To:     SAS Faculty and Staff 

From:   Ramin Sedehi, Vice Dean for Finance and Administration 
        Bob Allison, Executive Director of Finance 

Re:     Reimbursement of personal funds used to acquire goods and 
          services 

Starting January 1, 2011, the School of Arts and Sciences will fully enforce existing University policy that requires faculty and staff to purchase goods and services (with a few exceptions noted below) through their departmental and business offices as opposed to individually purchasing items and asking for reimbursement. This policy applies to reimbursements *from* all categories of funds, including individual research/discretionary funds, sponsored research funds, endowment and gift funds and departmental/program funds. 
     
We remind you that the proper procedure for all purchases is to provide your departmental staff and the business office with the academic/business justification for the needed item(s) and allow them to use the best approach to make the purchase. By doing so, the University is able to negotiate better terms and services with vendors and can often find better prices for the same item. More importantly, there are significant IRS concerns around reimbursements that could be considered as compensation. In the event that expenses incurred are considered to be compensation, both parties (the School and the individual) will suffer. The School will have to pay additional employee benefits costs on every dollar of compensation expense and the reimbursement to the individual will be reduced by the applicable taxes. 

Here are some examples of the typical purchases that will no longer be reimbursed if purchased privately (NOTE:  this list is not intended to be comprehensive): 

•    Computers (desktop and laptop) 
•    Printers 
•    Cellular phones, smart phones, iPads 
•    Office supplies and other business-related home office expenditures 
•    Consulting services 
•    Conference fees, academic society membership fees, subscription dues 

There are two notable exceptions that will not be subject to this policy: 

1.    The purchase of books by individuals for academic purposes will continue to be reimbursed by our business offices, less any sales tax which has been incurred.  We do, however, ask that you make every effort to purchase your books through your department or program staff, which has the benefit of saving you the sales tax. This exception is generally intended for the purchase of books at conferences or other cases where books are not available through normal means. 

2.    Reimbursement related to academic/business travel and entertainment continues to be subject to existing travel policies and is exempted from this policy. 

As always, we will entertain exceptions to this policy as we would to any policy for cases of emergency or unexpected events. A request for exception should be sent to the business office and will be considered for approval by the Vice Dean for Finance and Administration. Please note that these appeals will require some time to consider and may ultimately not be approved.   The best way to ensure you are acquiring the goods and services you need is to work proactively with your business office and administrative staff. 

Please let either one of us know if you have any questions and we thank you in advance for your assistance in this important compliance effort. 

