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Financial guidefines for Studem Clubs 1ng policy is intended to provide a clear and concise understanding of the Point Park University Travel and Business Expense Policy. The purpose of the
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policy is 1o insure thal University employees lraval to conduct business in a manner lhal is consislent with use of University resources to achieve the mission
of the University. This policy applies t¢ all faculty, staff and students who incur expenses white engaged in University business. The policy is intended to
comply with all applicable federal regulations and to promote reasonable and cost-effective travel policies and precedures.

The pelicies and procedures meet the definilion of an accountable plan under the guidelines issued by the Intemal Revenue Service. Tharefore, expenses
reported according 1o such guidelines are nol reporiable as employae income.

For any expense to be reimbursable, the expense musi be:
1. actual and reasonable
2. necessary in parformance of Peint Park University business
3. supporied by proof of expense
4. in compliance wilh the conditions of this policy

The Business Offica through 1he Vice President of Finance wili provide inlerpretations of the Travel and Businass Policy. Any variation of this palicy must
ba appreved in advance by the President or Vice President of Finance and Administration. H is the responsibility of the lraveler to submil all forms
within thirty (30) days of relum. The Business Office will raview the expense reporls and documentation for accuracy and policy adherence. Pericdic audits
may be conducied o monitor compliance with this policy.

I. Mon-Reimbursable Expenses

are not

The following exp ble under this policy:
1. Alcohot

2. Fines for traffic or parking violalions

3. Child care expenses

4. Personal credil card fees

$. Travel Insurance

4. Thefi, loss or damage of personal properly including lost baggage

7. Cancellalion ar “no-show” charges for hotel or car service

8. Parsanal aulo repairs

9. Pet care expenses

1¢- Home maintenance including lawn care

1. tn-room movies

12. Personal services such as barbers, hairdrassers, heallb clubs, massages. atc

13. Laundry or valet service for Irips lasling less than one wask

14. Prescriplions and rouline medical expanses

15. Travel upgrades

16 Employee lickels and refated expensas for shows, sporls and social events whila traveling on University business

17. Perscnal 1elephone charges in excass of reascnable calls home, generally one per day and in accordance wilh telephona policy

18. Duss for aidine clubs

9. Expenses incurred for nop-business day lravel unless i is scheduled to reducs air iransporalion cosis

This list is a guide and it is nol considered o be alkinclusive. All businessitravel expanses are subjecl te review and final approval by the Business Olfice
Vice-Presidenis and Academic Deans can make exceplions to reimbursement for the purchase of alcohel and lickeis {or shows, sperts, and social events,
for official entertainment to advance the mission of the university,



Il, Telephone Policy

Business travelers wilt be reimbursed for telephane, fax and computer connection costs that are reasonable and necessary for conducling University
business. A reasorable number of personal telephone calls, usually one per day, are generally reimbursable. Telephone credit cards will be issued prier to
travel. Use of a talephone credit card wilk significantly reduce telecommunications charges. Cellular phone calls are rot reimbursable excepl in an
emergency situation. Only de minimus hotel room surcharges ($1.00 or less per cail) will b reimbursable.

Facsimile transmissions and Inteme! access charges will be reimbursed whan associated with business. Telephene policies regarding room surcharges and
cellular phones de nol apply (or employzes who are on call or contacted during personal time off.

It. Travel Advances

Travelers are encouragad lo ulilize either personal credit cards or a Point Park University credit card so travel advancas will be limited. Advances will
generally be limited to the daily meal per diem plus $100 per Irip_ An advance may not be requested more Lhan ten days paor to date of trave! and must be
approved by the administrator authorizing the travel. No advance will be provided if there is an oulstanding advance. Accounting for expendilures related to
this advance must be completed within thifty (30) days from the date of ravel return. All advances must be accounted for by fiscal year-end {August 3159
otherwise the travel and business expenses will be charged against 1he following budgel year.

IV, Alr Travel

Travelers are expacted to travel using commercial aifines al he cost of the “lowest logical aifare * The lowest logical airfare is defined as the lowest-pnce
coach class airfare for fights within two hours before or after the requested departure or amival time. Reservations do not have 1o excesd a 1-1/2 hour
{ayover or include more than one step andfor conneclicn. The reservations should also not require 1he Iraveler to arrive fater than necessary lo participate in
all events or to depar before the completion cf the event. If axceplions 1o the lowes| legical cost are required for medical or other reasons, approval by the
Business Office must be obtained prior lo securing reservations. Reservations should be made as soon as possible t¢ ebiain advance purchase discounts
If convenient and if there is a cosl savings, travelers should consider staying over on a Salurday night. The Universily will reimburse for lodging and meals if
such cosis are less than the airfare savings.

Reservations should be made through the preferred provider unless you are able 1o secure a comparable price through annlher source. Documentation nf
tickat prica must be indluded in the travel expense report, Employees may relain any frequent flyer miles eamed while on busi travel, h Py
or extended trips 1o eam additional miles are prohibiled.

V. Meals and Lodging

Travelers may choose either a per diem reimbursement for daily meals or raimbursement of aclyal and reasonable expenses. The methed chosen must be
used consistently for the enlire trip. The currenl daily per diem rate is $47 per day. Per-diem reimbursement will be pro-raled on travel dales cr dales when
meals are included in conference events. The reimbursement rate is Breakfast - $9.40, Lunch - $16.45, Dinner - $21.15. Graluities are included in the par
diem or aclual meal expense.

If submilting receipis for actual axpensaes, the depariment chair/diractar will be responsible for deterrnining reasonableness. The eslablished guideline is
expense tolals thai do not excead $30-$50 per day for iravel to suburban areas and $50-575 per day for travel lo melropolilan areas. Expenditures lhat
exceed these guidelines will require explanation. Department chairs/directors may establish lowar guidefines al their disceetion. Travelers are expected o be
cognizan of the business purpese of the Inp and expendilures should be made accordingly,

In general, inps of {ess than 50 miles one way do nol qualify for reimbursement for an ovemight stay. Receipls for ledging are atways reguired. The rate may
nof exceed the standard single room rate. Accornmodations at resort holels are not parmitted unlass the hotel is the sile of the conference being altended
The traveler is responsible for changes and cancellaticns. Failure to cancel a guaranieed hotel reservalion may resuit in a “no-show” billing which will nol be
deductible from the expanse repart. Meals and incidentals on ladging receipts must be itemized separately.

Although lodging should be secured at the most economical price pessible, ravelers should follow all safety and security guidelines established by their
depariments and professicnal organizalions.

V1. Receipts

Receipis for lodging are always required except for foreign travel. Because of the varability of foreign rates and accommodalions, foreign lodging will be
reimbursed using the federal per-diem rale. Mea! receipts should include the name and location of the restauran, the number served and the date and
amount of the expense. Gratuities should be shown on the credil card or restaurant receipl when possible.

Expenses under $25.00 {such as taxis or lips) do not require receipls; however, expenditures musl be ilemized and accurate.

Vil. Rental Cars and Use of Personal Vehicles

The University will reimburse the traveler for the cosl of a compad or slandard-size car. Upgrades may be aulhorized by Ihe Business Office depending
upan number of persons and length of commute. Before renling a car, the traveler should determine whether the use of taxis or shultles would be more cost
effective. Mileage is nol reimbursable but the direct cosi of gasaline may be claimed on Lhe travelers expense reporl.

Rental reservations should be made through the preferred provider, Enterprise, unless a cor réntal can be secured elsewhera. Cost verification is
required wilh the expense reporl. The rental agreement must reflect Peint Park University for the University's aulomobile insurance to apply to the rental.
Loss damage or collision damage waivers should be refused since this covarage is already provided through lhe University's carrier. Only a Point Park
Universily employee may be a desfgnated driver of a rental vehicle.

¥

If an smployee is utilizing the University's automohile policy, a prior driver's license release must be secured through the Physical Plant
Department. If aulhorization is not secured then Lhe traveler should use his/her insurance when renting a vehicle.

The physical condifion of the car should be examined prior to leaving the rental lot. Damages should be documented on the car renlal agreemenl to aveid
possible disputes. The original rental receipl should be submilted with the expense reporl. Rental cars should be refueled prier 1o return 1o aveid
surcharges.

If itis cosi effeclive, a privately owned vehicle may be used for business lravel grovided Lhal the owner insures the vehicle and the owner has a valid driver's
licensa. The operalor assumaes all responsibility for acgidents 1o the exlen of the owner's coverage including any deduclivles.

The cosl of using a private vehicle should nol exceed the cost of air lransportation. The use of a private vehicle will be reimbursed at the prevailing internal
Revenue Service mileage rate. This rate covers ail operaling costs including depreciation, repairs, gasaline, insurance, towage and similar expenditures.
Mileage is calculaled at the lesser of the distance from the normal place of business to lhe destinalion point or the employae’s hame and lhe daeslnation
point.



Vill.  Travel Expense of Guests

In generatl, the expenses of a spouse, family member or others accompanying the business traveler are nol reimbursable. Point Park University wilt
reimburse for the single room rate. If the cosi of the room exceeds the single reom rale bacause of an additional nen-business gues), the traveler is
responsible for payment of this additional charge. If the traveler is using the reimbursement rathar Ihan the per diem rate for meals, the traveler should
request separate checks 30 the business expense is identifiable.

IX.  Combining Business with Personal Travel

If the traveler takes an indirect roule or interrupls a direc! route, reimbursement for airfare will be either the less of the aclual expense er the most
wconomical reundtrip ta the business destination. Any personal pertion of the car rental should be deducted from the tolal renlal Bill by sublracling the
proraled daily cost for the number of days used for personal use. If prorating resulls in a lower cast i the Univarsity than would have been paid withoul
personal fravel, the traveler may deduct the highar rate. (For axample, if the weekly rale, which includad two personal travel days is less than the daily rate
for 5 days of business lravel, the traveler may deduct the full rental charge as business.) If the traveler is using his/her own vehidle, the mileage
reimbursement should be Lhe number of roundtip miles required to atiend Lhe business funclion.

X. Expense Reconciliation

Employees utilizing University credit cards for meals or miscellaneous expenses {any charges other than rental car, lodging, or airfare) must submit their
travel expense report with their credil card statemend. Final reconciliation wilt nol be made until both reports are submitted to the Business Office.

Any questions regarging this policy should be directed to the Business Office.



