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1.0 Policies for Allowable Business Expenses 
An allowable business expense is an expense or a transaction that the University

/procurement/egencia-/


/procurement/egencia-/


4 
 

 Personal car:  A Point to Point map is required for documentation. This is a feature in Chrome 

River and will be generated for the user.  The description entry must include origin address and 

destination address, the application will calculate total miles driven.  The University follows the IRS 

recommended mileage reimbursement rate. Please refer to the IRS website for current rates.  

NOTE: an individual’s daily commute mileage must not be included in the total for point to point 

travel. An example: Individual lives in Tacoma and regularly commutes to campus, a particular 

event requires driving to Everett.  Reimbursable mileage would only be the point to point travel 

from campus to Everett and back. 

 Bus or Subway:  Original receipts are preferred but the University realizes that may not always be 

possible for these types of tickets and thus will cover or reimburse without receipts. Bus and 

subway transportation are recommended cost-effective forms of travel. 

 Ride Services or Taxi: Uber/Lyft preferred - Original receipts documenting date, pick up location, 

destination, and itemized charges are required for coverage or reimbursement purposes. Tipping 

may not exceed 20%. 

 Parking: Original receipts are required for coverage or reimbursement purposes.  

NOTE: parking for attending the normal workplace is not a covered expense. 

 Airport parking: For authorized travel, parking will be covered up to three (3) days maximum. 

 Rental Cars: Egencia is the required vendor for business travel. Rental
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An advance that is not properly reconciled on a timely basis will be included as income to you on your 

annual W-2 Form. (These funds would then be subject to income tax withholding, social security, 

Medicare, and federal unemployment taxes). 

1.2 Meals 
The University will cover or reimburse a business meal expense when it is deemed to be necessary, reasonable 
and appropriate by a dean, director, department head or designee. 
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10 to 20 years of service $300 
Over 20 years of service $400 

To be eligible for a retirement gift, the retiree must have been employed at least 10 years at the date of 
retirement and the gift must be given at a meaningful presentation. 

Farewell Gifts  
The University will pay for or reimburse the cost of non-monetary awards within the following limitations: 

Length of Service Maximum Amount 
5 to 10 years of service $100 
11 to 20 years of service $150 
Over 20 years of service $300 

Retirement and farewell gifts qualify as length-of-service awards under IRS regulations. Therefore, the gifts are 
not reportable as taxable income to the recipient. To qualify as a non-taxable the award cannot be monetary 
(i.e, cash, cash card, or gift certificate) and must be given at a meaningful presentation.
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University.  
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10 business days of returning. On the other hand, travel expenses are costs the individual has already paid out 

of pocket and now needs to be reimbursed. To request a Travel Advance, complete the form within ProcureSU.   
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