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The following changes and additions to the Business Expense policy are focused on providing consistency and reducing
administrative burden of special approvals and cash advances. Additional guidance has been added to address changes
in federal regulations, newer travel options, and frequently asked questions.

Summary of Changes to the Policy
1. Air and Rail Travel: In an effort to recognize changes in the airline industry and general practice at Dartmouth, the
following additions were made.
a. Business class fares are recognized as an appropriate business expense when travel exceeds five consecutive
hours in duration.
b. Minimal airline fees, such as aisle seats versus window seats, early bird check-in for seat assignment, luggage or
baggage check fees, are accepted as reasonable business expenses.
2. Prior Travel and Conference Expenses: The use of a Dartmouth corporate card and/or Travel Leaders is strongly
encouraged. However, in an effort to reduce cash advances, reimbursement will be allowed prior to travel or a
conference. If travel is canceled after the reimbursement, the individual must reimburse Dartmouth for the amount that
has been refunded to them.
3. Domestic Rental Vehicles: Private car sharing services, such as Turo, are not permitted, however, peer-to-peer car
services, such as Uber and Lyft, are permitted.
4. Charter Bus: Departments requiring charter bus services need to contact at least two of the Dartmouth preferred
charter bus companies to obtain quotes. It is not a requirement that vendor selection be based on the lowest estimate,
as we recognize that other factors may be important.
5. Lodging: The use of peer-to-peer accommodations, such as Airbnb and VRBO, is not recommended for business
travel due to the increased risk involved, however, the use of these accommodations is not prohibited. The rate per
night (inclusive of all fees) needs to reasonably compare to that of business class hotels in the area(s).
6. Accompanying Spouses and Partners: The terms “caregivers” and “other family members” were added to clarify
that travel expenses incurred for accompanying spouses, family members, and caregivers is generally considered
personal and are not allowable business expenses.
7. Travel or Expenses Paid by Third Parties: Industry associations can pay for travel if a Dartmouth employee is
speaking at a conference, however vendors, organizations, or individuals with which Dartmouth is or may be
conducting business should not be paying for travel expenses.
8. Relocation Expenses of Newly Hired Employees: Last year it was clarified that relocation expenses directly paid by
Dartmouth or reimbursed to an employee must be treated as additional compensation and subject to tax withholding
(due to new federal law). This additional change adds language clarifying that if an appointment is for less than one
year, the employee is not moving, by IRS definition. Instead those costs are considered travel and any
reimbursements fall under the travel section of the policy. However, if the individual is moving their household goods,
then those expenses are taxable.
9. Gifts to Employees:
a. Gifts, regardless of amount, require documentation.
b. Other gifts or bonuses to employees are not usually allowed except when made pursuant to a recognized
Dartmouth-wide policy or practice, for example, institutional or divisional service awards for employees or tokens
of appreciation upon retirement.
10. State Tax Exemption: A section is added under Other Goods and Services regarding state-based tax exemption.
Dartmouth is a federally tax-exempt institution and is also classified as an exempt organization in many, but not all,
states. Additional information is on Employee Resources page under Financial Management: Tax Compliance.

