
TRAVEL POLICY 
 

Loyola University will reimburse authorized university travelers for all travel-related expenses 

that are reasonable and necessary to conduct university business.  Travelers are expected to 

take advantage of all savings opportunities when possible (e.g. economy class airfares).  

 
CASH ADVANCES FOR TRAVEL 
 

Loyola University will provide cash advances in limited amounts for faculty and other employees 

traveling on authorized business to cover reasonable miscellaneous costs such as taxi fares, tips, 

and other expenses which cannot readily be charged to a University credit card. Cash advances 

must not be used to cover personal expenses or any activity that is the sole responsibility of the 

traveler. The size of the advance must be a reasonable estimate of the amount of cash necessary 

to conduct University business. Advances will generally not be provided earlier than 10 working 

days before the planned departure date of the trip.  Any unused monies from cash advances 

must be returned.  

 

Each cash advance is the personal obligation of the traveler until it has been discharged by 

processing a properly completed Travel and/or Entertainment Expense Statements. Employees 

are responsible for the proper record keeping of expenses incurred while traveling and for 

settling any unused advance owed to the University. Travel advances must be accounted for on a 

Travel and Entertainment Expense Statement within 10 working days after returning from the 

trip. Please note that if proper documentation and return of any excess funds are not submitted 

within 120 calendar days, the amount of the advance will be included on the recipient’s W-2 and 

reported as income to the IRS. Additionally, if the individual is requesting reimbursement for 

business related expenses spent in excess of the advance provided, proper documentation must 

be submitted within 60 calendar days after the expense was incurred.  Any reimbursements 

provided after 60 days will be imputed as taxable income and included on the employee’s W-2.  



This is in accordance with IRS regulations as specified in Publication 15, (Circular E), Employer’s 

Tax Guide (page 11). This inclusion will have an immediate effect on net payroll income as the 

additional income will trigger corresponding payroll taxes in the next payroll cycle.  

 

Once an advance has been processed as income no future advances will be issued to that 

individual unless approved by the vice-president of the division. This policy is in effect because 

the inclusion of income from the advance results in a greater tax liability for the university.  

 

The Financial Affairs office reserves the right to refuse any requests for advances. Please note 

that when requesting reimbursement for additional expenses incurred while traveling a check 

request for the additional funds must accompany the expense statement. 

UNIVERSITY ISSUED CREDIT CARDS 

General Information: 

University issued credit cards are to be used primarily for travel and entertainment expenses. 

There are specific restrictions on entertainment expenses as detailed below.  

 

Credit cards may also be used to pay for membership dues, conference registrations and webinar 

fees.  All other purchases should be processed through the Accounts Payable office or through 

the Purchasing Department.   

 

Please note that personal purchases, regardless of dollar amount, are not allowable on university 

issued credit cards. 

 

Payment: 

Credit card statements should be sent to the Financial Affairs office in a timely manner to insure 

prompt payment. Depending on the circumstances in which they are incurred, the cardholder 

may be responsible for late payment fees. Please note that all credit card balances must be 



paid in full at the time they are received. The Loyola University Financial Affairs office reserves 

the right to charge departmental accounts for any and all outstanding card balances. Once 

charges are made to university credit cards the department and/or cardholder is responsible for 

the timely and complete payment of those charges.  

 

Sanctions: 

In the event that the policies and procedures are violated, the card holder will be notified by the 

Financial Affairs department of the violation.  Only one warning within a six month period 

will be issued before card holder privileges will be revoked.  However, the Office of 

Financial Affairs reserves the right to revoke card holder privileges depending upon the severity 

of misuse.  

 

Allowable Charges: 

The following is a list of charges allowed and disallowed charges for the University credit card.  

This list is not meant to be comprehensive but should provide the user with guidance on the 

appropriateness of charges:  

 
 
Allowable University Credit Card Purchases: 

 

1) Memberships 

 

2) Conference Registration 

 

3) Webinars 

 

4) Airfare/Rail  

 

5) Checked baggage fees 

 

6) Hotel Expenditures 

 

7) Car Rental 



 

8) Car Service 

 

9) Taxi Cabs 

 

10) Gasoline  

 

11) Parking 

 

12) Tolls 

 

13) Shuttles 

 

14) Restaurants and Food Marts 

 

15) Business Meals with external business community members. (This will include local business 

meals.)  

 

16) On-campus lunches/entertainment up to $500 with only faculty, staff, and/or students 

present will be allowed on the credit card. (Each divisional Vice President will have the authority 

to approve parties within the division, which contribute to the mission of the unit. This approval 

would allow for the purchase of small refreshments.)  Credit cards should not be used for 

catering unless it is the only payment method accepted and even then, a contract with the 

catering company must be attached and proof of insurance presented to the Purchasing 

Department.   

  

Card holders may utilize one of the catering vendors that have been vetted by our Purchasing 

Department for purchases under $500.  The list is located at 

http://www.loyno.edu/purchasing/documents/Approved%20Caterers.pdf.  In these cases, a 

contract is not required.   

 
 
Disallowed University Credit Card Purchases: 

 

1) Local business meals occurring off-campus at which only Loyola University 

community members are present.  The University strongly discourages the entertainment of 



University employees or students using University funds. When in rare and unusual 

circumstances it is in the University’s best interest that University business between only faculty, 

staff, and/or students be conducted during a meal time, written documentation must be included 

with the reimbursement request outlining the nature of the business discussed and why it was 

necessary to conduct business during the meal hour. The use of “upscale” restaurants for this 

purpose is not permitted.  To emphasize the unusual nature of such charges, the 

university credit card may not be used and the employee should request 

reimbursement for such an expense. 

 

2) Supplies (This includes party supplies and office supplies.) 

 

3) Equipment  

 

4) Movies 

 

5) Gift cards (These should be processed through check request as an advance.) 

 

6) Gifts 

 

7) Flowers (Please utilize university vendors that accept purchase orders.  A list can be obtained 

from the Purchasing department.) 

 

8) Flight Insurance 

 

9) Postage/Common Carrier (Process through check request.) 

 

10) Parking or Traffic Violations 

 

11) Airline Clubs 

 

12) Personal Entertainment 

 

13) Childcare Expenses and Pet Boarding  

 

14) Guest Related Costs 

 

15) Conference Tours 



 

16) Fees involved by extending the trip for personal vacation 

 

17) Lost or stolen property 

 

18) Facility Rentals 

 

19)  Contractual Services 

 

20)  Personal expenses 

 

21)  Any expenses associated with an employee’s spouse or other family member, even if the 

expenses are potentially reimbursable  

 

22) On-line Job Advertisements (For staff positions please contact Human Resources Department 

to place job advertisements with vendors that accept only credit cards.  Please contact the 

Provost’s Office to place faculty job advertisements with vendors that accept only credit cards.) 

 
 
Procedures 

 

Payments for University issued credit cards must be made on a check request.  The credit card 

statement, transaction receipts and a completed university credit card expense statement must 

be attached.   

 
Documentation: 

Payment requests should be assembled in the following order: 

1) Check Request 

2) Credit Card Statement 

3) Credit Card Expense Statement 

4) Original Receipts 

 
Items listed on the credit card expense statement should be in order of items listed on the credit 

card statement.  Additionally, receipts must be attached to 8 X 10 sheet paper and presented in 

the same order as on the statements.  Employees are not required to submit receipts for 



expenses that are less than $25, but a description of the expense must still be included on the 

expense statement.  

 

Please note- in order to ensure compliance with state and federal grant regulations, Loyola 

requires that all expenditures funded by a state or federal grant be accompanied by a receipt. 

 

The business purpose of the transaction must be clearly identified on the expense 

statement.  For example, an explanation of “food purchased for staff meeting” would be 

insufficient.  The description should include the names of each individual present (if less than 10 

people are present) and an explanation must be provided that clearly identifies the need for the 

event and the benefit to the university.  An example of an appropriate description is, “On-

campus lunch meeting with XXXXX faculty members to discuss upcoming changes in the 

curriculum to XXXXX program.”   If there is insufficient space for a comprehensive description on 

a form line, please continue the description on the lines below as needed.  Multiple expense 

statements may be utilized as needed. 

 

Object Codes: 

Because allowable credit card purchases are limited, the object codes that are allowable for use 

are located in drop down boxes on the expense statement.  Please choose the object code that 

best corresponds to the type of transaction.  If an object code is not listed on the expense 

statement, it is indicative that the type of charge is disallowed on the credit card.   

 

The object codes and the corresponding descriptions that are allowable for credit card use are: 

 
3065 / 4065- Bank Card Fees 

3079 / 4079- Membership Dues 

3090 / 4090- Registration (conferences/webinars) 

3091 / 4091- Mileage 

3092 / 4092- Airfare/Rail Fees 

3093 / 4093- Domestic Travel Expenses (lodging/meals/internet/ 



        rental cars/baggage fees/parking/taxis/tolls/tips)  

3094 / 4094- Faculty/Staff Recruitment 

3095 / 4095- International Travel 

3096 / 4096- Catering 

3097 / 4097- Non-Travel Business Meals/Entertainment 

 
 
Procedure for Credit Card Only Purchases 

 

In the event that a vendor accepts only credit cards and the purchase is the most cost effective 

for the institution, please contact the Purchasing Department.  Procedures for online purchase 

requests are located at the following link- http://www.loyno.edu/purchasing/Purchasing-

LoyolaUniversityNewOrleans.html. 

PER DIEMS 

In place of reimbursement for actual lodging and/or meal expenses, a reasonable per diem may 

be utilized. Per diems should not exceed the regular federal per diem rate for lodging and M&IE 

in effect for the areas where you stop for sleep or rest. Per diems do not need to be supported 

by hotel and/or meal and incidental expense receipts. However, a copy of the applicable GSA per 

diem rate must accompany the request for reimbursement. These rates can be found at 

http://www.gsa.gov.  

 

Please note- in order to ensure compliance with state and federal grant regulations, Loyola 

requires that all travel funded by a state or federal grant must be accompanied by actual hotel 

receipts. M&IE per diem rates may still be utilized at the allowable grant contract rate. 

 

PERSONAL CAR (MILEAGE) 

For those who conduct university business with their personal cars, the university will reimburse 

the traveler at either the standard mileage rate established by the university or actual gasoline 

expenses submitted with original receipts.  As of July 1, 2011, the standard mileage rate is 55.5 



cents per mile.  Please note that this rate is subject to change. Reimbursement requests utilizing 

the standard mileage rate must include either the number of miles driven as well as the point of 

origin and point of return, or a website mileage calculator such as a Google map or equivalent. 

The employee must print the page indicating mileage and attach it to the request for 

reimbursement. 

 

REQUIRED DOCUMENTATION AND RECEIPTS FOR TRAVEL 

• Sufficient information to establish the business purpose of the travel, entertainment, or 

other expenditure by completing a properly completed Travel and/or Entertainment 

Expense Statement;  

• Substantiation of expenditures with original receipts. Original documentation is 

necessary to verify expenditures and eliminate the possibility of duplicate payments.  

• Any single expenditure of $25 or more must be accompanied by an original receipt.  If, 

in rare cases, original receipts are not available, an explanation must be submitted with 

the Expense Statement prior to processing. Expense Statements that are not properly 

completed and approved will be returned unprocessed to the employee with an 

explanation of the deficiency. 

• All lodging and entertainment expenses and meals shared by two or more individuals 

must be supported by receipts, regardless of amount. 

• Entertainment expenses and meals shared by two or more individuals (regardless of 

amount) require submission of business purpose and a list of the attendees.  

• All receipts should be secured to an 8 ½” x 11” sheet of paper and attached to the 

Travel and/or Entertainment Expense Statements.  In the event that a receipt is lost or 

unavailable, the Missing Receipt Affidavit Form must be completed and attached to the 

appropriate expense statement.    

• In accordance with IRS accountable plan regulations, reimbursements must be 

submitted within 60 calendar days after business related expenses are incurred to avoid 

being included as wages for tax purposes. Reimbursements processed after 60 days 

from the date the expense was incurred will be added to W-2 taxable earnings and 

appropriate taxes will be withheld from the employee's next regular paycheck. Please 

note, while the university recommends that airline tickets be purchased in 

advance of travel to take advantage of discounted fares, airfare 



reimbursement requests must be submitted within 60 days from the date of 

purchase to avoid being included in earnings.  For student reimbursements with 

receipts 60 days or older, the check request must be accompanied by a completed W-9 

form for 1099 reporting purposes. 

• An exception to the 60 day reimbursement policy will be granted for employees 

traveling on extended business trips. 

o Travel must be for a period longer than 30 days.   

o Traveler must submit expenses 60 days from the end date of the trip.  

o Documentation must be provided with the reimbursement request that 

substantiates the dates of departure and return to the United States, such as a 

boarding pass or flight itinerary.  Reimbursements processed after the exception 

period has ended will be added to W-2 taxable earnings and appropriate taxes will 

be withheld from the employee's next regular paycheck. 

o Requests submitted after 60 days will be processed as taxable income, without 

exception. 
 

TRAVEL UNDER SPONSORED PROJECTS 

Travel under projects funded by federal, state, or private funding sources may be subject to the 

conditions specified in the grant or contract and will be monitored for compliance to the 

applicable regulations.  All documentation specified in this policy and any additional requirements 

specified by the granting agency must be provided.  For additional information, please review the 

Grants and Agency Accounting Manual. 

To ensure University compliance to the federal rule regarding “unallowable costs” and IRS 

guidelines, the University requires that expenses submitted for reimbursement are 

appropriately documented. The most appropriate documentation to satisfy federal 

requirements are original receipts that identify each item purchased. In cases where original 

itemized receipts are not available, other appropriate documentation may be submitted.  

Appropriate documentation should show as much as possible the type of expenses incurred 

and should establish that federal “unallowable costs” are identified on the receipt. Loyola’s per 

diem policy may be utilized in accordance with the applicable grant regulations.  If utilizing 



per diem rates, the use of itemized receipts does not apply as the applicable per diem rate is 

used in lieu of receipts. 

Non-itemized receipts are not the best documentation for the reason that they cannot 

validate the types of expenses incurred. However, the University recognizes that itemized 

receipts may not always be available.  For example, some entities may issue receipts that 

only provide a summary of expenses with the total charges. In such cases, the University will 

deem the "summary receipts" to be appropriate documentation. In cases where receipts are 

not available at all a Missing Receipt Affidavit must be completed.  However, the following 

conditions apply: 

a)  the expense report should document that no alcoholic beverages are included in the 

expenses incurred; or, 

b) when the expenses include alcoholic beverages or other unallowable costs, the 

report should specify the cost, segregate it from federal allowable costs, and charge it 

to an appropriate non-grant funded account. 

 

UNALLOWABLE TRAVEL EXPENSES  

The university will reimburse the traveler for reasonable business-related expenditures.  Some 

examples of unallowable expenditures are: 

• Flight Insurance 

• Airline Clubs 

• Lost or stolen property 

• Parking or Traffic Violations 

• In-room Movies 

• Personal Entertainment (e.g. movies, exercise facilities) 

• Personal Gifts 

• Conference Tours 



• Fees involved by extending the trip for personal vacation 

• Guest Related Costs 

• Childcare & Pet Boarding 

 

Spousal Travel/Entertainment 

Purpose 

This policy provides a framework, in compliance with IRS regulations, for determining the need 

and processing of expenses related to the spouse of an employee to travel and/or entertain on 

behalf of Loyola University New Orleans to further the mission of the University. 

Policy 

It is anticipated that from time to time spouses of faculty and staff members of Loyola University 

New Orleans will be expected to attend certain functions related to the ongoing mission of the 

University. Such functions where the employee and spouse are representing the University may 

include meetings either at association or convention levels, alumni meetings, donor events or 

other meetings of organizations in which the university is involved. Additionally, it is expected 

that on occasion the spouses of Deans, Provost and Vice Presidents may provide a determinable 

benefit to the university by accompanying the employee while traveling on university business. 

(Reimbursement for spousal travel expenses is limited to Deans, Provost and Vice Presidents.)  It 

is the responsibility of the Controller and Associate Vice President of Financial Affairs to 

determine if reimbursements for spousal entertainment and travel expenses are reimbursable 

and not taxable, reimbursable but taxable, or not reimbursable.  Due to the potential that a 

spouse’s expenses may not be reimbursable and would therefore be considered a personal 

employee expense, no spousal expenses may be charged to a university issued credit 

card.   



1.  It is the position of the University that if it is determined that the presence of the employee’s 

spouse at an event serves a bona fide business purpose of the University, the travel or 

entertainment expenses of such spouse may be paid by the University in accordance with 

university reimbursement policy. All spousal expenses must be approved at the level of Dean or 

above, though final determination of reimbursements and taxability is made by Financial Affairs.    

To be a bona fide business purpose, the presence of the spouse must be essential (not just 

beneficial) to the employee being able to carry out his/her business purpose for the University. 

The spouse's performance of some incidental service does not make it a bona fide business 

expense.  A primarily social role does not qualify. An employee's spouse performing certain tasks 

(such as typing notes) and/or accompanying the employee to luncheons and dinners is not a 

bona fide business purpose. The spouse must perform substantive business related functions. 

Documentation of the bona fide business purpose should include an event or meeting agenda, a 

list duties performed and specific details on topics discussed and individuals engaged.  Enough 

detail should be provided to evidence knowledge of the institutional related topics discussed.   

2. In other cases, the Deans, Provost, Vice Presidents and President may determine that it would 

be desirable for an employee’s spouse to attend a particular function on behalf of the University 

because the presence of the spouse will generate significant benefit to the university.  However, 

the expenses may not meet the IRS standards of bona fide business purpose as described in 

section 1 above.  In these cases, if the reimbursement of the spouse's expense is approved at 

the appropriate signatory level and the significant benefit to the university can be documented 

(subject to approval by Financial Affairs), it will be necessary under IRS code to include such 

reimbursement in the employee's income as a taxable employer-provided benefit.  

3. Unless significant direct benefit to the university is derived by the spouse’s presence at the 

event or function, the spouse’s expenses are not reimbursable and will be the personal 

responsibility of the employee. 

Procedure 



All travel and entertainment by spouses of employees of Loyola University New Orleans will be 

reviewed and a specific determination made as to University need and business purpose based 

upon the following:  

1. In some cases, it will be determined that there is a bona fide business purpose for the spouse 

to represent the University at a particular function. For spousal travel or entertainment to be 

considered for application of the bona fide business purpose exemption the Spousal 

Travel/Entertainment Documentation form must be completed and authorized at the appropriate 

signatory level (Dean and above). If it is determined that a bona fide business purpose does 

exist, Financial Affairs will authorize the expenditure, and the travel or entertainment expenses 

of such spouse may be paid by the University in accordance with the University's reimbursement 

policy. The approved Spousal Travel/Entertainment Documentation Form should be submitted 

along with the applicable expense statements and appropriate documentation upon completion of 

the event. This form must be attached to any reimbursement request related to spousal travel or 

entertainment.  There will be no tax consequences to the employee if the event is deemed to 

meet the IRS standards of bona fide business purpose.   

2. In other cases, the Deans, Provost, Vice Presidents and President may determine that it would 

be desirable for an employee’s spouse to attend a particular function on behalf of the University 

because the attendance of the spouse will generate significant benefit to the university, but the 

expenses do not meet the IRS standards of bona fide business purpose. In such cases, if the 

reimbursement of the spouse's travel is approved at the next signatory level and the significant 

benefit to the university can be documented (subject to approval by Financial Affairs), it will be 

necessary, under IRS code, to include such reimbursement in the employee's income as a 

taxable employer-provided benefit. The Spousal Travel/Entertainment Documentation Form must 

be completed to indicate the befit derived by the university.  Additionally, to appropriately 

account for the cost of the spouse’s expenses, a separate expense statement must be completed 

by the employee documenting the expenses of the spouse. {For travel costs associated with 

spouses of Deans, Provost and Vice Presidents, any cost increases that result from the spouse’s 



travel (ex. double vs. single room, additional driver added to rental vehicle, etc.) must be clearly 

indicated on the spouse’s expense statement.} The employee will be reimbursed for the spouse’s 

expenses, but the total amount of the spouse’s expense will be imputed as taxable income to the 

employee and applicable taxes will be withheld on the employee’s next regular paycheck.  

3. Unless significant direct benefit to the university is derived by the spouse’s presence at the 

event or function, the spouse’s expenses are not reimbursable and will be the personal 

responsibility of the employee.   

Due to the potential that a spouse’s expenses may not be reimbursable and would therefore be 

considered a personal employee expense, no spousal expenses may be charged to a 

university issued credit card.   
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