ILR NYC TRAVEL REIMBURSEMENT PROCESS

As part of a LEAN: Continuous Process
Improvement initiative, the New York City office
of ILR has revised a series of travel procedures.
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The Project

As an outcome of the NYC Administrative Review project, faculty and staff identified
some areas to review for process improvement. One area identified was travel
reimbursement processing.

To identify more efficient procedures, we used the Lean Process Improvement method,
which has been adopted by many departments at Cornell and in other large
organizations. This is a participative approach which allows a team of staff involved in
the processing, as well as customers of the process, to review the existing methods and
cooperatively identify potential improvements.

Although we started with a review of the travel reimbursement process, our goal was
to test the Lean Process method, to develop a familiarity and competency with it, and
then, hopefully, to apply it to other areas identified for potential improvement.

We believe the method has worked quite well for this project, that it can be effective in
other areas, and look forward to using it in the future.
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Why Lean?
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What is the Lean Process?

How do we guarantee What's important?

performance? ) :
Validate and verify Identify the key issue,
improvements. Control Kely probiam;. ey
Process controls Define i
What needs to
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|dentify actions. easure key
b Measure parameters.
Analyze Map service flow /
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) Cornell University
| ILR School © Cornell University 2014, LEAN Initiative 4

faal



How is it implemented at Cornell?

Pre-Lean

preparation

information: Fadlitators send out pre-
meeting Q&As | a role-definition
document, and this document to help the
team understand the Lean process

Lean
Launch

Orientation: Facilitators welcome the team
and provide a Lean orientation.

Meeting: Fadlitators meet with the team

leader and team lead (1.5 hours), to offer

an orientation to Lean, discuss the launch
agenda, and to answer questions.

Mapping: The team maps the current
process and generates ideas to improve
that process.

Pre-work: The team leader and lead
complete the attached pre-meeting launch
scope, which defines the problem and the

goals of the Lean launch.

Brainstorming: The team defines an ideal
future process and creates a future-state
map.

Scheduling- The lead schedules the Lean-
launch time, date, location, and food and
schedules the weekly meeting to occur on
the Monday or Tuesday after the launch

Mapping: The team identifies the areas to
focus on so that it can make the future
state into a reality.

Communication: The team lead sends the

facilitator(s) the launch scope and metrics

that show time, cost, or other measurable
variables of the current process.

Measuring: The team determines what
metrics to gather so that it can show the
impact and success of their improvements.

Communicating: Facilitators outfine roles
and discuss next steps.

Post-launch
activities

Daily check-in meeting (after vB and
metrics are in place): discuss metrics (how
is the team doing), share ideas, implement

“just-do-it* ideas.

Weekly: team meets with its Lean advisor
to discuss progress, look at metrics, re-
evaluate kaizens, and plan for the coming
week.

Periodically: Kaizen (i.e., improvement)
teams meet, as needed, to work toward
the ideal future process.

Periodically: team leads meet or
communicate with Lean advisor to share
challenges and learn how to manage their
Kaizen groups.

30-60-90 days: meet to update all
stakeholders on what progress the teams
have made, what barriers they need to
overcome, and what the impact of Lean is.

Organizational Development for Faculty & Staff, Comell University
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NYC LEAN Team Goals

Improve turnaround time of travel reimbursements

Improve compliance and consistent enforcement of travel policies
Simplify and consolidate travel reimbursement process

Reduce workload for program support staff

Empower staff to provide feedback to customers

Improve communication between process partners and customers

Develop familiarity with Lean Process Improvement
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What has happened as a result of the Lean Process?

v
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Improved clarity for travel reimbursement requirements and
general travel policies

Updated travel reimbursement form that will now be used across
NYC departments

Created written procedures for reimbursement process that can be
used for internal reference and new hire training

Developed Quick Tips, FAQ’s and Traveler Checklists that can be
used by Travelers and Administrators

Uploaded all new forms and procedures onto ILR Finance Website
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Where to Find the Results
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Financial Operations and Budget Planning

Account Management Budget Policies/Procedures Receivables  Training Contact s

Internal Policies or Procedures

= Assess-A-Fee Form (pdf form)

= Contract Class Billing Form (pdf form)

= Independent Contractor Policy and Process {pdf)

= |[ndependent Contractor Agreement Template (pdf form)
= Petty Cash

= Payment and Collection Policies (pdf)

= Revenue and Expense Contract Procedure (pdf)

= Travel Information:

L] Travel Policy (pdf)

Travel Reimbursement Quick Tips (pdf)

Domestic Travel Reimbursement Procedure (pdf)
International Travel Reimbursement Procedure (pdf)
International Traveler Checklist (pdf)

Travel Expense Form (xlsx)

o 0 ¢ 0 0 o

University Financial Policies/Procedures/Forms
= Corporate Cards

= Independent Contractor/Consulting Agreement Forms

= Procurement Cards

= Travel System

= University Financial Policies Website

Cornell University
ILR School
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Domestic Travel Reimbursement Procedure

Domestic Travel Reimbursement Procedure

The followmng mformation is provided to process requests for reimbursement of expenses meurred while
travelme on official umiversity busimness. Fembursement weill take place after the trip has cocurred.

DEPARTMENT SUPPORT STAFF:

1. Collect origmal receipts (transportation, lodgmg, mezls, ete) for all travel related expenses from the
traveler. Comell reimburses traveler’s mezals using the raceipt method or per diem method. One method
must apply for the entire trip.

a  The per diem method requires zn ovemnight stay. For the day of departure and day of retum,
reduce the per diem amount to 73 percent of the daily rate. Fhe meal per diem ratz ncludes
meals, beverages, tips, and taxes.

b. Ifusing the receipt method, an original ITEMIZED receipt that lists what was purchased,
mcluding beverages must be mcluded. Examples of acceptable meal receipts are temized credit
card slips, ttemized cash register receipts, or for meals under $75.00 only, 2 non-ttemized cradit
card slip or cash register receipt, or 2 room receipt o which a meal has been charged. Origmal
feceipts are required for all expenses mcluding one day travel.

2. Orgznize and tape receipts by date on an 8 ' x 11 sheet of paper.

3. Complete the Travel Expense Rembursement Form and mclude any other supportng documents. Enter
all receipts and other documentztion onto the form. If travel advance was requested, please mdicate the
dollar amount on the firstlime of the form under “cost,” which should be negative. Reimbursement
requests with a fravel advance must be submitied within 30 DATS after completion of the trip.

4. When the form i3 fmished. print and scan slong with 2ll origingl receipts and submit to NYC Finance
Tesm 23 2 PDF naamaﬂ hand deliver origmals.

FINANCE TEAM:

3. NYCFmance Team will review request and supporting documents. If questions, team will request
corrections from support staff. Once corrections are made, NYC Fmance Tezm enters the mformation
onto the Travel Reimbursement System. An sutomated message requests approval from the traveler.

6. Once approved by the traveler, the NV C Fmanes Team is notified viz email that it's been approved.

7. NYCFmance Team creates cover sheet that mcludes Trip ID number and aceomnt numbers and sends to
Lya Simenst (NTC Finance Manager) for final review and approval.

8. Once signed and approved, NYC Finanee Team saves copy of the travel reimbursement as a PDF m the
Fmance Shared Drive.

9. Origmal travel related documents zre sent to FTC for fmal review.

10. FTC (Wet L) will notify NYC Fnanece Team of any questions/corrections. If there are corrections, the
request will be rejectzd and quened back to the preparer (NYC Finance Team). If changes are nesded, it
will be quened back to the traveler for resubmission and re-approval from NYC Fimance Team.

11. If everything iz approved, the traveler will be paid within 2 to 3 weeks.

Additional Resources:
Unruer;rt\.- P:JIl:\.- 3.2, Unr-r=r=rt\- Travel

Cornell University
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Travel Expense Reimbursement Form

TRAVEL EXPENSE REIMBURSEMENT FORM

Name of Traveler:

Purpose of Trip:

Dates for Trip:

Final Destination:

Account to be charged:

Expense MEALS
DATE Description Expense (if per diem enter PD) comments
mmmooryy | CITY, STATE Include Vendor Name COST($)| MILES |BRKFSTJLUNCH |DINNER
Totals $0.00 $0.00 | $0.00 | $0.00
Due: $0.00

**Last Updated: Dec. 18, 2013

Cornell University
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International Travel Reimbursement Procedure

International Travel Reimbursement Procedure

The followmg mformation s provided to process requests for reimbursement of expenses meurred while
traveling on official university busmess. Reimbursement will tzke place after the trip has ocourred.

DEPARTMENT SUPPORT STAFF:

1. Seck Invitation Letter from sponsor, if visa is needed. (3-5 months prior to trip)

2. Request Business Letter from Ed

3. Submit passport, one 2x2 paszport photo, and visa application form to expediter

4. Request travel advanee (2 weeks prior to trip)

3. Collect oripmal receipts (transportation, ledgme, mezals, ete) for all travel related expenses from the

traveler. Comell reimburses traveler's mesls usimg the raceipt method or per diem method. One method
must zpply for the entire trip.

a2 Foreign per diem is established by the federal government for travel outside the contmental U5,
Foretgn per diem rates zre used for Hawan and Alaska

b. Ifusing the receipt method, an origmal ITEMIZED receipt that lists what was purchased,
mcludmg beverages must be meluded.

c. Ifreceipts are m foreign currency, please mclude the U.S. dollar amount on each receipt. A
simple way to convert all foreign currency to U.S. dollars (and provide backup for the
conversion) is to use the OANDA currency converter.

6. Organize znd taps receipts by date on zn 8 %2 x 11 sheet of paper.

7. Completz the Travel Expense Reimbursement Form and mclude any other supporting documents. Enter
2ll receipts and other documentation onto the form. If travel advanee was requested, please mdicate the
dollar amount on the first lme of the form under “cost.™ which should be negative. Reimbursement
requests with a travel advance must be submitted within 30 DAYS after completion of the rip.

8. When the form is fmished, print and scan zlong with 21l original receipts and submit to NTC Finance

Team zs 3 PDF via email; hand deliver originals.

FINANCE TEAM:

9. NYCFmance Team will review request and supportng documents. If questions, team will request
cotrections from support staff. Once corrections are made, NYC Finance Team enters the information
onto the Travel Rembursement Svstem. An automated message requests approval from the traveler.

10. Onee approved by the traveler. the NYC Finance Team is notified via email that it’s been approved.

11. NYCFmance Team creates cover sheet that mcludes Trip ID number and account numbers and sends to
Lya Simonet (NTC Finance Manager) for fmal review and approval.

12. Once signed and approved, WY C Fmance Team saves copy of the travel reimbursement as 3 PDF i the
Fmance Shared Drive.

13. Origmal travel related documents are sent to FTC for fmal review.

14 FTC (Wei Liu) will notify NYC Finance Team of any questions/corrections. If there are corrections, the
request will be rejected and queued back to the preparer (NTC Finance Team). If changes are needed, it
will be quensd back to the traveler for resubmission and re-approval from NTC Finance Team.

15. If everything is approved, the traveler will be paid within 2 to 3 weeks.

Additional Resources:

University Policy 3.2, University Travel
IJni\-Ers'rt\- Policy 3.14 Business Expenses

Cornell University
ILR School
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nternational Travel Checklist

Cornell University
ILR School

ILR-NYC INTERNATIONAL TRAVELER'S CHECKLIST

International Travel Requirements

o E-mail Theresa H. Woodhouse regarding dates and tentative travel locations abroad at:
PRE-TRAVEL thw3f@cornell.cdu

&%ﬂﬂgﬁgg{_‘s e Check if international destination is listed on the State Department Travel Warning Site
o If'so, the traveler(s) will require the Dean’s written approval for travel
*  For more information on notification process, review University Guidelines
PASSPORT ®  Check passport expiration date at least 1 month before travel date
REQUIREMENTS |* If passport expires within 6 months of your departure date, renew your passport here to
E avoid issues prior to and while traveling
(¢ w‘ ©  Most consulates require US passport to be valid more than 6 months to receive a visa
*  Check if a business visa is required for travel destination on the U.S. Department of State
VISA Travel Site immediately upon booking trip — it can take over a month to receive a visa
REQUIREMENTS |,  1fvicais required:
v:i o Begiln visa application process at least 1 month in advance using Travisa expeditor
et service

o Review specific visa and travel requirements for your country of travel to ensure forms
are correct before submitting visa application to expeditor
o Ensure correct visa application forms for your specific destination are filled as it
varies according to country, This information is found on Travisa sitc and .S, State
Government International Travel website
+ Finalize all international contact information and place(s) of stay (both hotel and business
locations) as this information is required for the visa application process and can be used
for emergency contact purposes

International Travel Recommendations
* Check CDC (Center for Disease Control) website for ry and/or 1 ded
inoculations specific for countries of travel
o Inquire early; receiving a series of inoculations can take up to 1 month

1 K,

* Inoculation exp are rei upon completion of travel

| e Check the Comell University Travel Registry to see if [TART (International Travel Advisory
Response Team) has listed travel destination as an “clevated-risk country™

e IFITART country, apply for approval prior to departure in the ITART Cornell Travel Portal

*  Faculty and staff are strongly encouraged to register with the Comell University Travel
Registry and to sign up for FrontieeMEDEX, a free insurance program available to members
of the Cornell community traveling abroad on university business.

* By registering for MEDEX located within Comell’s Travel Registry. you gain:

o Verified eligibility for University approved emergency medical insurance and support
o Contact with the University and those listed as emergency contacts
o Immediate University support in case of urgent health, safety and security issues

+ Review and fill out the Emergency Protocol and Procedures form to ensure detailed guidelines

are in place in case of an a emergency situation while abroad

* Review Comell’s Guidelines for Travel with Technology

e Enroll in Smart Traveler Enrollment Program (STEP);
o STEP provides updates on Travel Warnings, alerts and other information about
international destinations as provided by US government

Updated: 2/19/2014

© 2014 ILR-LEAN/Cornell University
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Travel Reimbursement - Quick Tips

Travel Reimbursement - Quick Tips
Busines purpose should imclode: Where, What, When and Why.
(Tapeall receipts by date om 3% x 11 sheet of paper)

O

O

O
O

AltaraTrain: Airtars Racaryaton FINSranas DOONSd OTENa MUEt b SUDMIa] WIM yOUr BCRat Facaipt. WWinan Bogong
#rough an approvad Favel agancy, tha Prica Summary Totd Coseciad By ha Alrlara agancy must 350 D submitad,
For o, Teets muet gz e cardhaidar's nama and e 1351 £ dighs ofhe oradil card numba,
Hen-Reimiursstie: In-fg iaphone chargas; st class and Dusinass class Mgivs unless priar apraval by T2
Daan, AssOCaE Daan, oF DIfacky of FINanca Nas basn raosvad.

Muitipla Dastinations: Provide e business pwrposs f each destnalion associalzd with Te Tip. Firstand business
ici3ss fghts may be lowsa In certaln cases Jor imzmafiondl travel wilh prior approval onby.

Rental Car and Fusl: Ma=d ramal recaipl, gas and ober raigisd recaipls.
Hon-Reimbureabls: For PAL — Parsanal Accidant insuranca (Empiayess wha ara covarad by \Warkars
Compansagon). PEC — Parsonal Efacts Cowaraga; LIS — Liabiity insuranca Supgiamant; New York Slale salas 20

Auto Mileage: Only 3ulo miaaga ks raimbursabiz whan ravaling In parsanal varicia,
IRS 2014 MBasge Rales: 55 cams par mia3s of Jamary 1 2014

Hen-Reimibursabie; Combined gas and awa mikzage whan Tavaing In parsondl vahicka,

Tolle: £7 pass simiemant i kess an §75, Favaar can submi 1ot 108 3 amoun @iong Wi 3 detated. exglanaton of
wippurposa instasd of ta racaim I dasieed.

Parking/Taxle: Submil 3 racaipts Inchuding B2,

Transpertation provided: Travadiar neads 1o expiain 123500 (24, p3d 5 Dy anolar  onganization].

m |
m]

Hotel: Detased Remized recEips requinsd; must submit 3 recsipt
Hotel Provided: Travaier neads fo oqiain razson (e, pad for by anohar organizabian).

]
O

Meal / Hosted meal (s}

One Trp: Orighnal racaipls must b2 submitiad Wil 3 Zaro balance. Nt raquirad 1o procass In e Tig systam

PPar Diam: Can ariy ba usad for 3 ¥ip 13t ks more than ona day (ovarmight, (20% Drasicfast, 20% Wnch,60% dinnar)
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Farsign per diam rales: Hip:Vaowals stale.qowiwe 920 nar_diam. 350

Racalpt: Originai Ramized recsipls fram M2 rastawant, must inciude M2 candnalder's nams and 3 7o balance.
Hon-Reimbursabis: CombinIon of par d=m and racsipl mehod fr he same ip.

Alcohol: Purchasa musiba chaady kantfad on e restawrant raoaipl £0 approprizia account coding can ba usad,

Hestad Maal {g): #&rsqmaﬁtl:amb.lssm for meadis ma1 by ravdiar with clantsicalaaguas. maust Inciuds an
Hamizad racspl Indicatng a8 Purposa, and 3 Bs1f anandass,

Maal Provided: Travsiar neads 1o opiain reason {eg, paid for by anolhar arganization).

L e o

laced Receipt

Misplaced Racalpt: %aadnﬂmmdpa}rmmmasmmam ok sigiemant muet have
travslars cardhoidar name andiar ofhar suppaniing documants.  Forabjact coda usa: 6780 Trawal - Fadwa
Unanowatia S missing racam or non-fiemizad racent fx mads.

Reetricted Grant Account: Hon-Recoversbia for abfact code usS 6780 Travel - Federal UnaBowabis for missing
racapt O Non-famizad racspt B Mams; 5150 Fass - MamBarsp & SUDSCIpEING.

a3z INciude: 38 Imoamas
Uipoated 2MG20T4 @
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Travel Reimbursement - Qmick Tips
Busines purposeshould mclode: Where, What, When and Why
(Tapeall receipts by date om §4: x 11 sheet of paper)

Other Requirements

O

Convert all Torelgn cummency %o U.S dollars: DitpiPar 0anda cOMms uirancy/c o artar!

Non-Comesll Employes: Travsiars wha 42 il ave SUMZIE0N 10 us2 M2 5y51am OF Mosa 'Wiha nasd 10 prossss
mﬂmm Must usa e flow fm

o P oifa connall adud fa pavmains/ assa milale ravel ravalradmibhonm. oimn.

Alrfare Discount: Utiize ona of Comalls Faval agans o an anine bodkdng 100k (such 35 Travalochty, Kayak, o
Expadia) %o gatthe bast prica fr awara. Somnall Univarcity has nagoiaiad 2%-5% Bscoums With e Jiinas Bsted
baiow. In onder ta securs e discounts, mmﬂmt&ﬁmhmmmsmaﬁaﬂ Yraval aganmis —
PanAm inc. o AAA Travsl. Payment Method: credi card o dinecl biling. WisR Carnsll Oniing
booking tocks At Miips s

Business clasa ar travel ks appropriale for kmamatonal Mg In Sxo2ss of § howrs as long 35 e Inlamational wavel
Is ouishdz of Canada, Moo, Cenrd Amarica, and e Caribbaan. Hiravaing fo 3 Bmezonz withat least 3§ howr
dffarance {ag.iltpeanmumaaaﬂ ana dayimig of racovary Dk angaging in IR wark will s asowad.

ILR ternationally: must nofy e Dean's Offics {Tharesa Woodnousa  Tw3oornaiisdy) In
atanoa. 'Cla‘.kﬂ'ﬁlla mrmavmmdsanm wisit Tha Stale Dapariman Fawal warning shla

Free Abroad Emwgenuy Ineuranca ma:leq & aualistis Tough T2 Uriverslly Ofic2 QfIMamaBndl Afrs.
Ragistar 3t & ancias,

Hotel Diecount Rate: menﬂgugmnaalemﬂna £ingha roam r3iss. The Univarsity's aniine toal:
Andexcin  Inchudes EEmation an hokds and mais discourmad
Hetels: Hiflon Gardan inn; Mamkoll Courtyand, Hamgion inn, Holiday inn

Corporaiaperzond
RarAnA 013 cornail aduray siiarinss And = oim

Rantal Car Discount Rates for univarsily business ravalars are gvallabis 3t Hertz, Nafondl Car Remal, Emarpriss,
Ans, and Sudgel For mara infonmatian, vt files Mavaw dfs connall adudra valig roundind ax. oim

Travel Advance Request and submissicne to Financlal Traneaction Center: I a racsipt dossat indicala proof of
PIYMSM, YOU CaN JMISN our o CIrd SIIAmAmL I 3 P ES MOr2 Man 3 MO 3way and will Incur substamia
icosts, 3 fravsl advance can be requesied. 1 will ake two weeks for frawslar 1o recaive e check or direct depasit
Upon of i sdvance ls requasted, me3se Indicmiz e dofiar amoun an e Brstine of e fom
undsr "cosl” wiich should D= negave on M2 reimbursamam fwm. Travel 3dvance raconciligsion muet ba subminiad
WITNIN 30 DRAY'S of netunn from raval.

Tax Exempt Cortificate: i3 NY§ tax avampt carificaiz s nasded, must requast i fom FTO (Wl Ly
WIZIRECorn= 2} =3 BMe Vs Wi SUpy M2 K R o one Hime usa only. The dananman Wil fan 1 A ot
and suomil i e vandor. Keesing & blank form Jn o fles Is agains! Cornall Folicy.  To check orher States

ihaar 3 CONNE 2001 3685 3N JuS ST ampsan.ctim

Commall Lrniversiry has 5alas [3Y aYemprions fior, Wisi: 0

OTHER LINK S : POLICIES/ Travsl Gudsinss | anines Doong/ ACH diract form ! Travel Advanca Farm
W I el ST raval-Guidslinas Final Ssptembar-10-201Sp0f - ILR Policy

Univarsity Poicy 32, Umivarsity Traval — University — Univarssty Traval Paacy

Univarsity Policy 3.14, Susinass Expansee— Univarsily Businass Expanse w

InfipsPwaw dfa oomnall adudravall - Comnall Traval Partal

ACCOUNt: Pavams AcH Authonization Form - Diract Caposit

nfto s dfs cornsll sduicmeipauments ez antidisadvances usloadicy pay raveladvancepd! - Advance Fom

i A5 0 OV/DUBArSDATTWEDSN. Of - IMamatana ongaing New Traveer nasds 1 B ol VWatan frm

i vaodl - Domestic new angaing Fravaiar neads to 1 oul VW form

CONTACT US FOR ANY INFORMATION:

0 Sasdena Lam: TITS40-IE4E  EMAL smcSddboomed edy NYCILR Account Repesentabe

0 Mickey ERosnSetdoRgs  T1IG0-0EZE  EMAL mengdSsfooees sy NYCIR Account Repemsastasie

& Ficcl Camenr S07-285-E0% EMAL mElZoooaad,  Emace Ofoe —FTC - THo Anpeover

@ el L EOT-ISSEI0L  SAMMAN wiTISMec—m mdy Bhacs O - STC - K2 alss. RSkt THn
o  Lya Simonet T12-S40-2855 EMAL metifcomell edy NYCILR France Manger
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FAQ’s

Traver/Misc. Remvsursement FAQ

Troveling Domestically
Q: Do I need to submit receipts that are Direct Billed in my reimbursement?

A: Direct Billed expenses are generally NOT required when submitting a standard reimbursement.

EXCEPTION; if the reimbursement is related to a contracted on-site program where the client will reimburse the
university, Direct Billed receipts MUST be saved and submitted with the reimbursement.

Q: What requires an original receipt?
A: Original receipts are required for ALL expenses EXCEPT for the following: Meals associated with overnight travel
claimed under the per diem method, personal auto mileage reimbursed at the current |RS rate, miscellaneous

expenses that are less than 575

Q: What's lered a miscellaneous expense?

A: Miscellaneous expenses are travel-related expenses such as local transportation, mail, fax, phone, internet hotel
charges, entrance fees, etc. Lodging, meals (when using the receipt method) and transportation to and from your
destination (afr, train, rental car) are NOT miscellaneous expenses.

Q:
A:
Q:
A:

TIraveling Internationally
Q: When should | seek an invitation letter from Sponsor?

A: An Invitation Letter should be sought from sponsor, if visa is needed, 3-5 months prior to trip. A letter of
invitation on company letterhead from sponsor (either host company or individual) explaining the relationship to
the applicant and the purpose of travel. In addition, the letter must indicate the length of stay, place of stay, and
contact information. The invitation should also confirm the validity of visa applied for (1 Year, 5 Year or 10 Year), as
well as places and organizations to be visited,

Cornell University
ILR School
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Additional Expense Related Updates

» Direct Deposit : We encourage you to sign up to receive non-payroll reimbursements
through direct deposit by completing the following form:
http://www.dfa.cornell.edu/payments/processing/reimbursements/ach.cfm

» Use of Object Codes: Itis no longer necessary for department administrative staff to
assign object codes to expenses reimbursement requests. FTC and the Finance Team
will assign these on behalf of each Department.

« Direct Billing Receipts: Itis no longer necessary for department administrative staff
to submit a copy of a receipt for direct billings (Statler Hotel, C2C Bus) with the travel
reimbursement form. It is only necessary to identify charges as direct billing.

« Tax Exempt Certificate: If we need a tax exempt certificate, we must now request it
from FTC (Wei Liu) for each individual request. Keeping a blank form in our files is
against Cornell Policy. Previously we contacted Patti Giordano in the Tax Compliance
to request a tax exempt certificate. This practice is no longer applicable.

* |IRS 2014 Mileage Rates: The IRS mileage rates for 2014 have decreased. Business
miles reimbursement is now 56 cents per mile, down from 56.5 cents in 2013.

¥ Cornell University
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Future Goals

» Introduce a travel portal on the ILR Finance website
» Convert existing forms to web forms to further automate the workflow

» Consider other areas where the Lean process can help remove waste and
add value at ILR-NYC

http://www.ilr.cornell.edu/fiscal/policies/index.html

For more information about this revised travel process contact your
department administrative staff, Lya Simonet or Wil Stringer
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o (e ] Cornell University
R {1 School © Cornell University 2014, LEAN Initiative 16

ED b0




ILR Lean Team for Travel Reimbursement Process
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