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» Goals

= Documentation Requirements

» Business Purpose Explanations
= Approver Guidance

= Delegation of Approval Authority
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Lean Travel Policy Timeline

Project Key Key Recommendations 7/1/2019
kickoff Stakeholder Stakeholder to Key New
Updates Updates Stakeholders Policy
Effective
¥ ¥ & .
‘ Implementation Phase
2018 (EYRLE | 3Q2018 1Q2019 2Q2019 _ 2019

Core Team Meetings > Tralnlng>
o Publish
Core Team Finalize Updated
Recommendations Policy

UNIVERSITY*ROCHESTER




Three Key Takeaways
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Travel Policy Goals

#1 Ensure compliance with IRS Accountable Plan Rules

IRS Publication 463, Chapter 6: How to Report > Accountable Plans
Expenses incurred by employees must meet accountable plan
requirements for reimbursement to be excluded from the individual’s
taxable income:
1) Adequately account for expenses that have a business connection
» Meeting documentation requirements and business
purpose explanations satisfy this requirement
2) Adequately account for expenses within a reasonable period of
time
» 60 days from the date of event, return from trip, or date of
expenditure if no event or trip involved
3) Individual must return excess reimbursement or advance within a
reasonable period of time

129! UNIVERSITY~ROCHESTER



Documentation Requirements

Current State

= Sufficient documentary evidence must be provided to
substantiate the expense and support the business
purpose

» Original documentation is required until an electronic/
automated system implemented

= However, a scan/copy is better than no receipt
Future State

= Electronic or scanned documentation acceptable,
provided the image is clear and complete, except
where prohibited by sponsor requirement

= Departments should implement procedures to ensure
the same expense is not submitted multiple times
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Documentation Retention

= Documentation submitted to Accounts Payable
IS retained for 7 years in accordance with
University policy

» Departments should establish their own
procedures for handling, retaining and purging
of original receipts/documentation according to
the Policy on Retention of University Records
and sponsor guidelines
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https://www.rochester.edu/adminfinance/records.html

Documentation Requirements

* Those being reimbursed should neither gain
nor lose financially

»= Consider Pcard for non-travel business expenses

= All expenses submitted must be based on
actual cost

= Exceptions (missing, less than complete
documentation) should be rare, not the norm

» Credit card statements/receipts alone do not
orovide adequate detall

» Recelpt should show proof of payment,
palance due = $0
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Documentation Details

= Documentation must include
= name of the vendor,
* |ocation,
= date,
= dollar amount of the expense, and
= description of the goods or services received

= If this info Is not on a receipt and form of
payment was credit card, then a copy of credit
card statement Is required

* Incomplete or poor-quality documentation may
require additional substantiation
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Documentation — Best Practices

* Include information needed to clarify or to
establish the accuracy or reliability of
iInformation contained in your records

= Submit “proof of attendance” for documenting
that a traveler attended the conference or
seminar for which they were traveling

= Best practice: include copy of a Certificate of
Completion or a copy of the certificate awarding
Continuing Professional Education

* |nclude the conference brochures or other agendas
distributed at the event
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Documentation Details - Meals

= Meals: Itemized receipt and the
transaction (credit card receipt) should
be submitted

= Alcohol should be separated out for
grants and non-grants (impacts overhead
rate)
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Documentation Details - Meals

* |nvolving people other than the person
being reimbursed

= |isting of attendees

= A descriptor with regard to affiliation:
department staff, donor, prospective
employee, students, etc.

* If Impractical to obtain a listing of individual
names, include an estimated count for
attendance and affiliation(s)

» Best practice: include invitation for the
event/meeting
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Acceptable Meal Receipt
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Business Purpose Explanations

Who was

h involved in
Why or How the

does the
expense relate
to university
business?

What does
expense? the expense
represent?

Purpose
When did the

and
e . expense
other than
the date on
the receipt)?

Where did
the ‘

expense
occur?
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Business Purpose Explanations

Who: If anyone other than yourself was
Involved with the expense then specify who

When: If not the transaction date on the
receipt, indicate when the expense occurred

Where: Where did the expense occur
What does the expense represent

Why or How does they expense relate to
University business
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Business Purpose Explanations

= Documentary evidence to substantiate an
expense always involves a business justification

» Goes beyond the documentation of what might
be on a receipt: What, When, Where

= Simply restating what the expenses are does not
constitute a properly completed business purpose
section
= Should explain Why the expense was incurred
and How it has a business connection

= Should attempt to explain the business benefit
gained or expected from incurring the expense
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Business Purpose Explanations

= Should be provided for individual expenses
items rather than a high-level statement of
connection to business for multiple expense
transactions

= Acronyms should be spelled out so that an
auditor would understand
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Business Purpose Explanations

Poor Related Multi- Good Related Multi-

Expense Purpose Expense Purpose
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Business Purpose Explanations

Good Specific

Poor Specific
Purpose

Purpose
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Business Purpose Explanations

Good Specific

Poor Specific
Purpose

Purpose
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Approver Guidance

= Are valid business purposes provided for
the various expenses submitted?

* Do business purpose explanation answer
Who, When, Where, What, Why/How?

* Do the expenses comply with policies:
= University (Finance Policies)
= Sponsored Research reguirements
* Federal regulations
» Departmental guidelines
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http://www.rochester.edu/adminfinance/finance/policies/index.html
https://www.rochester.edu/orpa/policies/

Approver Guidance

= Are sufficient receipts attached?
* Do dates of expenses and receipts align?
* Are expense amounts and receipts aligned?

» |s there adequate itemization of receipts
to account for different types of
expenses?

* |s the cost allocation (distribution of
charges) appropriate/correct?
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Approver Guidance

= How old are the expenses?

* |IRS generally considers an expense
submitted within 60 days as reasonably
timely

» Older expenses should receive more
scrutiny.

» Best practice: Provide an explanation as to
why the expenses were not submitted
sooner
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Approver Guidance

= |t Is the responsiblility of approvers to

* Request additional support and/or
explanations as needed

* Push back on non-compliant expense claims

* Remove expenses that are not sufficiently
supported

* Counsel employees as needed to avoid
future confusion, questions and/or delays

= University Integrity Hotline: 756-8888
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Delegation of Approval Authority

When a manager delegates approval authority,
the manager still retains responsibility for ensuring
that only appropriate expenses are approved

A manager who delegates approval authority must
establish:

= A process that allows the designated approver direct
access to manager for any inappropriate items.

= A periodic monitoring process to ensure that the
transactions approved by the delegate are
appropriate business.

» Delegation should be documented in writing
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Data Analytics

University Audit has implemented a Data
Analytics program to identify:

* Duplicate submission of travel expenses.

» Same expenses submitted via Request for
Payment and Travel & Conference expense
reports.

» Pcard receipts re-submitted on a Travel &
Conference expense report.
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Expense Report Case
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Expense Report Case
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Expense Report Case |l
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Expense Report Case |l

OMNI &, HOTELS & RESORTS

nashwville

5 Rooam Mo, - D545
>v<e >t "‘@W’d’&rzegr Arrineal : OB-17-17
< Departure = 62217
Pagsa Mo, D 1of1
Folio Mo. - 403831
Conf. Mo, : 508579
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Group Code g
Company Nama g

Date Description
06=-17=-17 Room Charge
05=-17=-17 9.25% State Sales Tax
as-17-17 6% County Occupancy Tax
06-17-17 $2.50 City Occupanacy Tax
06-18-17 Room Charge
o06-18-17 9.25% Stale Sales Tax
OE-18-17 5% County Occupancy Tax
O5-18-17 52 .50 City Occupancy Tax
06-19-17 Rooem Charge
PE-19-17 29.25% State Sales Tax
D6-19-17 5% County Dccupancy Tax
D6-18-17 52,50 City Ocoupancy Tax
DE-20-17 Room Charge
O6-20-17 29.25% State Sales Tax
o8-20-17 B% County Ocoupancy Tax
OG-20-17 §2.50 City Occupancy Tax L.
DE-21-17 Room Charge
DE-21-17 2.25% Stale Sales Tax
06-21-17 % County Qoccupancy Tax
06-21-17 52 50 City Occupancy Tax
06-22-17 Wisa 1,418.55
OO O R RO S S EE R
Total 1,418.55 1. 418.55
Balance 000

=
rashvile, Th 37203 =
Phone: $15-TE2-5300 Fax: 815-T4 26002
ey samndEnotsls. com.
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Expense Report Case |l

Account(s) to be charged: (i}

Business Purpose/Explanation (k):
Provide details for names of individusls seen,
affiiations, whal, where, when and why.
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BALANCE DUE FROM UNIVERSITY (n)

2,000.00

& |7 |&h |ea &5

2,000.00

$ 45210

$ 1,547.90

Attended Conference in Nashville to obtain Continuing Professional Education for my professional licensa
deparment provided $2000 towards this conference.
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