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Agenda

* Recent Changes to Reimbursement Policies
e Common Reimbursement Questions
 Two New Additional Reimbursement Policies

« Communication of Changes to Reimbursement
Policies

 Where to Find the Policies
* Questions



Recent Changes

2 different policies
1. Travel
2. Purchases & Local expenses

* Quick Reference guide for both polices

* HR polices for Team Recognition and
Welcomes & Farewells


Presenter
Presentation Notes
Mention the quick reference guides as well a copies of the two new related HR polices are together as handouts to grab on your way out


Reimbursement Policies

« Travel Policy * Local Travel &
« Airline Expense
« Hotel * Local meals
» Meal options and * Purchases
limits « Gift Cards
* Group Travel « Team Recognition
« Travel Advance * Welcomes &
Farewells



Common Reimbursement Questions

» Lost detailed meal receipt
— Contact the restaurant

» Meals for day trip with no overnight

— See policy, limit based on # of hours and time of
day

* Per Diem meals during travel

— 75% first and last day regardless of time of day
— Reduce by meals provided at conference, etc.


Presenter
Presentation Notes
With the Per Diem option, no receipts are necessary.  Per Diem rates and regulations are set by the GSA (General Services Administration).  Differs slightly by location.  The 75% for first & last day is also a GSA regulation. Must be per diem for entire trip.


Common Reimbursement Questions

« \What is a Business Reason?

— Something short explaining why the item or
service Is a University expense. It should be
understood by someone NOT close to the
process.

« Can | pay for an airline ticket or
conference registration now and be
reimbursed before the trip? Of course!


Presenter
Presentation Notes
Explain submitting for airline & conference registration


Not Reimbursable

» Services (submit purchase request)
* Flowers (see HR or Dean of Students)

* Anything IT related (requires ITS
preapproval)

» Local restaurants w/ only Suffolk in
attendance (exception is Team
Recognition-NEW POLICY)


Presenter
Presentation Notes
Explain why on each


Team Recognition Policy

* Social

« Casual

» Collaborative atmosphere

» Celebrate group achievements

* Not to be used for: holiday party, personal
occasions, gifts or if covered by other
policies



Presenter
Presentation Notes
Not personal in nature, no birthdays, weddings, etc. Not for occasions already recognized on a University – wide basis such as the holiday party or faculty & staff recognition for years of service. 


Welcomes and Farewells

* Welcomes
— Simple welcome reception with department
— Work with your HR partner to organize

* Farewells
— Budget bases on years of service

— Work with your HR partner to organize

— Funded through HR, no other University
funds may be used


Presenter
Presentation Notes
Cost for welcomes should be reasonable, something simple on site.  HR partner to advise.  Cost for farewells are limited based on years of service.  HR partner to set limit and approve the expense afterwards.  HR holds budget for this.


Notice of Changes

* Notice of Policy Changes are posted in
the Inside Suffolk.

« Changes to forms if major will be posted
in the Inside Suffolk. Minor ones will not.

* Use of FAD Managers Forum venue to
review and expand on recent policy
changes.



Presenter
Presentation Notes
Good rule of thumb to use the forms from the web-site vs. saving them in your own drive.  Or at minimum checking every few months.


Where to Find the Policies

o Suffolk.edu
® QU|Ck LInkS QUICEHKS
e A7

« Accounts Payable (same page as Business
Office)

 Human Resources (for Team Recognition and

Welcomes & Farewells)


http:Suffolk.edu

Business Office

RAM Print & Copy Center

Approval of Purchase Orders

and Invoices

FPurchase Orders




Human Resources
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Team Fund Policies

Welcomes and Farewells
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