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TRAVEL: Reimbursement for meals… 
 

The Controller's Office has recently decided to more carefully enforce an already existing policy on how employees may claim 
reimbursement for meal costs while traveling on behalf of the College.  Specifically, the actual cost of meals needs to be reported on the 
travel voucher rather than an estimate or a per diem.  Rounding off, claiming the same amount each day for each meal, or claiming exactly 
$50 per day are not acceptable methods for reporting meal costs.  Rather, the exact amount of each meal needs to be reported.   
 

Per diems are only allowed under College policy for visitors to Hanover and for extended travel to countries where collecting receipts is 
difficult. All per diems must be arranged and approved by the Controller's Office in writing PRIOR to travel. 
  

Ideally, meal costs reported on a travel voucher will be accompanied by a receipt.  Attaching receipts is the best way to ensure your travel 
voucher is in compliance with College policy.  Receipts also allow the College to easily distinguish alcohol charges and properly categorize 
them in the financial system.  Alcohol is unallowable on grants and it is important that it be accounted for correctly as charges in this 
category also must be excluded from our indirect cost rate. 
 

We are alerting you to this change in the enforcement of this policy to help you avoid having your travel vouchers rejected by the 
Controller's Office.  Your RGM is happy to assist you in complying with this policy. 

The Principal Investigator’s Quick Guide for Sponsored Activities 
 
 • SCIENTIFIC INTEGRITY. The PI is responsible for all actions required to manage and complete the scientific aspects of the 

sponsored project including:     
  a) assigning personnel to the appropriate project 
  b) adhering to human subject and animal protocols and policies  
  c) adhering to chemical, biological, physical and radiation safety 
  d) maintaining the integrity of the project and safeguarding notebooks  
        and scientific data  
  e) monitoring the performance of sub-grantee/subcontractors 
  f) filing accurate and timely technical reports 
 
 In addition, issues involving scientific misconduct should be dealt with according to the Dartmouth's Misconduct Policy.  
 
• CONFLICT OF INTEREST.  The PI needs to be familiar with Dartmouth's Conflict of Interest policy (COI), to file a disclosure form 

annually, and to update a disclosure should a potential conflict arise. The PI must also ensure that project personnel have read the COI 
policy and have a current disclosure on file if appropriate.   

 
• EFFORT AND SALARY.  It is the PI's responsibility to make certain that payment of salary or wages to an individual charged to a 

given project is commensurate with the individual's contribution to that project. 
 
• FINANCIAL OVERSIGHT.  The ultimate responsibility for the management of the agency funds rests with the PI. Financial reports 

should be reviewed on a periodic basis to ensure the reasonableness of expenses and that expenses are allocated appropriately and 
follow agency regulations.  PI's must review and approve invoices from sub-grants/subcontracts to ensure appropriate payments. 

 
• PROGRAM INCOME.  It is the PI's responsibility to initiate the recording, accounting, and allocation of program  income.  The PI must 

report program income to the federal funding agency on an annual basis (i.e., NIH checklist page) and to the Office of Grants and 
Contracts for inclusion on financial reports.  The Department Chairperson should be informed in writing of program income exceeding 
$5000 per year.  

 
• OUTSIDE INCOME.  If total outside income (consulting fees, etc.) to the PI is greater than 20% of salary, it should be reported in 

writing to the Department Chairperson.       
 
• DATA RETENTION.  All original data are to be retained by the PI for a period of at least three (3) years after submission of the final 

report on the research project for which the data were collected, unless a longer retention period is specified by the sponsor. 
 
 

Ref.:  Faculty Handbook:   http://www.dartmouth.edu/~dof/handbook.html 

 Sponsored Research Manual, Office of Sponsored Projects:  http://www.dartmouth.edu/~osp/resources/manual/ 

 Public Health Service Policy: Program Income    http://www.nih.gov/grants/policy/gps/8postnew.htm#grant 

 OMB Circular A-110:  http://www.whitehouse.gov/omb/circulars/a110/a110.html 


