Review of Expense Reimbursement Process/Policy/Guidelines to address

some of the issues from the Faculty of Arts meeting held on December 5, 2007

1. Increase the turnover of expense reimbursements by deducting from the total expense reimbursements any items requiring additional information, back-up/supporting documentation.
2. Better define the approval roles of the travel desk versus fund administrators to reduce the number of returns.  For example, the TD should not return expense reports if there is missing information related to the purpose of the trip without the consultation of Fund administrators in Research & Restricted Funds.  Address this issue via Email, instead of sending back the ER to the department which creates unnecessary delays.
3. Send an automatic Email that ER is being returned if no response is received in 5 working days.  Highlight item(s) to be returned. 
4. Revisit the triage of workload at the TD.  Consider dividing work by Faculty or type of research instead of alphabetical order.   This will create specialization and will accelerate processing.
5. Revisit the requirement to return the expense reports for missing receipts to include a signed memo from the FFM.  Receive acknowledgment by Email instead.
6. Limit reimbursement to Canadian, US & Euro currencies only. Currently a reimbursement made in other currencies requires manual calculation resulting in longer turnaround time.
7. Assign a designated Travel Clerk to handle expense reports previously questioned & returned to departments to ensure priority is given to ERs forwarded to the TD for the 2nd or 3rd time.
8. Add more items on the drop down list such as postage, books, conference, and registration as well as create specific account codes for field advances, field supplies/equipment.  This would reduce questions from the Travel Desk or Fund administrators thus diminishing returned ERs.
9. Ensure that expense reimbursement guidelines are in sync with the items on the return letter to avoid any misunderstanding of the requirements.  Provide additional information with specific requirements to reduce phone calls and/or expense report being questioned again by the Travel Desk.

10. Allow students to access MOPRA to eliminate double entry & better tracking.
11. Implement direct deposits for students, or allow for credit on their student accounts.
12. Include the “key contact” person on all correspondence, such as advance letters, return letters.
13. All communication related to advances to be done by Email as opposed to memo.
14. Assign a designated Travel Clerk to process & monitor all aspects related to field advances.
15. Develop a HOW TO on the Accounting website for field research issues. 
Definition of Acronyms:

ER
Expense Report

FFM
Fund Financial Manager

TD
Travel Desk

