SKIDMORE COLLEGE
TRAVEL AND ENTERTAINMENT POLICIES

PURPOSE

These policies are intended as a guide to reimburse individuals for Calatgs travel and entertainment
expensesThe responsibility to observe the guidelines rests both with the traveler and the supervisor or cost
center owner of the account charged who certifies conformance to these guidelines by approving the
expenditure(s) within Oracleéloud. This policy applies teanyone who



l. SKIDMORE COLLEGE TRAVEL POLICY

MODES OF TRAVEL

Themost coseffective mode ofravel should be usebasedn itinerary

- Air Travel

- Appropriatefor travelbeyond a 20@nile radius fromcampus

- Please usthe mostcosteffectiveairline. Coachtravelonly (otherwiseindividual covers

incremental cost)

- Personaéxcesdaggage chargeftight insurance, etc. are nogimbursed

- TheCollegeis not responsibléor costsassociateavith lostluggage(in extenuating
circumstances, please discuss with your Supervisor or Chair)

- Creditcardbill is mandatoryor airline ticket reimbursemenprior to trip

- Personal Automobile

When employees use their own vehicle on authorized College business, it is their personal
insurance policy that is primary coverage for liability and physical damage covérage.
important that the individual have adequate coverage, as Skidmore's insurance provides non-
ownershigiability for exposurdo theCollegeonly (thismeans thénsurance covers onthe

College in the event of a lawsuit).

- Appropriatefor travel withina 200mile radius of campus
- Reimbursedht standardnileageratefor business purposéseelink below):

Thestandardnileagerateis adjustedannuallybasedon IRSguidelines:
https://www.irs.gov/newsroom/inssues-standard-mileagatesfor-2023-business-use

increases3-centspermile

- Maximumreimbursementor mileageis 400 milesround trip

- Tolls andparkingfeesreimbursedat actualcost

- Gas,oll, repairsmaintenancefjnes, etc.are notreimbursed

- TheCollegewill reimburse personahsurance deductib®r damagesustained
while on business when employee is not at fault (police report required)






Note: if the costexceedsheabove guidelines Directoror Chairmustapprove

- Reimbursabléncidentalsincludesuchthingsas tips brief phonecallshome, andaundry
- Personahygieneitems,medicinesgtc. arenot reimbursed

- Personaéntertainment (moviegamesegtc.)are notreimbursed

- Childcareis notreimbursed

In aneffort to promotea healthylifestyle, we will reimbursehealthclubfeesif thehotelthat you are
staying at does not have a fithess room for use free of charge.

OTHER ITEMS

- Advances

- Advanceanustbeapprovedy your supervisor(or in the caseof facultythe costcenter
owner of the account charged)

- $25 dollarminimum; over$1,000 musbe preapproved byice President oDean

- Requestmadethrough Oracl€loud

- Previousadvancesnustbeclearedbeforenewadvances issued.

- Reporting and Approval of Expenditures

- Requests$or reimbursementustbe madethroughOracleCloud generallyithin thirty days
upon returning from trip but no longer than 60 days
- Receiptdor all items$25o0r overmustbeattachedreceiptsfor all expenditures

are encouraged
- An ExpenseReportsubmittedthroughOracleCloud mustbeapprovedy your supervisor
(or in the case of faculty the cost center owner of the account charged)

- Exceptionsto the Policy

- Exceptionanust beecommended bihe appropriatddean orVice
President (in such cases, please submit written explanation with Travel Expense
Report),butfinal disbursemenauthorityrestswith the Office of FinancialServices

*High Cost Areas: New York City, Boston, Newark, Philadelphia, Washington, D.C., Atlanta, Miami,
Chicago Dallas¥t. Worth, Los Angeles SanFranciscoSeattle. Thislist is not all inclusive. Othercities
may qualify as well.



[I. SKIDMORE COLLEGE POLICY ON ENTERTAINMENT & SPECIAL GESTURES

GENERAL PURPOSE

- Reasonable expensebkeninteractingwith externalconstituenciearereimbursedtrustees,
donors, alumni, parents, vendors, job candidates, professional guests, etc.)
- Interactionsamongfaculty/staff/studentarenot generallyeimbursed

ENTERTAINMENT
- Meals

Expenses for local dining involvingpn-College personnel are reimbursable when the purpose of
the meeting is to conduct College business and when it is necessary or desirable to have the
meetingin conjunctionwith, or duringameal. Thisincludesour guestsuchasspeakersyisiting
artist, writers etc. Reimbursement up to $50 per peBt@ase use the Downtown discount
business cards whenever possible.

Note: if the costexceedsheabove guidelines Directoror Chairmustapprove

Entertainment expenses should be reasonable in relation to the nature of the function and the
resultingbusinesdenefit expectetb bederived fromtheexpenditure A list of namesanustbe
indicatedon theexpense repodlongwith the purposeof the entertainmentSomeexampleof

this typeof entertainmentvould befor alumnifunctionsandentertainingdonorsor prospective
donors.

- Generallyno morethan?2 or 3 faculty/staffshould dineoff-campus witheachguest
- Spouse/partnenaybe the-10 (h)]TJ 0 Tc c (in)2 (me)aT30 Tc 08h






