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Conflict of Interest). Individuals involved in any transaction that violates
University policies, laws, regulations, rules, contracts, grants, and donor
restrictions will be held personally liable regardless of when the approval
occurred. Departments and/or grants may impose restrictions in addition to
those listed in University policies and procedures.

D. Alcohol -The purchase and use of alcohol places significant legal exposure on
the University. Therefore, the use of alcohol for business meals and
entertainment purposes should be kept to a minimum. Alcohol may never be
charged to federally sponsored projects. Any meals being charged to a federal
grant must have all alcohol clearly itemized on the expense report and must be
charged to a non-federal funding source.

E. General Considerations
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if the exception is in the best interest of the University, is not in violation of any
law or
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completion of a trip. Expenses that are not submitted in a timely manner will
be reported to the IRS as taxable income after 90 days. For additional detalil,
please see accountable plan rules in the
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a U.S. air carrier when traveling outside the U.S. In some instances, a non-
U.S. air carrier may be used if it meets one or more of the exceptions criteria
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Fees associated with changes, provided there is a business reason, are
allowable. To be allowable on a sponsored research project, the change fee
must be justified as having a direct benefit to the research.

M. Travel Time

Individuals can fly on either University or personal time based on best flight
times. See FLSA rules regarding compensation during travel time.

N. Documentation

To maintain compliance with IRS regulations and the University of Denver's
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Submission of receipt documentation must satisfy the following guidelines:

Expense Type University Purchasing Card Personal
Funds

Lodging (Room | Receipt required Receipt

accommodation required

expense)

Other Travel/Non- | If less than $75, no receipt is required. If $75 | Receipt

Travel or more, standard receipt specifications apply. | required

The standard receipt specifications required for all submitted receipts include:

Merchant name

Transaction date

List of items purchased or services provided (itemized receipt)
Total amount paid

Method of payment

arwnE

P. Tax

The University is a non-profit 501(c)(3) institution and as such is exempt from
tax. University business travelers must make every reasonable effort to
ensure that tax is not paid. For more information on tax exemptions, see
https://www.du.edu/controller/forms/.

Foreign Value Added Tax (VAT) and Goods and Services Tax (GST) is an
allowable business expense.

Q. Allowable Travel and Expense Guidance
With the authority of the Senior Vice Chancellor of Business and Financial

Affairs, Shared Services maintains a Chart of Allowable Travel and
Entertainment Expenses in the Shared Services Knowledge Base.

DEFINITIONS

A. “Affiliate” T Any party acting on behalf of the University, such as contractors,
consultants, volunteers, alum, donors, etc.

B. “Authorized Approver” T The individual responsible to ensure that each
transaction is completed in accordance with the appropriate policies and
procedures and that each transaction is appropriate in terms of scale, budget,
and relation to the mission and goals of the unit and the University.

A transaction Authorized Approver cannot report to a transaction Requestor; nor
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