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HOFSTRA UNIVERSITY 

Travel Expenses – Policy and Procedures

Introduction

Before traveling or making purchases on behalf of the University, you must know which expenses are reimbursable and how to properly report and document those expenses in a timely manner.  Therefore, the University asks that you take time to carefully read the following Travel & Business Expense Policies & Procedures.  Establishing policies and procedures for travel and business expenses enables the University to effectively monitor and control costs.

The University reimburses faculty, administration, and staff for necessary and reasonable travel and business expenses.  A necessary and reasonable expense is one for which a clear business reason exists and for which the cost is not excessive.  The authorizing administrator is responsible for verifying that the expenses are, in fact, necessary and reasonable.  They are also responsible for confirming funding sources.

Faculty, administrators and staff whose expenses are funded by a grant or contract should refer to the terms of that grant or contract for guidance on what expenditures are allowable.

The University reserves the right to amend or revise policies and procedures at any time.  Changes in policies and procedures will be readily distributed throughout the university and are to be considered effective on their date of issuance.

Reimbursable Expenses

Requests for reimbursement of business expenses shall be made by the University when accompanied by original receipt documentation, a statement of business purpose, and appropriate approval as detailed below. 

1. Airfare – Reimbursement is made for coach accommodations only. However, where the flight's duration is greater than 6 hours, business class may be reimbursed where there are appropriate funds.  Approval must be in writing before purchasing the ticket.  The academic area must have approval by the appropriate dean, the provost and the president.  The administrative area must have the approval of the appropriate vice president and the president. You must attach the original airline ticket to the Travel and Expense Report.  The original passenger ticket or an e-ticket statement must include the dates and points of departure and arrival, the travel class and total amount. Payment of airfare will not be reimbursed until 30 days prior to departure.

2. Traveling by Rail – The University will reimburse the reasonable cost of the train fare.  Attach the original ticket to the Travel and Expense Report.  The ticket must clearly show the dates of travel, the points of departure and arrival, as well as the total amount.

3. Rental Vehicles – Rental reimbursement will not exceed the cost of a mid-size vehicle.  Reimbursement for larger vehicles will only be made on exceptional cases, (several business travelers in one car, equipment being transported, etc.).

4. Use of Private Vehicles – Use of your vehicle for business-related purposes will be reimbursed at a rate based on the Federal IRS approved highway mileage guidelines.  You can go to www.IRS.gov and search on cent-per mile rule for the latest IRS approved mileage rate.  Mileage reimbursement covers fuel, maintenance, insurance, transportation and operating costs.  Tolls and reasonable parking charges will be reimbursed in addition to the mileage allowance.  You must include the dates, points of departure and arrival, total miles, as well as the total dollar amount in the expense report.  

The university does not assume liability for damage to personal automobiles used for university business and does not assume liability for deductibles or any other uninsured loss to vehicle.  Expenses for repairs, whether or not they result from the traveler’s acts are not reimbursable.  Under no circumstances will the university reimburse parking fines and/or moving violations.

5. Other Transportation Costs – Travelers on university business will be reimbursed for car services to and from airports, to and from airport to hotel and to and from hotel to meetings.  Original receipts must be attached to the Travel and Expense Report.

6. Lodging – Reasonably priced hotel for the geographic area.  Include an original, itemized hotel bill, not just a credit card receipt, and attach it to your Travel and Expense report.  

7. Meals – The university will provide reimbursements for the reasonable expense of meals. Attach all original receipts for meals costing $10 or more to the Travel and Expense Report.  The individual must pay spouse and family expenses.

8.  Miscellaneous Expenses 
           The following are NON-REIMBURSABLE:

a. Airline membership dues.

b. Air phone usage.

c. Corporate charge card delinquency assessments.

d. Country club dues.

e. Expenses related to vacation or personal days taken before, during or after a business trip.

f. Mini-bar alcoholic refreshments.

g. Movies.

h. Personal entertainment.

i. Excessive personal calls.

j. Spouse or family transportation, lodging and meals.

k. Travel accident insurance premium.

Travel and Expense Report

All Travel and Expense Reports must be submitted to Accounts Payable, 011 Phillips Hall, within 60 days after the end of the trip.  All reports should include individuals name, social security number, address, budget number, dates of travel, place of travel, amounts and business purpose.  The employee and the dean, director or department head must sign the Travel and Expense Report.   

Expenses left unreported for six months or longer will no longer be reimbursed and will remain the responsibility of the employee.

All employees should keep a copy of their Travel and Expense Report as well as all supporting documentation and receipts.

In accordance with IRS regulations original receipts must be obtained and attached to the Travel and Expense Report.  

All reports must be approved and signed by an immediate supervisor.  No employee may approve his or her own report.  Any report that does not have proper documentation or signatures will be immediately sent back to employee with an explanation attached.
Advances

A check requisition along with a travel request form must be received in accounts payable at least 30 days prior to the trip.  A travel advance will not be issued more than two weeks before an employee’s travel departure date.  Within 60 days from the completion of the trip, a completed Travel and Expense Report must be submitted to accounts payable, 011 Phillips Hall.  It must include original receipts and details of daily expenses.  If actual costs exceed the advance, the employee will be issued a check for the difference.  If the actual costs are less than the advance, the employee must attach a check, made out to Hofstra University, for the difference to the Travel and Expense Report within 120 days from the beginning of the trip.

Advances will be denied for individuals who have an existing advance outstanding.  All advances must be cleared before additional ones will be given.

The IRS requires that travel expenses for which an advance has been received or which the employer has directly paid for must be substantiated within a reasonable time after the expenses are incurred.  By law, expenses that are not substantiated timely must be included in the employee’s current taxable income, subject to tax withholding, and must be reported on the employee’s Form W-2 as taxable income.  The university policy of submission within 60 days after the completion of the trip will prevent this occurrence.  

After 60 days, the full amount of the advance will be charged to the department, and the traveler will be taxed on that amount, which will be included on his or her Form W-2 at the end of the taxable year.  Once the information has been given to payroll it cannot be reversed.  

Non-Employee Reimbursements

Prospective employees maybe reimbursed, if authorized, for travel expenses incurred in connection with an employment interview at the university.  Do not promise reimbursement to non-employees without first gaining written approval from the President, Provost or a Vice President.  Request reimbursement on a Check Requisition with all proper original receipts.  

Departments may request reimbursement to visiting lecturers or other official visitors for expenses incurred in connection with their travel.  This too must have presidential, provost or a vice president’s approval.  The reimbursement must be in accordance with the university’s travel policies for employees.  A Check Requisition along with all original receipts should be submitted to accounts payable.

The president, provost or a vice president must authorize reimbursement for the relocation of newly recruited personnel.  Relocation expense reimbursements are to be submitted on a Check Requisition along with all original receipts.

The university is required to report all moving reimbursements to the IRS.  Only qualified moving expense reimbursements are excludable from Federal gross income.

A. Non-Taxable Qualified Moving Expenses:

1. Packing of furniture and personal belongings.

2. Transportation of furniture and personal belongings from the previous principal place of residence to the new principal place of residence.

3. Insurance and in-transit storage for periods up to 30 days.

4. Travel and lodging costs, excluding meal costs, associated with one trip to move to the new residence by the employee and members of the employee’s household.

B.  Taxable Moving Expenses:

1. Pre-move house hunting, including travel, meals and lodging once an offer has been accepted.

2. Meals and lodging while occupying temporary quarters.

3. Personal needs such as a driver’s license and auto insurance.

4. Real estate fees incurred when leaving the former residence or acquiring the new residence.

International Travel and Currencies

Travel and Expense Reports must be submitted in U.S. Dollars with an explanation and translation of the foreign receipts and their conversions.  Since currency exchange rates fluctuate the traveler must use the currency rates in effect when the travel took place.  Therefore, currency exchange receipts should be saved and used for converting foreign currencies back to U.S. dollars on the Travel and Expense Report.  

The traveler may use the following website: http://www.oanda.com/convertercc_table.  When converting with Oanda.com, use only the default “Interbank rate”.  Record the U.S. dollar equivalency on each receipt.  Using the corporate card eliminates the need to calculate foreign currency conversions.  The charges are already converted to U.S. dollars on the billing statement.
University Corporate Card

Hofstra University has an agreement, currently with American Express, that provides certain employees with a credit card to be used for business travel and business entertainment expenses.  The president or a vice president must approve a person to obtain a corporate credit card.  The university will not pay the corporate charge invoices directly.  The employee is responsible for paying the charges on the corporate card.  The employee will be reimbursed for travel and business expenses upon presentation of the appropriate original receipts and a statement of business purpose.  

The cardholder is responsible for the card’s safekeeping.  It may not be transferred to, assigned to, or used by anyone other than the cardholder.  The card issuer or Hofstra University may, at any time, suspend or cancel the cardholder privileges for any reason and the cardholder will surrender the corporate card to his/her immediate supervisor.  Use of the corporate card or account by the assigned individual after notice of its cancellation may be considered fraudulent and further action by the university may take place against the cardholder.

1. Dean, Director, or Department Head Responsibilities 

It is the dean, director or department head’s responsibility to monitor the use of the card, assist with the setting of transaction limits, provide up to date information to all departmental employees involved with the corporate card, and to assure that the cardholder complies with the reconciliation process in a timely manner.  The individual given the responsibility for reviewing and approving expenditures must be an authorized signer on the university accounts from which payments will be made and should not be the cardholder submitting expenditures.  The dean, director or department head has the obligation and authority to question the business nature of the charges incurred by the cardholder and has the responsibility to call upon the Controller’s Office or Internal Audit, as appropriate, to investigate potential improprieties.  If the cardholder’s employment is terminated for any reason, the cardholder must give the card to his/her immediate supervisor to destroy.  The immediate supervisor must then call human resources and purchasing to inform them that the card was turned in and destroyed.

2. Cardholder Responsibility

The cardholder is required to sign the corporate credit card immediately upon receipt.  When the current card has expired or when a new card is issued to the cardholder, it is his/her responsibility to destroy and discard the old card.  If the cardholder’s employment is terminated for any reason, he/she must immediately surrender the card to his/her immediate supervisor.  The supervisor must forward the card to Human Resources, not by inter-office mail, so that they may clear the employee.  In cases of resignation it must be done on the day of resignation.  

It is the cardholder’s responsibility to obtain original itemized transaction receipts from the vendor each time the card is used.  Each card has a pre-set maximum monthly spending limit, which may not be exceeded under any circumstances.  The cardholder will be advised of his/her limit.  

It is the cardholder’s responsibility to immediately notify American Express, the purchasing department and their immediate supervisor of any lost or stolen cards.

It is the cardholder’s obligation to ensure that the charges on the statement are valid.

It is the cardholder’s responsibility for paying all charges incurred during the billing cycle immediately upon receipt of the billing statement.  Late fees or penalties incurred on the corporate card are not reimbursable. 

It is the cardholder’s responsibility to submit, within 60 days after the end of the trip, a Travel and Expense report to accounts payable.  Original receipts are required under the IRS regulations.  

The cardholder will be in violation of university policy if their Travel and Expense report is submitted after the 60 days.  If the cardholder violates this policy three times the university has the right to cancel the card.  

3. Card Appropriateness

The corporate card is only to be used for university business.  Policy violations include, but are not limited to:

a. Using the corporate card for personal use.

b. Using the corporate card for the purchase of goods or for services that  

are not related to business travel or business entertainment.

c. Failure to submit proper transaction documentation in a timely manner, within 60 days after the end of the trip.

d. Failure to report lost or stolen card to the appropriate persons immediately after discovered.

e. Transferring assignment of the corporate card to another individual.

