Internal Faculty Grant Policies
Travel grants for the academic year will be awarded at the beginning of the fall.  The travel MUST occur prior to May 31 of the awarded year.  If travel will occur in the summer, awards will be granted in early spring prior to the summer months.  You may request an advance of funds prior to traveling (allowed only if you have no outstanding advances) or a reimbursement of expenses after you return.  Either method will require that original receipts are submitted to the Grants Manager within 30 days of travel or if traveling in late May by June 15th.  If by June 15th, advances are not cleared, you must reimburse the college for the amount of the advance you received.

Project and Sabbatical grants will be awarded in early spring of each academic year for the following academic year.  Expenses for these grants must occur in the following fiscal year, starting June 1st.  You may request an advance of funds with the approval of the Grants Manager.  Reimbursements can be made immediately following the expense incurred.  Whether you get an advance or request reimbursement, we require that original receipts are submitted to the Grants Manager within 30 days of finishing the project/sabbatical, or if finishing in late May, by June 15th.  If by June 15th, advances are not cleared, you must reimburse the college for the amount of the advance you received.
Allowable Travel Expenses:

There are certain types of expenditures that are allowable as reimbursable expenses by the college.  They are the following:

· Per Diem at a rate of $35 per day. This means that no receipts may be turned in for reimbursement for meals, snacks or beverages of any kind (i.e. water, coffee, tips, etc).  Project travel plans should include at least six hours in a given day to be eligible for the entire per diem rate for that day.

· Direct Meal Reimbursement   This option can be used in place of per diem, with provided original receipts.
· Mileage of Personal Vehicle at a rate of .51 per mile.  Please note that this is in place of gasoline, which cannot be claimed at the same time unless there was a rental car in addition to a personal vehicle (i.e. mileage to and from airport).

· Airfare

· Miscellaneous Transportation Costs (i.e. taxi, shuttle, bus fare, etc)

· Hotel

· Car Rentals

· Conference Registration and Fees

Please note that toiletry items (i.e. shampoo, hair cuts, clothing items, etc) are not considered allowable business expenses and will not be reimbursed by the college.  If you are not sure if an item is allowed, please contact the business office for a determination.
Clearing Advances/Requesting Reimbursement for Faculty Grants
Submitting Receipts Using a Faculty Grant Expense Report:
A completed and signed Faculty Grant Expense Report or Payment Request form MUST be submitted with the original receipts.  If the proper form does not accompany the receipts, the receipts will be returned.

Examples of both a completed faculty grant expense report and a blank form are attached.  This form can also be downloaded on the Business Office website, or forwarded by the business office via e-mail attachment.  The electronic version includes some formulas to simplify completion.  

For ease of review, please number your receipts and enter the correlating number on the expense report.  Like expenses can be combined.  For example, if you have five bus tickets, feel free to number all of them the same number and enter them on the same line on the expense report.  The mileage section is at the bottom left hand corner, with room for four roundtrips. It is preferred to have a beginning and ending odometer reading, but the minimum requirement is the dates of travel and the total.  The electronic version of the form will calculate the reimbursable amount automatically.  

Original receipts must be attached to the form, with the exception of online purchases (i.e. airfare).  This is an audit requirement.  If the expenditure will only show up on a credit card statement, we will need the original statement.  If the purchase was made online, please attach a print-off of the confirmation which includes the total price.  For those items that no receipts are available, reimbursement can only be made for up to $25 each.  

NOTE:  All payment requests submitted for Travel, Project, and Sabbatical Grants should be submitted directly to the Grants Manager.
I agree to the above conditions concerning my Faculty Grant awarded to me by Hendrix College.
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____________________________________________

Grant Number

____________________________________________

Signature                                                     Date
