Williston State College
Procedure Manual


Procedure: 806.14 Payment or Reimbursement of Meals and Other Travel Institutional Expenses		 	
Effective: (3/14/2025)
 
Procedure
Williston State College follows NDUS Procedure 806.1 Payment or Reimbuirsement of Meal and Other Travel or Institutional Expenses.
This procedure implements WSC Policy 806.14 and establishes guidelines for business-related payment or reimbursement of airline tickets, meals and other travel or institutional expenses to ensure reimbursement payments comply with Internal Revenue Service (IRS) accountable plan regulations and the North Dakota Century Code (N.D.C.C.).for payment or reimbursement of airline tickets, meals and other travel or institutional expenses.
1. Definitions:
a. For purposes of this procedure, “Designated approver” means the supervisor or other designated employee determined by the institution, other than the requester, who is familiar with the departmental budget and expenditures. 

b. “WSC” or “entities” includes the eleven institutions, the NDUS system office and CTS.

c. “Cross-institutional” is defined as two or more WSC.

2. WSC will have documented procedures for travel authorizations that contain, at a minimum, the following provisions:
a. Overnight out-of-state travel must be requested and approved by the designated approver in writing in advance of the first date of travel. Entities have the option of implementing the same requirements for in-state travel.

b. WSC must have written procedures in place addressing how travel authorizations are to be retained and made available for audit purposes.

3. Reimbursements and advances must be for business-related expenses only.

4. WSC is required to participate in the statewide purchasing card (p-card) program administered by the North Dakota Office of Management and Budget. The p-card is the preferred means for payment for all WSC travel costs, other than per diem.

5. In order for reimbursement requests to be considered as nontaxable, the reimbursement requests and/or the reconciliation and return of any excess funds provided as part of an advance must be submitted with appropriate documentation no later than sixty days after the return from travel, or no later than sixty days after the completion of the expense transaction if it did not involve travel. Entities may establish a submission deadline that is less than sixty days, but entities may not establish a deadline greater than sixty days.

6. Pursuant to the IRS regulations:
a. WSC must report as taxable income on the employee’s W-2 form, any business expenses that are not substantiated and remitted within the established deadline.

b. Travel or other advances must not be distributed more than thirty days before the travel commences. Advances must be reconciled and submitted by the employee within the established deadline. Any excess funds remaining from a travel advance must be remitted by the employee to the institution no later than sixty days (or within the WSC’s deadline) of the transaction date or within sixty days of the trip end date.

c. Reimbursements paid to a non-employee by the entity that were not submitted by the non-employee within the established deadline will be reported as taxable income on IRS Form 1099.

d. WSC has the discretion to decide whether or not to pay the requested reimbursement, if it has been submitted after the established deadline.

e. In rare circumstances, there may be reimbursements which cannot meet the requirements for timely submission. Exceptions to consider the reimbursement as nontaxable in these instances should be rare in occurrence and require the written approval of the Vice President of Business Services or equivalent or their designees. The rationale for determining approval of the request must be documented in writing and retained with the reimbursement request. Examples of extenuating circumstances include but are not limited to a serious illness or another unforeseen emergency outside the control of the employee. Employee negligence is not an extenuating circumstance.

7. WSC is required to establish documented processes for requesting reimbursement that include, at a minimum:
a. The time period for employees to submit expenses;

b. The process for requesting reimbursement, including required documents; and

c. The process for returning excess reimbursements or allowances.

8. Employees are prohibited from selecting travel arrangements that result in an increased cost to the institution for the purpose of earning or increasing travel rewards or incentives. The use of personal incentives for institution-related business is not reimbursable, as these are not actual out-of-pocket expenses incurred by the employee.

9. WSC may pay expenses for hosting dignitaries, guests, seminars and conferences, including meals, non-alcoholic beverages, or snacks. 

10. Alcoholic beverages may not be purchased unless the alcoholic beverages will be used for educational purposes. 

11. Meals, Per Diem, and Other Reimbursements:
a. WSC will follow OMB Policy 505 – Reimbursement for Meals and Lodging.

b. WSC may pay for the reasonable cost of coffee, meals, non-alcoholic beverages, and snacks for structured -NDUS-sponsored and cross-institutional meetings, but employees cannot claim per diem for the meals.

c. WSC may directly pay or reimburse the reasonable actual cost of employee meals for meals occurring during a meeting the employee attends at the request of and on behalf of WSC. Such events may include system or institution task force, search committee, faculty and staff recruitment meals. However, if the entity directly pays or reimburses the employee for the actual cost of the meal, the employee cannot claim per diem reimbursement for the meal. 

d. Examples of events for which actual reasonable meal expenses may be paid or reimbursed if an employee is required to attend as part of the employee’s duties include, but are not limited to: 
i. A Chamber of Commerce banquet or similar event.

ii. Annual SBHE, NDUS entity, or department retreat for strategic planning or training.

iii. An organized NDUS entity-wide or department annual banquet or similar event honoring employees or students. 

e. Examples of events for which meals may not be paid or reimbursed include, but are not limited to:
i. Regular staff meetings and activities.

ii. Events attended at an employee’s choice and not because the employee is required to or asked to attend or as part of the employee’s duties.

iii. Holiday celebrations and events.

iv. Anniversary, retirement, birthday, or similar events. It is permissible to purchase a cake or similarly priced treats and non-alcoholic beverages for a retirement celebration. 

v. If the employee elects to not attend a meal provided as part of a conference fee, the meal will not be reimbursed without a reasonable documented explanation. 

f. The cost of an employee meal paid or reimbursed by an employer is taxable to the employee if the employee is not on an overnight trip, per United States Internal Revenue Service publication 5137, section 9. A written exception may be made by the WSC’s VP of Business Services or their designee under extenuating circumstances. For example, during an emergency, meals that are provided to employees who cannot leave the institution as part of their job duties. 

g. The cost of a meal that does not involve overnight travel is not taxable to the employee if the meal is part of a meeting or other event scheduled for the primary purpose of conducting business and the event is not a regular occurrence. 
i. For example, if an employee who is a member of a search committee is assigned responsibility to accompany a candidate to dinner at a local restaurant, WSC may pay or reimburse the cost of the employee’s meal, as well as the costs of the meals for the candidate, candidate’s spouse, other search committee members, etc., and the reasonable cost of the employee’s meal is not taxable to the employee. 

h. The cost of a meal included as part of the fee for a conference, seminar, meeting or other event is not taxable to the employee, regardless of whether the employee is on an overnight trip or on travel status. 
i. Documentation required for payment or reimbursement of meal expenses for a conference, seminar or other meeting must include: 
1. Nature of event and purpose;

2. Location;

3. Date and approximate time;

4. Meal served (i.e., breakfast, lunch, dinner);

5. Itemized receipt or invoice indicating approximate number of meals provided. 

i. For group meals, calculations may be based on the U.S. General Services Administration (GSA) meal per diem rates shall be used to determine reasonableness of cost of meals when payment or reimbursement of actual cost is permitted and per diem reimbursement is not claimed. A meal for which the cost does not exceed 125 percent of the GSA rate is considered reasonable. WSC may, at their discretion, pay for or reimburse for the cost of a meal that exceeds 125 percent of the GSA rate. Written documentation explaining why the expense was reasonable and justified must be provided. Employees are not required to document individual employee orders and calculations may be based on an average cost for all participants

j. WSC may pay for the reasonable cost of coffee, non-alcoholic beverages and snacks for structured institutional-wide meetings.

12. Athletic Teams or Other Organized Institution Group Meals:
a. N.D.C.C. § 44-08-04 governs athletic teams or other organized institution group meals and other travel expenses.

13. In-State and Out-of-State Lodging:
a. WSC will follow OMB Policy 505 – Reimbursement for Meals and Lodging, OMB Policy 508 – Per Diem Allowance for Long-Term Travel and OMB Policy 513 – Lodging Receipts and Payments.

b. If lodging at the state rate is not available, the employee must document in writing that they made a reasonable attempt to find lodging at the state rate. The documentation should include, at a minimum, the name and address of the hotels contacted, the dates and times of contact, and the quoted rate. 

14. Commercial Air Travel:
a. Airline tickets, either reimbursed to an employee or directly billed to a department, are allowed. Employees are encouraged to use the institution’s purchasing card to purchase airline tickets. 

b. Employees are expected to choose the least costly airfare that meets the business needs of WSC. 
i. Exceptions must be approved by the WSC’s VP of Business Services, or their designee. Exceptions must be documented and attached with the online travel and expense submission. 

ii. Exceptions for the president must be approved by the Commissioner, and documentation must be attached with the online travel and expense submission. Possible exceptions include the purchase of airline tickets by non-state entities.

iii. The State of North Dakota participates in a discount with Delta Airlines. Airline tickets purchased with Delta should be booked using the “Delta EDP” link accessed through the inside. NDUS SharePoint (https://inside.ndus.edu/).

iv. Employees will be reimbursed for their first piece of checked luggage. Charges for more than one piece of luggage or overweight luggage must be approved by designated approver. 

v. Reimbursement to employees for use of personal e-credits, airline miles, or any reward instruments (e.g., credit card points) or other awards applied towards business travel is not allowed.

15. Mileage:
a. Travel in city of employment is governed by OMB Policy 501 – Expense Reimbursement Relating to Telework, Mileage and Miscellaneous Expenses. 

b. Employees who are required by WSC to work from home in a remote location may be reimbursed for mileage from their home to work-related meetings, appointments and functions. Employees who work from home in a remote location as a matter of personal choice may not be reimbursed.

c. Reimbursement for use of personal vehicle is governed by OMB Policy 511 – Use of Personal Vehicle NDCC 54-06-09.

16. Car Rental:
a. Car rentals are governed by OMB Policy 518 – Car Rental. 

b. When renting a car in lieu of a taxi or ride sharing service, the employee is required to submit documentation justifying the reason for the car rental.

17. Per Diem Allowance for Long-term Travel is governed by OMB Policy 508 – Per Diem Allowance for Long-Term Travel.

18. Travel Advances are governed by OMB Policy 506 – Travel Advances. 

19. Non-WSC Employee Travel:
a. Travel expenses, including transportation, lodging and meals, for non-WSC employees will be paid the same rates as state employees, whenever possible unless actual receipts are provided for a reasonable rate or negotiated through a contract.

20. International Travel:
a. Pre-approval is required by the WSC President or their designee for all international travel, excluding the bordering Canadian provinces of Manitoba and Saskatchewan. 

b. Travelers should review the North Dakota Risk Management Division website before travelling internationally.

c. Employees are responsible for checking for U.S. Department of State website for travel advisories for their destination prior to international travel. Departments cannot require an unwilling employee to travel for work-related purposes to a location that is subject to a USDOS Level 3 (Reconsider Travel) or Level 4 (Do Not Travel) Travel Advisory. An employee who declines to travel to a location subject to a USDOS Level 3 or 4 Travel Advisory must not experience a negative employment action as a result of that decision.

d. Employees on international travel must comply with all U.S. export control laws and regulations, including the Fly America Act, where applicable.

e. Lodging is reimbursed at actual cost. Meals are reimbursed on a meal allowance rate determined by the U.S. Department of State foreign per diem rates. The rates can be found on the U.S. Department of State website. 

f. All expenses claimed must be converted to U.S. dollars with the conversion rate and calculation shown on each receipt. If a receipt does not contain a conversion rate, employees should use the currency converter on the OANDA website.

g. If an employee is travelling to a destination that is more of a cash-based society, the employee can request a travel advance. Travel advances are governed by OMB Policy 506 – Travel Advances. 

h. Travelers are encouraged to purchase international travel insurance. Prior to travel, travelers should contact their Office of International Programs or the North Dakota Risk Management Division website for international travel insurance options. The North Dakota Risk Management Division purchases a Foreign Travel Liability Policy for all state employees who travel on state business to foreign countries. This policy offers a wide range of protection for travel abroad that includes commercial general liability, contingent automobile liability, employers’ responsibility/executive assistance services, accident death and dismemberment, and kidnap and extortion.

21. Cancelled Travel:
a. Expenses related to travel that is cancelled or changed for business reasons will be reimbursed to the employee.

b. Designated approver approval is required to reimburse expenses for travel that is cancelled or changed for personal reasons.

22. WSC’s President Travel Approval:
a. The president shall follow the following procedures regarding notification and authorization of their travel:
i. Routine business travel within North Dakota and to bordering states (Minnesota, South Dakota, and Montana) and bordering Canadian provinces (Manitoba and Saskatchewan) does not require notification or authorization by the Commissioner.

ii. Out of state domestic business travel beyond bordering states requires electronic or written documented notification to the Commissioner.

iii. International business travel, regardless of funding source, requires pre-travel electronic or written documented approval of the Commissioner.

23. Workers’ Compensation:
a. Employees planning to be in a state other than North Dakota or in a foreign country for more than 30 consecutive days must find and purchase workers’ compensation insurance in the destination state or country prior to departure. The employee should contact their Payroll Department, Office of International Programs or the North Dakota Risk Management Division website for workers’ compensation requirements.

b. If unable to obtain workers’ compensation in the country, employees must provide documentation to their designated approver that neither the country, nor the private insurance market, provides workers’ compensation coverage. 

24. Professional membership dues are governed by OMB Policy 209 – Professional Membership Dues.

25. WSC may establish additional procedures that best fit WSC’s operational needs, provided that such procedures do not conflict with any provisions of this procedure or other NDUS procedures, SBHE policies, or state or federal law.
 
REFERENCES: 49 U.S.C. § 40118; United States Internal Revenue Service Publication 5137; N.D.C.C. ch. 44-08; OMB Policies 505, 507, 511; SBHE Policies 806.1, 918

HISTORY: New procedure, Chancellor’s Cabinet Meeting, May 11, 2022; Amendment, Chancellor’s Cabinet Meeting, September 10, 2025; Amendment, SBHE Meeting minutes, September 23, 2025.
History:
Executive Cabinet approved: 4.19.2024, Amended 10.01.2025
Faculty Senate approved: pending
Staff Senate approved: pending



