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Is this expense related to
Vassar-related travel?

Create Spend Authorization See Procurement Workflow

for Approval Prior To Travel

After expense is incurred , Create

Expense Report Linking It To The Spend *Please Note: To comply with Vassar policy, travel expenses
Authorization incurred must be submitted in a report either within 14 days of

the completion of the trip, or 14 days of the close of the credit
card billing period, whichever comes first. The report must be
submitted within 60 days to comply with IRS regulations. Any
expenses reported past 60 days will be treated as taxable
income to you and reflected on your W-2.

Did You Use a Corporate Travel Card
(CCard)?*

In Your Expense Report, Select Your Enter Line Item For Each Out-of- Pocket
Corporate Travel Card (CCard) Expense* You Incurred And Attach
Transactions That Pertain To Your Trip. Receipt(s) For Each Transaction.
Attach Receipts for Each Transaction.

Is Travel Expense More
Than 60 Days Old?

Add The Custom Fin Worktag Submit Expense Report For Approval.
“Taxable Income”.

Is A Reimbursement Owed To You For
Submit Expense Report For Approval. Out-Of-Pocket Expenses?

Is A Reimbursement Owed To You For
Out-of-Pocket Expenses?

The Reimbursement No Further

Will Be Paid Through Action Is Needed
Reimbursement No Further The Accounts Payable

Will Be Added To Action Needed Office As A Separate
Your Pay Payment.




