Expenditure Guidelines for Endowed Chair and Professorship Accounts
Oklahoma State Regents for Higher Education (OSRHE) Policy 4.20.  Administration of the Regents Endowment Fund Program states investment income approved by the State Regents for distribution shall be deposited in the institution’s operating revolving fund (Fund 290).  Consistent with this policy, OSU Policy and Procedure 3-0260 was adopted.  According to Section 3.01 of the OSU policy, spendable earnings from endowment accounts supporting chairs and professorships held by the OSU Foundation are included in the Educational and General Budget, Part I.  

Inclusion of the spendable earnings from the chair and professorship endowment accounts in E&G, Part I, restricts expenditures from the chair and professorship endowment accounts that are deposited in Fund 290 to the State rules and regulations applied to all state funded accounts.  According to the OSU endowed program policy, all expenditures incurred on E&G I accounts are to be processed through the OSU Accounting system.  To the extent possible, expenditures should be expended from E&G I accounts through the OSU Accounting system.

As set forth in these guidelines, spendable earnings from an OSU Foundation chair and professorship endowment account may be disbursed directly by the OSU Foundation.  Any such disbursement made directly by the OSU Foundation pursuant to these guidelines will reduce the E&G, Part I budgeted amount.
GENERAL GUIDELINES

Authorized use of endowment funds are for items directly related to the chair’s purpose and includes but is not restricted to the following:

· Salary and benefits for the chair holder

· Salary and benefits for temporary/adjunct faculty to start/maintain a chair program during the absence of faculty member holding the chair (must be approved on an annual basis by the Senior Vice President and Provost)

· Graduate assistant stipends
· Travel expenses – see Travel & Recruitment Guidelines below
· Recruitment expenses – see Travel & Recruitment Guidelines below
· Recruitment expenses for students which would directly support the purpose of the endowed position

· Equipment supporting the chair holder and/or his/her research or field of study

· Research support materials (e.g., print materials, biological specimens, computer software, art supplies, etc.)

· Honoraria/fees for invited speakers/scholars in residence

· Staff and/or student wages

· Office supplies and materials

· Communications (telephone, cell phone, postage)

· Repair and maintenance of building and/or equipment which directly support the endowed position
· Rental of space and/or equipment

· Housekeeping/laundry service

· Testing, medical and/or diagnostic laboratories

· Moving expenses – for information and procedures see:

http://www.okstate.edu/osu_per/docfiles/jobofferletter.doc
http://www.purchasing.okstate.edu/Stores/Moving_Relocation.htm
· Journal subscriptions (It is expected that the OSU Library would be consulted to verify no duplication of materials.  The subscription must be an institutional subscription.)

· Institutional memberships/certifications/dues/fees (Payments for non-transferable memberships, certifications, etc., are not allowable.)

· Licenses/permits (non-personal)

· Professional services-data processing

· Printing/binding

· Cost share

· Scholarships to students directly supporting the purpose of the endowed position
It is the responsibility of the account holder to only process OSU Foundation vouchers that meet the donor’s intent.  If the account holder is unsure of donor intent the OSU Foundation should be contacted for clarification.  (Use of a p/card is not allowable.) After the receipt of the expenditure is received, the department is to prepare an OSU Foundation reimbursement voucher for the approved expenditure; attach the OSU Foundation approval along with the receipt(s); and, forward the voucher to the endowment accountant in University Accounting for signatures.  The final voucher will be submitted to the OSU Foundation for reimbursement to the department and/or individual incurring the expense.  Direct reimbursement from the OSU Foundation will require the budget of the E&G I account be reduced as the funds will no longer be available for reimbursement of E&G I expenditures.  The budget reduction will be submitted by the endowment accountant in University Accounting.
UNDERWATER CHAIR ENDOWMENTS

The OSU Foundation may allow units with chair endowments to contact donors and request permission to spend a part of the endowment corpus during those periods when the endowments are underwater.  If the donor does not permit spending or if the unit elects not to seek the donor’s permission to approve spending from an underwater chair and professorship endowment, units may prefer to use lawfully available institutional or unrestricted funds held by the OSU Foundation instead.  If this should occur, the units will be authorized to use future chair spending distributions to repay the advancement of funds if the unit received written approval from the donor prior to the unit spending the institutional or unrestricted funds held by the OSU Foundation.  It is recognized that future repayments may exceed the OSU Foundations normal policy of only allowing reimbursements for expenditures that are less than one year old.  
TRAVEL AND RECRUITMENT GUIDELINES
These guidelines will not over-ride directives from the President of Oklahoma State University or the A&M Board of Regents.
All university-related travel within the State of Oklahoma is subject to in-state travel rules and regulations.  This includes interview candidates traveling into Oklahoma from other states.
  The State Travel Reimbursement Act and OSU Policy 3-0201 apply to the reimbursement of travel by candidates for employment and the necessary costs associated with traveling to and from pre-employment interviews.  
When issuing an interview invitation to a candidate questions may arise concerning whether expenses are considered allowable from the endowment chair account.  Though not all-inclusive the following is offered as general guidelines to assist departments involved in the recruitment and candidate interview process.  Prior to the interview visit an out-of-state travel request is to be prepared by the department for each candidate traveling into Oklahoma.  Upon completion of an interview visit, the department must complete and submit a travel reimbursement voucher for the candidate in accordance with the State Travel Reimbursement Act and OSU Policy 3-0201.

1) Coach Air Fare

Air fare arrangements must be in accordance with OSU Policy 3-0201 and the State Travel Reimbursement Act.   Reimbursement of air fare for an accompanying spouse/significant other is not allowed from the E&G I account but is allowed by processing an OSU Foundation reimbursement voucher as outlined above.
2) Lodging

a) Reimbursement for lodging shall not exceed the current state rate for single daily lodging within the State of Oklahoma.  Cost of lodging in excess of the single daily rate due to an accompanying spouse would be obtained by processing an OSU Foundation reimbursement voucher as outlined above.

b) On the Stillwater campus, departments may wish to lodge the candidate at the Atherton Hotel at the Student Union, if available, and verify the State rate will be charged.  The department can choose to have lodging at the Atherton Hotel charged directly to the endowment account using the campus vendor invoice system.

c) Branch campuses should verify the State rate at the facility chosen for the candidate’s visit.

d) If the candidate personally incurs the lodging expense, the candidate must obtain a receipt to be submitted with the travel reimbursement voucher at the completion of the interview visit.

3) Per Diem 
a) The per diem allowance, at the standard Oklahoma rate, is in lieu of reimbursement for the actual cost of meals and is intended to cover expenses for breakfast, lunch and dinner, including tips, taxes and other personal purchases such as snacks and refreshments.  The per diem reimbursement will be included on the travel reimbursement voucher submitted after the completion of the interview visit.  Reimbursement to an OSU employee from State funds for purchase of a candidate’s meal or other expense on behalf of the candidate (or spouse) is prohibited by Oklahoma state rules and regulations but may be processed though an applicable OSU Foundation chair account.
b) The per diem reimbursement is only applicable when an overnight stay occurs.
4) Transportation
a) Use of a motor pool vehicle to transport the candidate between the airport and Stillwater may be charged to the endowment account
.

b) Candidates using a rental vehicle for travel between the airport and Stillwater will be reimbursed for mileage only from the E&G I account.  Reimbursement will be based on the official mileage distance between the two points of travel.  Excess mileage over the official map miles will not be reimbursed.  In addition to the mileage allowance, reimbursement may be allowed for other incidental expenses such as parking fees, tolls, etc.  Reimbursement of rental vehicle rates in excess of the allowed reimbursement from the E&G I account may be obtained by processing an OSU Foundation reimbursement voucher as outlined above.
c) Candidates from within the State of Oklahoma will be reimbursed for round-trip mileage of their personal vehicle at the standard Oklahoma rate based on the official mileage distance between the city of origin and destination city.   In addition to the mileage allowance, reimbursement may be allowed for other incidental expenses such as parking fees, tolls, etc.

5) Food and Reception Expense
a) The purchase of food items for interview dinners, receptions, etc., for candidates and/or invited speakers is prohibited from the E&G I accounts.  The cost of interview dinners and/or receptions may be reimbursed by the submission of an OSU Foundation reimbursement voucher as outlined above.
b) If alcoholic beverages are served at the interview dinners, receptions, etc., the chair of the selection committee, or her/his designee, must obtain a separate check/invoice for the alcoholic beverages and pay using a personal credit card or cash.  The department will then process an OSUF reimbursement voucher as outlined above.  If the chair is not supported by an OSUF account, the VP/Dean will have to utilize other VP/Dean’s discretionary funds on deposit with the OSU Foundation.  All such vouchers would be required to be routed through University Accounting for proper accounting of Chair expenditures
.
c) If a department on the Stillwater campus wishes to utilize University Dining Services, Rancher’s Club, or other campus dining facilities to charge either of the endowment accounts through the campus vendor invoice system, the department must request and be granted an exemption to the state policy regarding the purchase of refreshments prior to the interview event
.  
d) Requests for exemption should be sent to the endowment accountant in University Accounting.  Exemptions must be approved by a university vice president or the Provost.
6) Personal Gifts

Reimbursement to an OSU employee for the purchase of personal gifts for the candidate or spouse is not allowed from the E&G I account.  A standardized institutional gift, as determined by the university administration, which has the capability to be personalized and as generally available through the Student Union Bookstore or other authorized vendor is allowed from either type of endowment accounts.
7) Honorariums

Payment of an honorarium to a candidate in lieu of reimbursement for travel expenses is not allowable.  An honorarium is paid for providing a service to the university and is taxable income to the candidate.
8) Student Travel

All student and/or student group travel expenses related to supporting the purpose of an endowed position must be in accordance with the State Travel Reimbursement Act and other relevant OSU policy and procedures.  Expenditures in excess of reimbursement rates may be charged to applicable OSU Foundation endowed chair accounts.
Additional questions concerning endowed chairs and professorships?  Contact the endowment accountant in University Accounting, X4-5885.
Approved June 16, 2009
� Airline tickets and local hotel charges should be purchased by the hiring unit to take advantage of institutional discounts, etc.  A valid Social Security Number must be provided by any candidate that will receive a reimbursement, for any purpose from the Institution.  Failure to obtain the SSN will delay reimbursement as the STATE OF OKLAHOMA will not process the payment until the SSN is included.





�State law does not allow rental of cars within the state.


�This case would arise when all chair funds are OSRHE endowed chair funds.


�A process in place now.





� Underwater endowments” are those where the market value ("MV") of the endowment is less than its historic dollar value ("HDV").






