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REI MBURSEMENT
Accountable Plan Rules

The University has an accountable plan that allows it to reinburse enpl oyees
for authorized business expenses with no effect on conpensation. Under
this plan, the enpl oyee nust:

(a) Have incurred travel expenses while perfornming services for the
Uni versity,

(b) Properly account for the expenses within 60 days after the end of the
trip on which the expenses are paid or incurred,

(c) Return any excess rei nbursenent or all owance within a reasonable
period of time. A reasonable period of tinme is defined as within 120
days after the expense is paid or incurred.

For expenses reported nore than 60 days after the end of the trip on which the
expenses are paid or incurred, docunentation of the reason for the delay nust be

provi ded. Reinbursenent will be subject to the availability of funds, and
t he departnment responsible for funding will have the discretion of denying the
rei nbur sement . If reinmbursenent is made it will be added to taxable

conpensati on.

If another entity is reinbursing a portion of the expenses, reinbursement from
that entity should be requested first when allowed by the other entity. The
rei mbursement of the University's portion will not be taxable if docunentation
i s provided show ng:

(a) The request to the other entity was made within 60 days of the end of
the trip and;

(b) The request to the University for its portion of the expenses is nade
within 60 days of the date the balance due fromthe University is
known.

VWen travel advances have been made, failure to conply with the above stated
rules may result in any excess cash paynents bei ng deducted from payrol
ear ni ngs.

Staff Menbers

Rei mbur serment is made for actual |odging, neal and incidental expenses of a
reasonabl e nature when essential to the transaction of University business.

Non- St af f Menbers

Rei nbur sement of expenses for non-staff nenbers is not nade except when it
is necessary and to the benefit of the University, and is limted to actua
| odgi ng, nmeal and incidental expenses of a reasonable nature. The nane,
title and represented institution or organi zati on of any guest nust be
listed on the travel form

Advance reimbursement of travel expenses charged to personal or corporate
credit cards:



At the discretion of each canmpus, reinbursenent of transportation and neeting
regi strati on expenses charged to personal or corporate credit cards may be nade
i n advance of the date that the travel/neeting occurs. The responsibility for
docunenting the busi ness purpose of the reinbursenent is with the traveler, the
responsibility for nmaintaining the required supporting docunentation is with the
canpus accounting offices; and the responsibility for nonitoring that the trave
actual ly takes place and for obtaining refunds fromthe traveler is at the
department |evel.

Documentation of travel expenses paid directly by the University:

Docurent ati on of the business purpose of travel expenses paid directly by the
University is the responsibility of the traveler and the traveler's hone
departrment. If the paynent is nade by voucher, docunentation should be on the
voucher. Airfare paid by the University should be docunented and naintai ned in
the hone departnent. To conply with accountabl e plan rules, docunentation
shoul d i nclude the amount, date, place and busi ness purpose.

LODAE NG

Reasonabl e and necessary anobunts are allowed for |odging. Wien two or nore staff
share the same room the total clained for reinbursement nmust not exceed the
total paid for the room

A receipted, item zed statenent furnished by the hotel or notel is required

for all |odging expenses. Summary statenents provided by credit card
conpanies will not be accepted as justification for reinbursenent.

NOTE: Many hotels and notels offer a discount if the facility is inforned
the staff nenber represents the University. Information on these facilities,

as well as other travel information, is available online at:
http://ww. system m ssouri.edu/um nfo/trv/travel.

VEALS

For overnight travel within the fifty United States and the District of
Columbia, the neal expense allowance is not to exceed $42. 00 per day for three
meal s, including tips. |If fewer than 3 neals per day are subject to all owance,
amounts (including tips) should not exceed the maxi mum rei mbursenent for the
total of the eligible neals that day:

Br eakf ast $10. 00
Lunch $10. 50
Di nner $21. 50

For exanple, if a traveler is eligible for reinbursenent for both |unch and
dinner, a total of up to $32.00 can be clainmed for actual expenses for those
two neals, regardless of the distribution between the two neals. |If only $5.00
is spent at lunch, an expenditure of up to $27.00 nmay be rei nbursed for dinner

Meal s included in conference registrations, covered by other University
paynments, or paid by others, are not eligible for reinbursenment to the traveler
Such neal s rmust be identified as provided by inserting “P” in the appropriate
bl ock on the travel form



Prescribed nmaxi munms are not to be treated collectively as per di emall owances
nor are they to be used individually without regard to the actual and necessary
expenses. |f actual expenses are |less than the prescribed maxi mum

rei mbursement will be allowed only for actual expenses.

For travel outside the fifty United States and the District of Columbia,

rei nbursement is allowed for nmeal expenses at a rate not to exceed that
prescribed by the U S. Departnment of State Standardi zed Regul ati ons (Section
925)for "Meals and Incidental Expenses (MXE)." This information can be
accessed online at http://ww.gsa.gov/travel.htm These rates shall be

consi dered maxi nuns for the | ocations specified in the Standardi zed Regul ati ons
and the nonthly bulletin which updates them Rei nbursenent will be nade for
actual costs up to the published daily maxi numns.

Reimbursement for Meals When Traveling Overnight
Al neals are reinbursable within the above gui delines.
Reimbursement for Meals When No Overnight Travel is Involved

Meal s are rei nbursabl e under the above gui del i nes when

they are part of a neeting or activity including other

i ndividuals to discuss University business. |If the neal is

part of a group meal or organi zed banquet where each

partici pant pays individually, the nmeal is reinbursable

under the above guidelines as |long as the rei nbursenent request

i ncl udes an expl anation as to the business purpose of the neal and
the other individuals or group present. Meals eaten al one are not
rei mbursabl e except for meals on qualified day trips.

Reimbursement for Meals on Day Trips

Meal s eaten during day trips (travel away fromthe enpl oyee’ s hone
city without an overnight stay) may qualify for rei nbursenent if
the enployee is in continuous travel status for twelve hours or
nore. Enployee must indicate on the travel formthe twel ve-hour
status if no overnight lodging is listed. The sanme nmaxi mum

rei mbursement for the total of the eligible neals for overnight
travel within the fifty United States and District of Colunbia
applies.

Recei pts are required for any neal in excess of $75.
MEAL COSTS — SPECI AL Cl RCUMSTANCES

For nmeal s where guests of the University are involved, reinbursenment of anounts
exceedi ng the maxi mum neal allowance is permtted. The guest’s nane, title, and
relationship to the University (e.g. candidate, donor, the institution/conpany
represented) nust be listed on the appropriate University form

For Division or Departnment Meetings, the Departnent or Division should attenpt
to keep the cost of neals within nmeal maximuns. However, neal maxi muns may be
exceeded with approval of the adm nistrative superior of the highest-ranking
person in attendance.



For official, University-sponsored events, the cost of neals nmay exceed nea
maxi muns. Docunent ati on nust be provi ded regardi ng nunber of attendees and the
pur pose of the event.

OTHER EXPENSES

Rei mburserments will be nade for other expenses under the follow ng
Ci rcumnst ances:

* Tel ephone - Expenses incurred for official business.

* M scel | aneous Transportation & Rel ated Expenses - Wen
necessary to carry out purpose of trip

* Regi stration or O her Meeting Expenses - \When necessary to
carry out purpose of trip.

EXPENSES NOT ALLOWED

Only expenses essential to the transaction of University business are
rei nmbursable. Exanples of expenses that are not reinbursable in nbst cases are:
hotel gyms, mni-bars, novies, |aundry, and vehicle fines.

EXPENSES CHARGED TO SPONSORED G FTS, GRANTS OR CONTRACTS

Rei mbur semrent of expenses to be charged to sponsored gifts, grants or contracts
made to the University for research, instruction, or other purposes must be in
full conmpliance with the specific terns and instructions of the gift, grant or
contract as well as this policy. |In the event a gift, grant or contract
specifically provides for special arrangenments for accountability of trave
expenses, this fact nust be noted on the travel form

REQUESTI NG RElI MBURSENMENT

Al'l requests for reinbursenent of travel expenses nust be nade on a travel form
(Form 11 or 11A).

The enpl oyee must sign the travel formand have it approved by their

adm nistrative superior. |If their admnistrative superior is not authorized to
sign on the funds from which the expenses are being paid, an individual who is
aut hori zed nmust al so sign the travel form 1In no case should an enpl oyee
approve his or her own form

Item zed receipts are required to be attached to the travel formfor al
expenditures for |odging and any other expenses in excess of $75.

Di vi sions or departments may establish their owmn lower lints, additiona
requirenents, or nore restrictive policies, as long as travelers are advi sed of
these policies prior to the trip.



	Reimbursement for Meals on Day Trips

