hand-written receipts should be supported by a canceled check/credit card
or bank statement.

e Sponsored grants may require receipts for all expenses, regardless of the value of the
expense.

e Receipts vary in appearance and type of information provided. If relevant information is
not included on a receipt, the employee should write that information on it.

e Third-party billing companies such as PayPal generally do not include detailed
information about the item(s) purchased. In such cases, the employee should provide a
copy of the webpage that identifies the items purchased, as well as the web receipt from
the third-party billing company.

e In the event of a lost receipt and after all reasonable attempts to obtain a duplicate receipt
have been exhausted, a Missing Receipt Form may be filed with the expense report. A
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missing receipt for an expense that is less than $25.00 does not require a Missing Receipt
Form. Sponsored grants may be more restrictive.

5. Exceptions

a. Exceptions can be granted by the Dean, Provost, VC A&F or equivalent, or designee in
accordance with the Additional Approval Matrix.

ARTICLE II. APPENDIX

Section 201 TABLE 1: ADDITIONAL DOCUMENTATION REQUIREMENTS FOR
CERTAIN BUSINESS AND TRAVEL EXPENSES

(Article 1l Continued on Next Page)
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Additional Documentation Required

Business meals .
» List of attendees, regardless of the mode of payment

» For each attendee provide the name, title, company,
affiliation/business relationship

Conferences . . S
»  Confirmation of registration

* Receipt for registration fee

0 Name of registrant/attendee

Entertainment/Functions .
» List of attendees, regardless of the mode of payment

o For each attendee provide the name, title, company, affiliation/business
relationship

Expenses Requiring Prior
Approval »  Documentation that prior approval was provided

Mileage . .
9 *  Documentation of mileage from resources such as MapQuest or Google

Maps

Travel Expenses - General . . L .
» Documentation of registration in the University Travel Registry

» List of additional University and non-University travelers expenses also
on the trip incurred by employee being reimbursed

o0 For each attendee provide the name, title, company, affiliation/business
relationship

Travel Expenses — Airfare

Receipt(s) denoting:
o Traveler name
o Travel dates

o Class of airfare

Travel Expenses - Lodging

Receipt(s) denoting:
o Traveler name
o Dates of room occupancy

o Room type

o ltemized costs
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Type of Expense Additional Documentation Required

= Per night room rate
= Taxes

» Fees

= Other costs

Section 2.02 ADDITIONAL APPROVAL MATRIX

a. All requests for expense reimbursement require the following approvals:
i. Employee’s supervisor
ii. Principal Investigator and/or individual with spending approval authority whenever grants are
the funding source.
iii. Expenses that are noted as requiring additional and/or prior approval must be in accordance
with the following Additional Approval Matrix.
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UNIVERSITY OF MASSACHUSETTS
ADMINISTRATIVE STANDARDS FOR CHIEF EXECUTIVE OFFICER
BUSINESS AND TRAVEL EXPENSE AND TIME REPORTING
(Doc. T92-031, Appendix C)

l. INTRODUCTION

Business Expense and Time Reporting Standards apply to business expenses incurred by the
President or any Chancellor of the University of Massachusetts who incurs business expenses in the
process of conducting University business in addition to the process to approve leave time for the
Chancellors.

Il.  STANDARDS STATEMENT

The Business Expense Policy of the University (Doc. T92-031, Appendix C) and these standards
establish the general documentation and reporting requirements. This document further defines the
standard for satisfying the requirement effectively for chief executive officers of the University.

I1l.  SPECIFIC CRITERIA

A. There will be one annual authorization for domestic Travel and Business Expenditures, submitted
by the President’s Office and approved by the Chairman of the Board of Trustees, for the
President and by the President for the Chancellors to travel and incur business expenditures on
behalf of the University in accordance with all existing University policies.

B. There will be individual authorizations for International Travel and Business Expenditures,
submitted by the President’s Office and approved by the Chairman of the Board of Trustees, for
the President and by the President for the Chancellors to travel internationally and incur business
expenditures on behalf of the University in accordance with all existing University policies.

C. There will be individual authorizations for spousal travel submitted by the President’s Office and
approved by the Chairman of the Board of Trustees, for the President and by the President for the
Chancellors in accordance with all existing University policies.

D. The President will delegate specific authority for the review and approval of a Chancellor’s leave
time to the Vice Chancellor for Administration & Finance at each campus.

E. The processing of business expenses for the President and Chancellors will not require secondary
approval from the Board or President. Rather, a designated administrator within
President’s/Chancellor’s department will review, process, and reconcile each expense incurred by
the President/Chancellor to assist with ensuring accuracy and compliance with University policy.
A final review and approval will be performed by an appropriate individual within the Campus
Controller’s Office.

F. A President’s Office administrator designated by the President will remit a quarterly report to the
University Controller for further submission to the Chairman of the Board of Trustees. This
report will detail the travel and entertainment expenses incurred by the President of the
University. This report should also contain purchase information with regard to other items of a -
9- personal nature not covered by the employment agreement. A summary of leave time taken
(vacation, personal, etc.) for that reporting period should also be included.

G. For each of the campus Chancellors, a designated campus administrator will remit a quarterly
report, in the same format, to their respective campus Controller for review. The report will also
include a summary of time taken (vacation, personal, etc.) during that reporting period. The
report will be submitted in accordance with the quarterly schedule below to the University
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President. The report shall be delivered via email indicating the quarter being reported with a

carbon copy to the University Controller.

. A copy of the quarterly reports described above, along with supporting documents thereof, shall

be retained by the President’s and Chancellor’s Office administrators.

The essence of this Standard is to capture travel and entertainment expenses incurred by the

President and the Chancellors and other expenses that can be viewed as personal in nature.

Expenses associated with University or campus events should not be detailed in this report.

Sources for these expenditures can be from any departmental account or other related entity, from

which the President/Chancellor expends funds for business purposes. Examples of items deemed

to be personal in nature includes mobile device apps, books, DVDs, licenses, insurance, dues,

memberships and licenses. Items which are personal in nature are subject to inclusion in this

report.

At a minimum, the following data elements are to be included in the quarterly travel and business

expense report:

1) Date of Event/Expense

2) Vendor Name/Description of the activity

3) Amount

4) Description of Expense

. The University Controller in consultation with the Campus Controllers will have ultimate

responsibility for the quarterly report. The report will reconcile with the University’s official

records.

. The following are the dates for submission of the quarterly reports described above to each

respective Controller with final submission to the President/Board Chairman:

1) July-September — due to Controller by December 1st with final submission to the President
by December 15th.

2) October-December — due to Controller by March 1st with final submission to the President
by March 15th.

3) January-March — due to Controller by June 1st with final submission to the President by June
15th.

4) April-June — due to Controller by September 1st with final submission to the President by
September 15th.

. Campuses may establish guidelines and procedures within the scope of University policies and

standards regarding business and entertainment expenditures. Campus guidelines and procedures

may be more, but not less restrictive than the President’s Administrative Standards.

-29-



