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Travel and Conference Best Practices

Travel Expenses

A.  Allowability for Travel Expenses

There are four rules of allowability for grant expenses (including travel expenses):

1) Is it allowable?

· Is it allowable under A-21, section J and University policies?
· Is it approved in the budget or is rebudgeting allowed?

· Is it not prohibited in the award documents?

· Were imposed requirements and regulations met, such as with air lines (Fly America Act)?

2) Is it allocable?

· Is the expense related to the project? 

· Is it incurred solely to advance the work under the sponsored project?

· Is there benefit to the project?

3) Is it reasonable?

· Would a prudent person have taken the same action (per-person meal and beverage charge, conversion of US currency to foreign currency)?

· Is this type of cost necessary for the project?

· Was due prudence / stewardship exercised?

4) Is it consistent?

· Was there consistency in estimating, accumulating and reporting costs?

· Was there consistency in allocating costs incurred for the same purpose?


B. Airline Tickets

1) Commercial air travel should be on the lowest reasonable available commercial airfare (OMB Circular A-21)

2) UR recommended policy is to use UR contracted travel agencies such as NFT Travel and Towne & Country Travel.  (UR business contract with these agencies is anticipated to provide traveler with lowest reasonable airfare)   For UR employees, tickets purchased from these two agencies more than thirty days in advance of the trip can be direct billed to the University.  

· Air tickets purchased through the direct bill process need to be claimed as an advance on an F – 3 form, after the travel has occurred.  The original ticket must be retained as the proper supporting documentation for this expense.

3) All grants and contracts require use of US air carriers for foreign travel (permissible exceptions are listed in the grant agreement).  The Fly America Act does allow code sharing with international air lines.  

C. Lodging Expenses

1) Lodging expenses must be reasonable and allocable amounts, per OMB Circular A-21.

2) Costs of entertainment, such as movies in the hotel room, are considered personal and not business expenses for University reimbursement.

3) An itemized detailed receipt is needed to see separate charges for daily room expenses, room service and other expenses, such as gift shop purchases, that can be charged directly to your room bill.

4) Check Finance web site to ensure University of Rochester’s tax exempt status is recognized in state where lodging expenses are incurred.

D. Mileage and Gasoline Expense

1) If travelling using a personal automobile, mileage expenses can be claimed.  You can not claim both mileage and gasoline expenses as the mileage rate is intended to include fuel.  Effective 01/01/2001, this rate is $.345 per mile.

2) If rental car use is approved, you can claim normal rental car expenses and the related fuel expense that you incurred.  It is not appropriate to claim additional personal reimbursement for mileage.  

3) A reasonable business purpose is needed for reimbursement of rental car expenses.  For example, a rental car used for sight seeing or visiting friends in the area is not considered to be a business purpose.  

E. Food Expenses

1) Documentation must include the date, a list of attendees, business purpose, and an itemized list of what is included on the bill.

2) Food reimbursements must be in actual dollar amounts, not round dollars. UR is not on a per diem policy.

3) Alcohol

· costs of alcoholic beverages are unallowable for federal grants (OMB Circular A-21)

· alcoholic beverage expenses that are allowed on other accounts must be charged under subcode 2059
F. Foreign Currency Conversions

1) Expenses made in foreign currencies must be reimbursed in U.S. dollars

2) The employee is responsible for calculating the conversion; not UR Finance

3) A receipt for the purchase of the currency should be kept; or a record of the date and source of the conversion rate used to calculate the expense in U.S. dollars

G. Use of Travel and Conference Form (F – 3)

1) Proper Receipts

· charge card slips are not adequate; receipts must provide detail on what the expense was for (was it for a meal or souvenirs from the hotel gift shop); business purpose is needed 

2) Math Accuracy

· check math on the form before submitting it to Finance to ensure that the reimbursement amount requested is correct; if Excel format is used (available from Finance website) verify that the correct dollar amounts are typed into each field and that all cells are included in the column and row totals.  

H. Authorized Signers for Expenses

1) Authorized Signer for Sponsored Program Account  

· Principal Investigator or someone to whom the PI has delegated his/her signature authority

2) Authorized Signer for Employee’s Travel and Conference Form 

· Countersignature must be from employee’s supervisor, department head or senior administrator  (i.e. a secretary may not countersign for his/her administrator)
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