
Travel Hosting PCard Policy Updates

New forms definitely need to be used.  Flint’s website is http://www.umflint.edu/financialservices/.

There are three different Travel and Business Hosting Expense Reports (one for employees, one for foreign travel, and one for guests and students).  Plus, the Per diem Calculation Tool is included as a tab on the TER and PCard Cash Withdrawal Forms; and the amounts populate on to the summary page.
1) Expense reports must be submitted within 45 calendar days from the end of the trip or the hosted event.  And within 45 calendar days from the transaction date for purchase of supplies or other out of pocket expenses.  Expenses submitted in excess of 45 calendar days will not be reimbursed.

2) There are per diem rates for travel meals and incidentals.  Incidentals include transportation between places of lodging and restaurants, fees and tips given to porters, baggage carriers, bellhops, hotel housekeeping, stewards or stewardesses, hotel staff, and mailing costs associated with filing expense reports and reimbursements due to the University.  Internet charges are not part of the per diem or part of the lodging.  Internet charges are reimbursable travel expenses, and listed under Other Expenses.  While it is permissible for the PCard to be used to pay for travel meals, it is not the recommended approach when collecting per diem because of the extensive accounting and reconciliation work it creates.  PCard ATM withdrawals are not permitted for the use of advance payment of per diems.  Travelers are limited to federal per diem amounts.
Website to use:
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=17943
Cities not appearing in the GSA per diem table may be located within a county for which rates are listed.  To determine what county a city is located in, visit the National Association of Counties (NACO) website, http://www.naco.org/Template.cfm?Section=Data_and_Demographics&Template=/cffiles/counties/city_srch.cfm
Travelers are eligible for 75 percent of the total per diem rate on the first and last day of travel and on single day trips where continuous travel is equal to or greater than 12 hours.

While not recommended, it is permissible for departments and units facing fiscal constraints to pay per diems which are less than the published GSA per diem rates.

To reduce the per diem amount: the employee or expense report preparer will use the per diem calculator tool to auto-populate the meal breakdown for the per diem rate for the travel city.  He/she can place a checkmark for “meal(s) provided” to reduce the reimbursement by the amount associated with the meal(s).  For example, if the travel city per diem is $56, and the GSA meal breakdown rate for breakfast is $9, the employee can mark the breakfast as “provided.”  The reimbursement amount is reduced to $47. 

Meal and incidental expenses in excess of the per diem are not reimbursable.  For information on how to submit expenses utilizing per diems, visit the University’s Travel and Expense website (http://www.procurement.umich.edu/travelexpense.html).  When meals are offered as part of a conference fee or when the traveler hosts or is hosted by another party while on travel status, the traveler must acknowledge these meals while completing the Travel Allowance portion of the expense report.  When meals provided are reported in the Travel Allowance section, the per diem rate will be adjusted to comply with federal policy.

For information on the allowable methods for reducing the per diem, visit
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=16177
3) Hosted meal limits will remain the same at $25/breakfast, $25/lunch, and $55/dinner.
However, there is a $20 per person per hosted event alcoholic beverage maximum (Non General Funds only if allowable and the class is excluded from ICR.  Class needs an “X” at the end).  Approval from a senior University official (i.e., dean, director, department head) for exceptions to this policy is required. 

If a dean treats a faculty member to lunch, is that expense reimbursable under the business hosting policy? 
The policy defines business meals as those taken with guests, colleagues, or donors, during which focused business discussions take place.  Business meals with vague, unfocused purposes (such as “foster collaboration between departments”) are not permitted.  It is the unit/department expense approver’s role to determine what descriptions are acceptable for that department’s business needs.
Employee Recognition Events

University departments may recognize the efforts of their staff members with group recognition functions.  However, discretion should be used, and all events should be reviewed for appropriateness prior to the occasion.  University funds may be used for the hosted event, with limits of $25, $25, $55; and also may be used to cover non‐food related costs of the event. Care must be taken to select the most reasonable options available when planning a hosted event. Following are representative examples of reimbursable hosting expenses, which are permitted in excess of the meal limits per guest/employee:
Venue deposit/rental

Linens, glassware, place settings

Centerpieces (e.g., flowers)

Wait staff and parking staff

Staging, podium rental

AV equipment and materials 

4) Flights must be booked at least 14 days in advance unless an acceptable business purpose justification for the booking delay is provided.  Approvers may deny charges that result from last minute airline booking.

Trip Cancellation Insurance – for airfare
Trip cancellation insurance is allowed as a travel expense.  It protects the travel investment by allowing you to cancel your trip for specific covered reasons.  The approver must sign the statement or P‐Card Cash Withdrawal and Out of Pocket Expense Reconciliation Form (depending on how the trip cancellation insurance was purchased) to indicate that the department considers this a legitimate business expense.
Personal Protection – is allowed as a travel expense.  This is if the traveler is injured.  It does not cover medical expenses if he/she is sick while traveling.
Unused Airline Ticket

When an airline ticket has been purchased using a P‐Card and cannot be used for the original business trip, the following procedures must be followed:

If the trip is canceled and no future business trip is scheduled, any credit from the original ticket must be credited back to the same P‐Card that was used to purchase the original ticket. 

If the original trip is canceled and the airline ticket can be reissued by the airline for another University business trip, whatever credit that can be transferred may be used to reissue the new ticket as long as it is for University business travel.  The cardholder must attach all documentation to show the “paper trail” of the ticket reissue process.  The ticket may not be used to obtain a reissued airline ticket for personal travel.  If the ticket is totally non‐refundable then it is a “loss” to the department.  The P‐Card statement must include a receipt for the original ticket and an explanation that the trip was canceled and the ticket is non‐refundable.

Checked Baggage
The University will reimburse for a maximum of two pieces of checked luggage.  Baggage charges incurred for excess weight will not be reimbursed, unless an appropriate business purpose explanation is provided.

5) Travelers should decline ALL collision insurance (i.e. Loss Damage Waiver or Collision Damage Waiver) on rental vehicles for Domestic travel.  The University self-insures for commercial rental vehicle loss/damage.  However, when traveling to destinations outside the Continental U.S. (OCONUS) with the exception of Canada, University Risk Management recommends that the traveler accept collision insurance.
6) The University generally will not reimburse local in-town mileage.  Exceptions may be made, with approval, when extensive in-town travel is required as part of an employee’s job.
Use of Private Vehicles

A personal vehicle may be used in order to save time, transport equipment or reduce costs when several people are traveling together.  Reimbursement is calculated per‐mile based on the current rate, which can be found on the Travel and Expense web site. This reimbursement may not exceed the maximum allowable rate for federally sponsored programs, and is limited to the amount of coach airfare.
7) Receipts need to be provided for lodging, air, rail, all non-taxi transportation, rental cars, conference registration fees, and all single expenditures greater than $75.
8) Travelers should select the least expensive lodging option available taking into consideration proximity to the business destination and safety.  They must inquire about the government rate, Big 10 consortium rate or the conference rate and select the lowest.  Travelers should make every effort to avoid payment of sales tax.  Many states have “reciprocal” agreements with the state of Michigan for the purpose of providing sales tax exemption; generally travelers will be requested to complete a form to be submitted by the vendor/hotel to that state on behalf of the traveler.
Using the P‐Card for Awards, Gifts and Prizes
It is consistent with University policy to recognize individual or team achievements with awards or gifts and to have prizes at University events. Awards, Gifts and Prizes costs should be flagged as ICRX (Indirect Cost Recovery Excluded) expenses on the P‐Card statement and P‐Card Cash Withdrawal and Out of Pocket Expense Reconciliation Form, as applicable.

Using the P‐Card to Purchase Gift Certificates
When purchasing gift certificates using the P‐Card or cash withdrawal, you should purchase only the exact number of gift certificates that will be used during the P‐Card billing cycle.  The purchase of gift certificates must be reconciled each P‐Card billing cycle.  The cardholder cannot keep gift certificates for the next P‐Card billing cycle.  The name(s) of the recipient(s) and the purpose of the gift(s) must be provided in the P‐Card transaction description field or in a memo attached to the P‐Card statement.  The unit must also report gifts, awards and prizes using the PeoplePay process within 10 days of the payment or the award of the gift/prize.  The dollar amount of gift certificates purchased and not used must be repaid by the cardholder on a PCard Cash Withdrawal & Out of Pocket Expense Reconciliation Form.
Bank Fees
Include the bank fees when withdrawing cash overseas only.  Do not include the bank fees when withdrawing cash in the United States.
Conflict of Interest 
As required in SPG 201.65‐1, "Faculty and staff must not use their official University positions or influence to further gain or advancement for themselves, parents, siblings, spouse or partner, children, dependent relatives, or other personal associates, at the expense of the University."
All University employees owe their primary professional commitment to the University of Michigan. In order to comply with SPG 201.65‐1 and the State of Michigan Conflict of Interest (COI) statute, Procurement Services strongly discourages purchases from suppliers where an actual or potential conflict of interest may exist.  Departments must make every effort to procure goods and services from non‐COI suppliers.

Frequently Asked Questions

Are PCard Cash Withdrawals allowed for meals and/or mileage?

No, they are not.  Withdrawals are allowed for taxis between the airport and hotel.  Taxis between a hotel and a restaurant are considered incidentals and are included in Per diems.

Is the travel advance minimum request amount changing?   (this is for non PCard holders and is received from the Cashier’s Office)

Yes.  The minimum travel advance request amount will be $300 for faculty and staff, and will remain at $100 for students.

If I use my P-Card to book travel for a faculty or staff member, and the traveler charges personal expenses on my P-Card during the trip, am I responsible for paying those expenses? 
The P-Card should be used only by the person to whom the card is issued, and should not be used to pay for expenses incurred by other U-M faculty/staff.  While some units use the card more broadly, the practice is not supported by P-Card policy.  The cardholder is responsible for the accounting of all charges to their P-Card. This means that items “coded as a personal expense” and submitted either within Concur or via the paper forms (for those not yet in Concur) will serve as the written consent to deduct from the cardholder’s pay.  The cardholder, therefore, must collect reimbursement directly from the faculty/staff member who incurred the expense.  Units are therefore discouraged from using the P-Card in this manner.
If I use my P-Card to book travel for a guest (e.g. distinguished lecturer, visiting faculty) and the traveler charges personal expenses on my P-Card during the trip, am I responsible for paying those expenses? 
The P-Card can be used to book travel (e.g., lodging, airfare) for visitors/guests of the University.  When booking lodging, the cardholder should inform the hotel that charges incurred by the guest are limited to the room and meals.  If personal expenses are incurred on the lodging bill, the cardholder should dispute the charge with the hotel.

Can travelers be reimbursed for travel expenses before a trip takes place?

Non-PCard holders will be able to submit a Travel Expense Report prior to traveling for out of pocket reimbursements to cover airfare, lodging deposits, conference registrations, and fees.  In general, reimbursements should occur after the trip.  Travel advances are not encouraged and should be requested only on an exception basis and if the expenses cannot be covered by the PCard.  A second TER will need to be submitted after the trip for per diem meal and incidentals, mileage, car rental, and/or any other additional expenses.

The PCard Cardholder online course has been revised to incorporate the new travel and business hosting expense policy, therefore it is recommended that all PCard holders take the revised course.  Please note that there is a revised course for PCard holders who are not yet using Concur; and a course for those who will be using Concur starting October 15.

If a PCard holder travels and does not want to wait until the end of a billing cycle to be reimbursed for meals and/or mileage, a Travel and Business Hosting Expense Report could be submitted.  This is ONLY if the PCard was not used for meals.  When a PCard is used for some or all of the meals, the PCard holder will have to wait until the end of the current PCard cycle to submit a “PCard Cash Withdrawal & Out of Pocket Expense Reconciliation Form”.
What documentation will be required to illustrate what meals are covered by the per diem versus those covered by the conference or meeting?

Nothing is required by Procurement, however, the department could ask for conference materials.
If a department needs to set a per diem limit lower than what the University uses because of dire funding constraints, what documentation will be required to demonstrate this?

No documentation is required.  Just follow the instructions for reducing per diems on the calculation tool.
Are University guests and students subject to the new per diem guidelines? 
Guests and students being reimbursed on non-Sponsored funds are not subject to the new per diem rates for travel meals, therefore current business hosting meal reimbursement limits apply (maximums of $25/breakfast, $25/lunch, and $55/dinner—your unit can impose stricter limits on these amounts). 

Are students who are also employees (temporary or regular) under the per diem system when traveling on behalf of the University?

Yes, because they have an employee relationship with the University, they would fall under the per diem for travel meals and incidentals.

Can a professor traveling with students use the per diem for the student meals?

Students who are not also U-M employees are not subject to the per diem.  Their meal limits would fall under the current “hosting” meal limits ($25/breakfast, $25/lunch, $55/dinner).  However, it is allowable for units to reimburse amounts lower than the hosting limits.  The professor’s meals would also fall into the hosting category, even though he/she may be on travel status.

If my unit wishes to request a per diem for international travel through Sponsored Programs, can the daily meal rate exceed the University’s meal limit of $105 per day ($25/breakfast, $25/lunch, $55/dinner)?

 Yes.  For international/OCONUS travel, the per diem rate for meals can be up to the GSA rate for the travel city. For example, the local daily meal rate for Rome, Italy is $160 (US).  The meal per diem request for this destination city therefore could be an amount up to, but not exceeding, $160 per day.



Travel & Business Hosting Expense Form - Foreign/OCONUS

This form is an accounting for foreign/OCONUS travel or hosted event for employees who are not yet using the Concur Travel and Expense Management system.  Use the Per Diem Calculator Tool (included in this form) to determine the total foreign/OCONUS travel meals and incidentals reimbursement due to the traveler (if applicable).  This form was last updated July 2010.

Note:  While the per diem method is effective July 15, 2010 for employee foreign/OCONUS business travel, some trips already underway may conclude after the go-live date.  Similarly, if units have summer trips planned and the travelers are no longer in their home office, the actual costs of meals (up to the current meal limits of $25 breakfast/$25 lunch/$55 dinner) can be reported for these trips using the Travel and Business Hosting Expense Form (Foreign/OCONUS) - Actuals.
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