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POLICY:
The University will reimburse those who spend personal funds for authorized and official University related business activities, including mileage supporting those business activities. 

PURPOSE:
This policy provides guidance involving reimbursement, advances, and mileage tracking. Expenses include personal funds, University funds and business-related travel mileage where the traveler either does not possess a university-provided purchasing card (Pcard) or the expenses could not be made through a SEU Pcard.
Additionally, this policy defines dates, procedures, documentation requirements and identifies common improper advance/reimbursement practices.

SCOPE: 
All employees who are authorized by the University to expend funds on behalf of the University through reimbursement or advances where the employee does not possess a SEU Pcard or the expenses can not be made through a Pcard. The University, as a rule, does not reimburse employee expenses incurred on a personal credit card when the employee either possesses a SEU Pcard or qualifies to do so.

DEFINITIONS:
Those who spend – any employee is authorized to spend funds on behalf of the University.
Supporting receipts – the ORIGINAL expense receipts. A copy, unless otherwise agreed to, will not be accepted.
Securely taped – tape the receipt to letter-sized paper (8-1/2” x 11”) – do not overlap receipts and do not tape over any pertinent information on the receipt (name of business, date of transaction, amount of each item, and total due). Do not tamper or put any marks on receipt information.

Expense Advance/Reimbursement Voucher Document:
Please refer to this link for the most updated form- SFnet.seu.edu/department/business-office



OVERVIEW:
Employees who spend personal funds for University-related expenses shall fill out an Expense/Advance Reimbursement Voucher within fourteen (14) days of expenses occurring. There will be a maximum window of 30 days to submit a reimbursement. Any timeframe outside the fourteen (14) day window may result in the reimbursement being subject to possible taxation or denial. Please note, a reimbursement provided from a previous fiscal year cannot be accepted. Please refer to the IRS policy guidelines on Pg.29 of the following link for further guidance- https://www.irs.gov/pub/irs-pdf/p463.pdf 
The Cashier will process the approved voucher within twenty-four (24) hours of receiving it. The reimbursement must be collected by the employee at the cashier’s window within 2 business days. If not, the individual will need to resubmit the voucher.
The Business Office will maintain the original copy and all documentation associated with the voucher
Please note: Expenses that total $100 or less may be reimbursed through petty cash. Those that total more than $100 will go through the Accounts Payable system and be paid via check or ACH transfer. (All vouchers, regardless of amount, must be brought to the Cashiers window for processing)

REVIEW:
The supervisor shall verify the availability of funds in their budget before presenting receipts for any Advance through the Cashiers window/Accounts Payable. If funds are insufficient, the supervisor can provide written instructions for transfer of funds from another account to cover the expenses. The transfer must be done prior to utilizing the advance voucher and through the Business Office. Sufficient funds must be available before petty cash/check/ACH is disbursed.
Signed Expense Advance/Reimbursement Vouchers with supporting receipts will be sent to the Supervisor (or other person responsible) for review, approval and legitimacy. All receipts and/or information must be accurately reflected upon the voucher for authorization of reimbursement or advancement.

CASH ADVANCE:
When a department authorizes an advance, petty cash can be given for anything $100 or less via the Cashiers window. Advancements over $100 will need to go through the Cashier to verify information and then be sent to Accounts Payable for the creation of a check.
From the date the voucher is received, the individual has fourteen (14) business days to submit receipts. If receipts are not returned within a maximum of 30 days, the advance amount will be recovered via paycheck deduction. 
Each department are allotted only one advancement out at a time unless otherwise discussed or approved by the Business Office.
If an Accounts Payable check advance was used for the expense, deduct the amount the reimbursement in the “Advance Check” line. Write the check number on the line provided. Any funds remaining from the check advance must be returned for the cashier to deposit. 
If a petty cash advance was used for the expense, deduct the amount from the reimbursement in the “Petty Cash Advance” line. 
Any amount spent above the petty cash advance will be reimbursed with a check.
If a corporate credit card was used for an expense, deduct the amount on the “Less Items Charged to SEU” field on the voucher

MEALS:
When submitting a meal receipt for reimbursement, the detailed receipt must be included. When meal receipts include more than the individual receiving reimbursement, the voucher must include: individual’s name, position, company and reason for the meal. There will be no reimbursement for peer to peer meals.
Please note: Tips should not exceed 20%.

MILEAGE: 
If a mileage reimbursement is being submitted, a map outlining your destination and miles to/from destination must be included and stapled to the back of the voucher. This information can be obtained through www.mapquest.com or www.maps.google.com. The reason for travel must be explained in detail on the voucher. The mileage represented must be for official University business. The University also reimburses for tolls incurred.

RECEIPTS:
ORIGINAL receipts must be submitted with the Expense Advance/Reimbursement Voucher. If receipts are smaller than letter-size paper then they must be securely taped to a letter-sized piece of paper. Tape the corners of the receipt only. If you have multiple receipts, do not overlap as they need to legible with all monetary information available. Best practice is to put the other receipt on a new piece of paper. Do not tape over any pertinent information including: business name, date of transaction, amount of each item and total due.

NON-REIMBURSABLE EXPENSES:
Non-reimbursable expenses include items not directly related to Southeastern University business. These generally involve personal or non-business expenses including office decorations, purchasing hygiene products, items used in a personal home, lodging/meals for family members or non-business guests and various forms of entertainment, etc. It is also inappropriate or an employee who qualifies for or possesses a SEU Pcard to use their personal credit card for university related exoenses when a Pcard could have been used. Non-reimbursable expenses will be deducted from the final reimbursement amount if applied. If you have a question on whether the expense is valid or not please reach out to the business office.


BUSINESS OFFICE:
The Business Office reserves the right to reject any voucher that does not adhere to the policy. If approved, it will be processed for payment either through petty cash ($100 or under) or via check from Accounts Payable (over $100) for University-related business.

CONTACT:
For questions regarding the Expense Advance/Reimbursement Voucher process, contact accountsreceivable@seu.edu or 863-667-5191.
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