To:
All faculty and staff

From:
W. Arnold Yasinski, Administrative Vice President


Ruben L. Rivera, Controller

Date:
May 22, 2000

Re:
Changes to the American Express Corporate Card Program and Other Employee Expense Reimbursement Policies

Effective July 1, 2000, several changes will be made to the American Express Corporate Card Program and to certain other employee expense reimbursement policies. The major changes are discussed below. For a detailed discussion of travel reimbursements and other expense policies, the College has codified these in a new handbook. This handbook (“Colby College Travel Reimbursement and Other Expense Policies Handbook”) is available on the Web at www.colby.edu/business. We strongly encourage everyone to look through this handbook. The policies contained in the handbook govern all expense reimbursements on or after July 1, 2000. 

The adoption of these policies is in response to increased scrutiny by the Internal Revenue Service on the substantiation of employee business travel, entertainment and related expenses. If the IRS determines, on audit, that the College has not adhered to these rules, it could result in the College being required to treat all travel and entertainment expense reimbursements as taxable income and include these amounts on the employees Form W-2. Employees would then need to file for an employee business expense deduction on their individual tax return, subject to a floor of 2% of the employee’s adjusted gross income. 

While these changes will ensure that Internal Revenue Service guidelines are met, we hope that they will also improve service to employee travelers and reduce the administrative effort required to manage the American Express Corporate Card program.

· Home Bill: The College will no longer offer a direct bill option for American Express. Home bill will be the only option available. Direct bill means that the College receives a consolidated American Express statement and remits payment on the cardholder’s behalf.  Home bill means that American Express statements are mailed directly to each cardholder. The cardholder is responsible for requesting reimbursement of business-related expenses and paying their own American Express bill. Cardholders currently on direct bill will be moved to home bill effective July 1, 2000.

· Electronic Payments: Beginning July 1, 2000 your expense reimbursement, travel advance or other non-payroll payment will be electronically deposited to a bank account that you designate. This means that paper checks will no longer be issued for such payments. Electronic reimbursements will be made twice a week. If your completed and properly documented request is received in Accounts Payable by 12:00 noon Monday (Wednesday), an electronic deposit will be made to your designated bank account on that Wednesday (Friday). You will receive e-mail notification that your electronic deposit has been initiated. This will eliminate the inconvenience of obtaining a paper check and then having to visit the bank to make your deposit. To begin your participation in the electronic payment process, please complete a Direct Deposit Authorization form and return it to Accounts Payable. Please allow one month for this authorization to be activated. A copy of the Direct Deposit Authorization form is attached to this memo. While you are waiting for the authorization to be activated, any reimbursements will be made by check. Also, if your advance or reimbursement is $75 or less, you may obtain cash from the Business Office cashier. Please note: The electronic payment system is expected to be operational by July 1, 2000 but this schedule is subject to change. If a change is necessary to this date, you will be notified immediately.
· Credit Card Options: The College receives various corporate airfare, car rental and hotel discounts. These discounts are available through Yankee Tour and Travel and are not predicated on the use of the American Express card. Each individual traveler has the option to continue to use American Express or to choose another credit card. If another credit card is used, the College will not pay any associated credit card fees.  Also, the College will not make any direct payments, on your behalf, to other credit card providers. Please note: Travel charged with a College American Express Corporate card carries $200,000 Door to Door travel insurance at no cost to the traveler. If another credit card is used, it will be the traveler’s responsibility to determine if similar travel insurance coverage is available.
· Cash Advances: The College will provide cash advances for professional travel up to $250, at the request of the employee traveler. Cash advances in excess of $250 require the submission of a detailed budget supporting the need for the advance. This budget requires approval, in advance, by the President or the appropriate Vice President or Dean. Cash advances will be provided no earlier than 5 working days before a trip. Any unused cash advances must be returned within 10 days of returning from a trip.
· Travel and Entertainment Expense Voucher: The College has developed a standard travel and entertainment expense voucher. This form should be used in documenting all College travel and entertainment expenses reimbursed on or after July 1, 2000. Travel and entertainment expense reimbursements will not be made without the submission of a properly completed and supported form. This standard form was developed to ensure consistency and completeness in the documentation of these expenses and to comply with IRS regulations. It was developed after a review of existing College policies and procedures and incorporating new IRS regulations. The use of this form and the related receipt submission requirements are discussed in the Colby Travel Reimbursement and Other Expense Policies Handbook on pages 30 – 31.
· Airline Travel Itineraries do no constitute original receipts.  Airline tickets purchased in advance will continue to be reimbursed based on the travel itinerary. This reimbursement, however, will be considered a travel advance until such time as the passenger ticket receipt is submitted. The passenger ticket receipt must be submitted within 30 days of trip completion.
An informational meeting will be held on June 15, 2000 at 2:00 p.m. in the Robins Room in Roberts Union to discuss use of these forms and to answer any questions about the new policies and documentation requirements. We strongly encourage a department representative to attend this meeting. If you would like to attend, please call or e-mail Ruben Rivera (x3159; rlrivera) or Scott Smith (x3174; sdsmith). If you have any questions, in the meantime, please contact Ruben or Scott directly.

EMPLOYEE REIMBURSEMENTS

DIRECT DEPOSIT AUTHORIZATION
I, ________________________________ HEREBY AUTHORIZE MY EMPLOYEE 

         (Please print full name)
REIMBURSEMENTS BE DEPOSITED AS FOLLOWS.

************************************************************************

NEW ACCOUNTS

(Institution must belong to Automated Clearing House – ACH)

Bank/Financial Institution Name _____________________________.



Account Number ______________________



Type of Account:  Savings ____  Checking ___  

PLEASE INCUDE A VOIDED CHECK OR DEPOSIT SLIP HERE

DATE: _____________   SIGNATURE __________________________________

NOTE:  There is a one month waiting period after enrollment before the direct deposit process begins.  This applies to all banks/financial institutions. Once established, all employee reimbursements will be paid electronically.

