GSD Expense Reimbursement and 

Corporate Card Processing
This is a summary of GSD policies and procedures for standard expense reimbursement and corporate card processing.  Please consult ABLE or the Travel Web site (www.travel.harvard.edu) for additional Harvard University policies and procedures, and for exception situation processing.

Timeliness of Submission and Consequences

· Reimbursees (employee, student, non-employee) are expected to submit receipts and business purpose information within 30 days from the end date of a trip or the date of a non-travel expense.  
· Expenses will not be reimbursed prior to the completion of a trip or an event unless charged to JPMorgan Chase Corporate Card.

· Employee expense reimbursement claims received by the Harvard Travel and Reimbursement Office more than 60 days after the completion of a trip or the incurrence of a non-travel business expense will be considered taxable income to the employee.   The Financial Dean may approve a reasonable exception request during the 60-90 day period.  No exceptions are allowed during the 90-182 day period.  
· If an employee reimbursement claim needs to be processed as taxable income, the GSD Finance Office will prepare and process the necessary paperwork, notify the reimbursee with a cc: to the department staff, and return original receipts to the reimbursee.  The employee will receive the funds (net of withholding) in the next paycheck.  The department will be charged Extra Compensation (object 6200) and related fringe. 
· Employee reimbursement claims received by the Harvard Travel and Reimbursement Office more than 182 days (six months) will not be paid.  

· If an employee reimbursement claim is not paid, the GSD Finance Office will notify the reimbursee with a cc: to the department staff, and return original receipts to the reimbursee.

· Full-time employees traveling for an extended period of time, more than 30 days but less than one year, have different reporting requirements.  Contact Karen Kittredge (contact information at end of document).

· These timeframes and policies also apply to employees on leave (sabbatical or personal leave).

· Student and non-employee reimbursement requests received by the Travel and Reimbursement Office after 60 days do not require an exception form, and are not subject to taxable reporting.

Reimbursement Process

· Individual (employee, student or non-employee) incurs expenses on or related to university business.

· Department obtains all receipts, detailed business purpose information, and signature of reimbursee.  
· Department notes the date that receipts and business purpose information are received.  Department is responsible for making sure that payment is appropriate and that there are adequate funds in the budget.

· Department staff creates Web Reimbursement (Webex), a special form of Web Voucher, and submits online to Finance Office approver (PROXY MacLean, Mary).  Department submits all receipts regardless of dollar amount and paperwork as detailed below to GSD Finance Office.

· GSD Finance Office reviews paperwork for compliance with GSD and Harvard policies, confirms account coding, etc.  GSD Finance Office approves Webex online.  GSD Finance Office forwards all receipts for items $75 and more to Harvard Travel and Reimbursement Office.  GSD Finance Office files copies of all receipts for items greater than $75, and all original receipts for items less than $75.  

· Travel and Reimbursement Office matches the online request to the Webex printout, and keys in Webex number and amount.  Travel and Reimbursement Office makes sure that business purpose satisfies IRS requirements, and audits the expenses against certain policy requirements and tax regulations.  Certain transactions, including all reimbursement requests by foreign nationals, are sent to the Tax Office for review.

· Travel and Reimbursement Office mails out checks 24-48 hours after paperwork is received if tax review is not needed.  Tax review takes an additional 24 hours on average.  

· Reimbursee receives check or direct deposit.  The remittance stub states the date processed by Travel and Reimbursement Office, the Webex number, the dollar amount, and the first 30 characters of the Webex Business Purpose line.

Corporate Card Process

Process is the same as for personal reimbursements with the following changes and additions.

· The Corporate Cardholder reviews and prints the JPMorgan Chase on-line statement printout periodically, ideally every other week and immediately upon cardholder’s return from a trip.

· Department obtains the JPMorgan Chase Corporate Card monthly statement from cardholder.

· Department staff creates JPMC Webex.  Charges occurring during a single month’s statement cycle may be submitted in several Webex’s.  The Finance Office recommends that a given JPMC Webex only include expenses from a single month’s statement cycle, as this makes reconciliation easier.

· If a cardholder needs to pay JPMC directly for any reason, the cardholder needs to mail a check for that amount directly to JPMC.  Ask cardholder for a copy of the check, use it for reconciliation, and include with submitted paperwork.

· If there are 4 or more items on the monthly statement or online printout, number the lines and the receipts.  Attach receipts in order of listing.

· Always include the name of the traveler in the Detail Line Description.  This is because the name of the cardholder does not automatically print on the Detail Listings.  

· Harvard sends a wire transfer to JPMC every day.

· Department staff reconciles the JPMC monthly statement upon receipt of the monthly statement.  Department staff are responsible for processing credits or taking other action as necessary.

Obtain Receipts

· GSD requires that all receipts be submitted to the Finance Office regardless of dollar amount.

· Harvard policy is that all receipts greater or equal to $75 (the current IRS requirement) are forwarded to the Travel and Reimbursement Office.  Original receipts less than $75 are filed in the GSD Finance Office.

· If you tape receipts to 8 ½ * 11 paper, please tape the >=$75 on one sheet, and < $75 on a different sheet.

· If you are missing receipts, ask reimbursee to sign a Missing Receipt Affidavit (MRA) regardless of dollar amount of missing item, even though the Travel and Reimbursement Office only requires the MRA for items > $75.

· If reimbursing someone for charges put on their personal credit, request a copy of their credit card statement, particularly if foreign currency conversion is involved.

· If receipts are in a foreign currency, write the conversion rate and the US dollar amount on the receipt (see next section). 

Convert Foreign Currency Amounts

· Harvard's expense reporting policy requires that the conversion rate used be indicated in the expense report. 

· If you are processing a JPMC Corporate Card statement, or reimbursing someone for charges they put on their own personal credit card, use the exchange rate and US dollar amount printed on the credit card statement.

· If you are reimbursing someone for out-of-pocket expenses for which you need to determine an exchange rate, look up the appropriate foreign currency exchange rate on the following url: http://vpf-web.harvard.edu/ofs/travel/rei_mil.shtml   For any specified day, this site provides buy, sell, and median currency rates.  Please use the median rate for your calculations.  

· Harvard's expense reporting policy states "Travelers must use the currency rates that were in effect when the travel took place."  As a practical matter, it is time-consuming and problematic to figure conversions for a multi-day trip using exact daily rates.  So for short trips (less than one week), use the rate in effect on the return date.  For long trips (greater than one week), use the average of the rates on the departure date and the return date.  For example, if Prof. Smith is in Europe from  7/20-8/10, the calculation for the Euro exchange rate to be used for the entire trip would be:

7/20 rate
1.204
8/10 rate
1.237
Average
1.220


Obtain Business Purpose

A detailed business purpose is necessary to comply with IRS accountable plan rules for reimbursable expenses for employees, and must also be obtained for non-employees.

· Components of a satisfactory IRS business purpose include Who incurred the expense, What the expense entailed, When the expense was incurred, Where (for travel-related), Why this is a Harvard business expense, and Who else was involved (for entertainment expenses).
· Business purpose for trips must include date range of trip.

· Ex: Prof. Smith attended ABCD conference in NYC 1/16-1/18/05 for professional development

Ex: Jones bought books for XYZ course from Harvard Coop 1/22/05
Universal Expense Form

The UEF is a standard Harvard form for expense reporting.

· The Travel and Reimbursement Office does not require the UEF, but the GSD Finance Office strongly encourages use of the UEF Form for the following reasons:  The Reimbursee can be asked to complete the form themselves; the form can be mailed to a non-Harvard affiliated visitor; it is easier to assemble information on the UEF if there are many business purposes or receipts; you do not need to go back to Reimbursee for a new signature if the Webex needs to be reprinted; you can use the Webex Business Purpose line for a simple message to Reimbursee; and you can use the UEF to track the date that receipts and business purpose are received from reimbursee.
· Obtain reimbursee’s signature on the UEF.

· GSD Finance Office does not use or require the 2nd page departmental accounting information.  

The 2nd page of the UEF is only needed if the Business Purpose or detail lines overflow past 1st page.

· The Travel and Reimbursement Office uses the UEF to reconcile dollar amounts and receipt adequacy.  They appreciate detail such as ‘Taxis (3 trips)’ if you are charging $90 for taxis and there are no individual receipts > $75.

· For mileage reimbursement, include beginning and end destination, number miles, and rate.

· For currency conversion, include conversion rate used.  

Prepare Web Reimbursement

Create Webex using Oracle Financial Systems.  The following are notes for a few selected fields.

Note to Approver


· This is an optional field for a message to the GSD approver.  Leave field blank if not needed.

· Do write an explanation if you think GSD Finance Office might question the payment or situation.

Business Purpose 


· This is a required field. 

· The first 30 characters print on the Reimbursee’s check stub.

· If the UEF is not used, this field is used to note the Business Purpose
If the UEF is used, this field may be completed with one word or short phrase.  

Do write a phrase that makes sense to reimbursee, such as Course # Expenses, or Chicago travel.

Description on Detail Listing



· This is a required field.  It is what prints out on Detail Listing and enables budget review.  

· The GSD format for this line includes:

What, Who (if applicable – required if JPMC), Where (for travel), Purpose, Date (of travel, of event).  

Ex: Smith Lodging in London for ABCD conference, 1/16-1/18

Ex: Books for Le Corbusier research
· Please do not include phrases such as Reimbursement for, Purchase of, Wire transfer, GSD, etc.

· You do not need to include the name of hotel, name of car rental agency, etc.

Print and Photocopy

· Print the Webex Receipt Report, the confirmation screen that comes up after clicking Submit.

· If the UEF form is not used, the Reimbursee or Cardholder must sign the signature line.

If the UEF form is used, this line may be left blank. 

· Indicate the total of receipts less than $75 if UEF form is not used.

If there is sufficient detail on UEF form, this line may be left blank.

· Photocopy Webex Receipt Report and receipts as the very last step so the copies have photocopied handwriting.  Please do not double side when photocopying.

Submit to GSD Finance Office

· Please submit paperwork in the following order to speed processing.

Reasonable Exception Request Form




)

Policy Exception Letter






)

Missing Receipt Affadavit (MRA)





)










)

Webex Receipt Report


)



)

UEF




)  Staple together;

)
JPMC Statement or Printout

)  Will go to Holyoke

)  Paperclip
Original Receipts => $75

)  



)
   








)
Copy of Webex Receipt Report

)



)  

Copy of UEF



)  Staple together;

)
Copy of JPMC Statement or Printout
)  For GSD Finance files

)

Copies of Receipts => $75

)  



)

Original Receipts < $75


)



)
Exception Approvals

· The department is responsible for preparing all exception forms and letters, and for obtaining the signature of the reimbursee.
· Missing Receipt Affidavits are signed by the Financial Operations Manager.
· Reasonable Exception Request Form for 60-90 day submission is signed by the Financial Dean. 

· Other Policy Exception Letters (first class travel, no-show cancellation fees, late fee, etc) are signed by the Financial Dean.
Resources and Additional Information
Karen Kittredge 


5-3771

kkittred@gsd.harvard.edu 
Mary MacLean



5-4115

mmaclean@gsd.harvard.edu
Reasonable Exception Request Form
http://able.harvard.edu/forms/reasonable-exception-request.pdf
Universal Expense Form (UEF)

http://able.harvard.edu/forms/huuef4-writable.pdf
Missing Receipt Affidavit (MRA)

http://able.harvard.edu/forms/missing_receipt.pdf
Harvard Travel Policy


http://vpf-web.harvard.edu/ofs/travel/pdf/policy.pdf
GSD Finance Office


http://www.gsd.harvard.edu/inside/fiscal_services
GSD Corporate Card Policy

http://www.gsd.harvard.edu/inside/fiscal_services/corporate_card.pdf
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