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ADM NI STRATI VE FUND PAYMENTS

| NTRODUCTI ON

Thi s chapter describes the policies and procedures governing
paynents nade fromthe Adm nistrative Fund. Adm nistrative
Funds are provided, by action of The Regents, to the
Principal Oficers of The Regents and to certain Oficers of
the University to supplenment their departnental budgets.
Such funds are provided to these officers as an additional
resource that would otherwi se not be available for the
performance of their official responsibilities, e.g., to

rei nburse entertai nment expenses in excess of the maximm
rates all owabl e under the University' s entertai nment policy.
However, all disbursenents nmade fromthe Adm nistrative Fund
nmust be nmade for a recogni zed busi ness purpose.

Accordingly, the procedures contained in this chapter are
designed to conformw th the applicable sections of the

I nternal Revenue Code and rel ated regul ati ons concerning the
deductibility of travel, entertainnent, gift, and other

busi ness expenses.

Adm ni strative Fund appropriations approved for use by the
Principal Oficers of The Regents are allocated to the Vice
President for Legal Affairs and General Counsel of The
Regents, the Chief Investnment Oficer and Treasurer of The
Regents, and the Secretary and Chief of Staff to The
Regents. Funds approved for use by the Oficers of the

Uni versity are allocated by the President to the Provost and
Executive Vice President, the Executive Vice Presidents, the
Senior Vice Presidents, Chancellors, Laboratory Director

and other adm nistrators of the University. Allocations are
made to specified positions; only O ficers or admnistrators
hol di ng per manent appointnents to such positions, or those
with formal "acting" designations, are entitled to receive
all ocations fromthe Adm nistrative Fund. Allocations
received for use by these individuals may be reall ocat ed,
either as a formal or informal suballocation, to other

speci fied positions as deened appropriate (see Section

11.G 2.).

The Adm ni strative Fund Reporting Procedures are provided as
an Appendi x to this chapter. The Appendi x sets forth
detail ed gui delines concerning the appropriate use of the
Adm ni strative Fund and the applicable reporting procedures
requi red under the tax |laws and regul ati ons. The procedures
contained in both this chapter and the Appendi x apply to al
Adm ni strative Fund recipients, including the Director of

t he Lawrence Berkel ey National Laboratory (LBNL), and forma
and i nformal subrecipients.
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1. PROCEDURES

A
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ADM NI STRATI VE FUND ALLOCATI ON

Adm ni strative Fund allocations are increased annually
by an anount equal to the change in the California
Consunmer Price Index. Based on this Index, the
University Budget O fice will prepare the necessary
Adm ni strative Fund budget transfers. Corporate
Accounting wll provide the Controllers with the nane,
title, account and fund nunber, the allocated anount,
and effective date for each recipient. If a form
subal | ocati on has been authorized, the Controller wll
make the appropriate adjustnents, based on information
provi ded by the primary Adm nistrative Fund recipient.
A recipient who makes a formal subal |l ocati on nust
provide his or her |ocal accounting office with witten
notification authorizing the suballocation.

DI SBURSEMENT COPTI ONS

Two di sbursenent options are available to

Adm ni strative Fund recipients. The Checki ng Account
Option is available only to the President, Chancellors,
and LBNL Director.

1. Direct Paynment or Rei nbursenment Option

Under the Direct Paynment or Rei nbursenent Option,
the Controller will pay vendor bills directly or
rei mburse the recipient for expenditure clains
submtted for paynent. The Controller will charge
t he expendi ture account associated with the
recipient's Adm nistrative Fund allocation for
each vendor invoice or recipient claimpaid.

Specific expenditures reinbursed under this option
nmust be supported by docunentation submtted by
the recipient to the accounting office. The
docunent ati on nust include an adequate expl anation
of the business purpose of the expenditure.

2. Checki ng Account Option

Under the Checking Account Option, deposits are
made sem annually to a Regents' bank account

est abli shed for the recipient by Banking Services.
Al ternative paynent schedul es may be approved by
the Controller when requested in witing by the
reci pi ent.
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Mont hl y bank account reconciliations nust be
performed and a copy of the bank statenent and
reconciliation attached to each nonthly

Adm ni strative Fund report.

The accounting records should be kept on a cash basis
under both di sbursement options. (Refer to the
Appendi x, Part C, for a detailed description of the tw
options.)

CHANGE IN ELI G BILITY TO RECEI VE ALLOCATI ONS

If, during the year, an Adm nistrative Fund recipient
is separated fromthe University or otherw se becones
ineligible to receive further paynents or

rei mbursenents fromthe Fund, the Executive Vice

Presi dent - - Busi ness Operations will advise the
reci pi ent and Corporate Accounting that the individual
is no longer eligible to use the Adm nistrative Fund.
In addition, the individual appointed to replace the
separated recipient (either in a permanent or acting
capacity) wll be notified of the date that he or she
beconmes eligible to use the Fund. Corporate Accounting
wi || advise the appropriate Controller of al
eligibility changes.

It is the responsibility of the recipient to notify his
or her local accounting office if a subrecipient
authorized to receive a formal suballocation becones
ineligible to receive further paynents or

rei nbursenents fromthe Admnistrative Fund

I nformati on copies of all correspondence concerning
Adm ni strative Fund allocations should be sent to

Cor por at e Accounti ng.

RECORDI NG EXPENDI TURES

Adm ni strative Fund expendi tures nust be recorded in

t he general |edger by the Controller. These

expendi tures should be charged to the sanme account,
fund, and sub-budget associated with the recipient's
Adm ni strative Fund allocation. For a canmpus recipient
recei ving paynents under the Checking Account Option,
the Controller will transfer the reported expenditures
fromthe cash account to the expenditure account
designated for the recipient. For Oficers of The
Regents and O fice of the President recipients, the
accounting entries required to record the expenditures

2/28/09
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RECORDI NG EXPENDI TURES (Cont . )

in the general |edger wll be nade by Corporate
Accounting. For LBNL recipients, accounting entries
for reported expenditures will be recorded in a
Laboratory | edger. Adm nistrative Fund accounts shoul d
al so be reconciled nonthly in order to tinely identify
errors or inappropriate expenditures. Adm nistrative
Fund accounts should not include a deficit bal ance at
fiscal year end.

To account for the cost of itens purchased in quantity,
an entry al so should be made on an inventory record as
itenms are used, which accounts for the reduction in

i nventory.

Al | owabl e Expenditures

The types of allowabl e expenditures that may be
reinbursed with Admi nistrative Funds are set forth in

t he Appendi x. These expenses include cash contributions
made to non-enpl oyees or external organizations on
behal f of the University, bona fide business travel or
entertai nment expenses of a spouse, and faculty staff

pi cni cs and hol i day gat herings. However, capitalized
itens, such as furniture and equi prment, or works of

art, may not be reinbursed with Adm nistrative Funds.

TREATI NG TAXABLE EXPENSES

Based on docunentation submtted by the recipient or
the subrecipient, the Controller wll determ ne whether
any expenditures are subject to incone taxes. Anounts
determned to be taxable nust not be reinbursed from
the Adm nistrative Fund. Al taxable expenditures
incurred by a recipient nust be paid fromhis or her
per sonal funds.

SURPLUS FUNDS AND/ OR PERSONAL PROPERTY

Up to 25% of a recipient's annual allocation can be
carried forward for use in the next fiscal year; any
unused portion beyond 25% nmust be returned to the
accounting office at the end of the fiscal year. If a
recipient termnates his or her enploynent with the
Uni versity or becones ineligible to receive

Adm ni strative Funds, the bal ance of any unexpended
funds advanced nust be returned to the accounting
office before the recipient's term nation or
ineligibility status becones final.
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I n addition, any personal property purchased with

Adm ni strative Funds, such as supplies or alcoholic
bever ages, nust be inventoried and the property listing
filed with the Controller before the recipient's
termnation or ineligibility date. Possession of the
itens of personal property will be retained by the
departnent for use by the recipient subsequently
appointed to the position or designated to assune
control of the itens.

EXPENDI TURE REPORTI NG

1. Reci pi ent Reporti ng (Checki ng Account Option)

Adm ni strative Fund recipients who use the
Checki ng Account Option nust submt the
appropriate nonthly expenditure reports (for
travel; entertainnent; and gifts, contributions,
and m scel | aneous expenditures) no later than the
45 days following the nonth the expenditures were
i ncurred. For canpus and LBNL recipients, reports
nmust be submtted to the accounting office for
that location. For Principal Oficers of The
Regents and O fice of the President recipients,
reports nust be submtted to Corporate Accounti ng.
(Refer to the Appendix, Part D, for nore

i nformation).

2. Subr eci pi ent Reporting

Expendi tures associated with an Adm nistrative
Fund subal | ocati on nade to a canpus or LBNL
reci pient nmust be reported as foll ows:

a. | nformal Subal | ocati on

When an Admi ni strative Fund recipi ent

aut hori zes another University official to use
the Fund, the subrecipient nmust submt his or
her bills directly to the recipient. The
expenses attributable to the subrecipient

will then be reported by the primary

reci pient on the appropriate Adm nistrative
Fund expenditure report.

b. For mal Subal | ocati on

An Admi nistrative Fund recipient my nake a
formal suballocation of a portion of his or
her allocation to another University
official. 1In such cases, it will be the

2/28/09
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responsibility of the subrecipient to fully
docunent and report all Adm nistrative Fund
expenditures and to return any year-end Fund

surpluses in accordance with the requirenents

applicable to primary recipients.
MAI NTENANCE OF RECORDS

The incone tax regulations require that the University
adequat el y docunent and account for the reinbursenent

of all business expenses, and that the records for such

expenses be retained under the supervision of an
official other than the enployee who is reinbursed for
t he expenses. Under both di sbursenment options, the
appl i cabl e accounting records, nonthly expenditure
reports, and supporting docunentation established in
connection with the Admnistrative Fund wll be

mai nt ai ned under the supervision of the accounting

office for each canpus or LBNL. For Principal Oficers

of The Regents and O fice of the President recipients,
the nonthly reports and supporting docunentation for
reci pients under the Checking Account Option will be
mai nt ai ned by Corporate Accounting. All accounting
records and nonthly expenditure reports nust be
retained in accordance with the retention period

speci fied on those records.

RESPONSI BI LI TI ES

Questions about Adm nistrative Fund policies and procedures,
i ncluding the appropriate use of the Fund or the accounting
treatment of charges nade agai nst the Fund, should be
referred to Corporate Accounting. Questions concerning
Adm ni strative Fund allocations should be referred to the
Vi ce President--Finance.

| V. REFERENCES
Regents Item 503, Dated Septenber 14, 1995.
I nternal Revenue Service Publication No. 463, Travel
Entertai nnent, and G ft Expenses.
Senior Vice President Brady, Menorandumto Chancell ors,
Laboratory Directors, Vice Presidents, and Principa
Oficers of The Regents on Adm nistrative Fund Reporting
Procedures, August 5, 1991.
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Presi dent Gardner, Menorandumto The Regents of the

Uni versity of California on the Adm nistrative Fund,

Sept enber 2, 1992.

Senior Vice President Kennedy, Menorandumto Chancell ors,
Laboratory Directors, Provost Massey, Vice Presidents, and
Principal Oficers of The Regents on Adm nistrative Fund
Reporting Procedures, January 13, 1994.

Presi dent Peltason, Menorandumto Chancell ors, Laboratory
Directors, and Vice Presidents on Policy on University
Menbership in Organi zati ons, Decenber 16, 1994.

Senior Vice President Kennedy, Menorandumto Chancell ors,
Laboratory Directors, Provost and Senior Vice President

King, Vice Presidents, and Principal Oficers of The Regents
on Admi nistrative Fund Reporting Procedures, March 28, 1996.

Senior Vice President Mullinix, Mnorandumto Chancell ors,
Laboratory Directors, Provost and Senior Vice President
King, Senior Vice President Darling, Vice Presidents, and
Principal Oficers of The Regents on Adm nistrative Fund
Reporting Procedures, March 12, 2003.
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Appendi x

UNIVERSITY OF CALIFORNIA
ADMINISTRATIVE FUND REPORTING PROCEDURES

July 1, 2009

The Administrative Fund is furnished under Regents” approval to
meet expenses arising from official University travel, meetings,
entertainment, gifts, and other official business that
contributes to one of the University’s major functions of
teaching, research, patient care, or public service. Expenses
charged to the Fund are subject to the requirements set forth iIn
these Procedures.

Administrative Fund allocations are provided to the Principal
Officers of The Regents and to certain Officers of the University
to supplement their departmental budgets by providing a fund
source in support of their official responsibilities that would
otherwise not be available. Expenses charged to the
Administrative Fund, however, may not result in taxable income to
the Administrative Fund recipient or to another employee.

A. BUSINESS AND FINANCE BULLETINS GOVERNING ADMINISTRATIVE FUND
EXPENDITURES

Administrative Fund expenditures are intended for the
business purposes, and are governed by, the policies and
procedures described in the following Business and Finance
Bulletins (BFBs):

e BFB G-28, Policy and Regulations Governing Travel
e BFB G-41, Non-Cash Gifts to Employees

e BFB G-42, Gifts Presented to Non-Employees on Behalf of
the University

e BFB BUS-79, Expenditures for Business Meetings,
Entertainment, and Other Occasions

B. EXAMPLES OF ALLOWABLE AND UNALLOWABLE EXPENDITURES

The following types of expenditures may be reimbursed from
the Administrative Fund:

1) Expenditures exceeding the allowable per-person amounts
for official business travel, meetings, and
entertainment, without exceptional approval;

2) Bona fide business travel or entertainment expenses of
a spouse or domestic partner, faculty/staff picnics and
holiday gatherings, and tickets (including season

2/ 28/ 09 TL 99
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tickets) to sporting or cultural events, without
exceptional approval;

3) Non-cash gifts presented to non-employees of the
University exceeding the allowable amounts, without
exceptional approval; and

4) Cash contributions made to non-employees or to external
organizations on behalf of the University.

The foll ow ng expenditures are prohibited:

5) The purchase of property or services for personal use
or for a non-business reason;

6) Entertainment expenses that are lavish or extravagant
under the circumstances;

7) Expenses that would result in additional taxable income
to an employee;

8) Monetary contributions to a political campaign or
candidate; and

9) Personal expenses, such as traffic fines or parking
tickets incurred while on University business, or late
fees associated with charge cards.

In addition, furniture, equipment, works of art, and other
business expenses not authorized under the BFBs listed iIn
Section A (above) are not allowable.?!

C. OTHER DISCRETIONARY FUNDS

Recipients of Administrative Funds may have other
discretionary funds available for their use. Such funds may
be used for the purposes described in these Procedures and
are subject to the same regulations and reporting
requirements applicable to Administrative Funds.

D. DISBURSEMENT

Two options are available for the disbursement of an
Administrative Fund allocation:

1. Direct Payment or Reimbursement Option

The preferred method of disbursement is through payment
of a vendor’s invoice, a travel voucher, a corporate
credit card billing, or by reimbursing the recipient.
Under this option, specific expenditures are reimbursed
based on documentation submitted by the recipient to
the accounting office. The documentation must include
an adequate explanation of the business purpose of the
expenditure. The Controller at each location is

1 Such business expenses should be paid from other departmental funds available to the recipient.
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responsible for ensuring that expenditures charged to
the Administrative Fund are properly documented.

2. Checking Account Option

Under this method of disbursement, periodic deposits
are made to a Regents’ bank account established for the
recipient the Controller. The Checking Account Option
is available only to the President, the Chancellors,
and the Lawrence Berkeley National Laboratory (LBNL)
Director.

Under the Checking Account Option, the recipient 1is
required to submit the appropriate Administrative Fund
monthly expenditure reports to the accounting office as
provided below (Section E, Administrative Fund
Reporting (Checking Account Option).

E. ADMINISTRATIVE FUND REPORTING (CHECKING ACCOUNT OPTION)

Recipients of Administrative Fund allocations who use the
Checking Account Option must submit monthly expenditure
reports no later than 45 days following the month in which
the recipient incurred the expenditures. Each expenditure
report must be accompanied by adequate substantiating
documentation, which must be retained by the accounting

office. In addition, an adequate explanation of the
business purpose of the expenditure must be included iIn each
report.

Recipients must maintain Administrative Fund accounting
records on a cash basis. Only those expenditures actually
paid should be included on the monthly expenditure report
submitted to the accounting office. For split-funded
expenditures, the recipient should report only that portion
of the expenditure to be charged to the Administrative Fund.
For campus or LBNL recipients, the local accounting office
is the office of record. For Officers of The Regents and
Office of the President recipients, the Vice President—
Finance, Corporate Accounting, is the designated office of
record.

Recipients using the Checking Account Option shall submit
the following applicable monthly expenditure reports, or
equivalent campus paper or electronic reports, to the
accounting office:

e Administrative Fund Travel Report, Form UFIN 108
(Exhibit 1)

e Administrative Fund Entertainment Report, Form UFIN 109
(Exhibit 11)
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Administrative Fund Gift, Contribution, and
Miscellaneous Report, Form UFIN 110 (Exhibit I111)
Administrative Fund Summary of Expenditure Reports,

Form UFIN 107 (Exhibit V), signed by the Administrative
Fund recipient.

(Exhibit 1V summarizes elements required for substantiation
of travel, entertainment and gift expenditures.)

These reports are available on the Accounting Manual web
site at:

http://www._ucop.edu/ucophome/policies/acctman/a-253-27 _pdf.

Checking account recipients should also submit with each
report a copy of the bank statement, a copy of the General
Ledger, a log of outstanding checks, and a receipt or
invoice for each expenditure.

EXPENDITURE GUIDELINES

1.

Travel

Travel expenses that may be reimbursed from the
Administrative Fund include those expenses incurred in
an official capacity that exceed the amounts
reimbursable or require exceptional approval under BFB
G-28, Policy and Regulations Governing Travel.
Expenditures reimbursed from the Administrative Fund
must comply with the regulations in G-28, including
those regulations governing first-class airfare,
personal travel, foreign travel, etc. For example,
business or fTirst-class travel or other higher-cost
service, including class upgrade capability, may only
be authorized under the circumstances set forth iIn G-
28.

Entertainment

Entertainment and meeting expenses that may be
reimbursed from the Administrative Fund are those
incurred In an official capacity that exceed the
amounts reimbursable or require additional under the
procedures set forth in BFB BUS-79, Expenditures for
Business Meetings, Entertainment, and Other Occasions.
The Administrative Fund shall not be used to pay for
any meal or other entertainment expense that is lavish
or extravagant under the circumstances. Under IRS
regulations, an expense which iIs reasonable in light of
all the facts and circumstances is not considered
lavish or extravagant. An expense is not considered

2/28/09
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extravagant merely because it exceeds a Tixed dollar
amount or involves first-class accommodations or
services. BUS 79 includes examples of relevant facts
and circumstances that would warrant the approval of
exceptions to the standard meal rates.

Entertainment expenses incurred by a recipient on
behalf of his or her spouse or domestic partner must
comply with the Tax Guidelines Governing Expenses of an
Associate of the President/Chancellor issued by the
President on November 7, 2007. The Tax Guidelines are
published as Appendix C of BFB G-45, Implementing
Requirements on Expenses Incurred in Support of
Official Responsibilities of the President and
Chancellors.

3. Non-Cash Gifts to Employees

Non-cash gifts that may be reimbursed from the
Administrative Fund include gifts presented to
employees iIn accordance with the procedures set forth
in BFB G-41, Employee Non-Cash Awards. Non-cash gifts
to employees are limited to the purposes and per-person
amounts designated in the policy.

4. Gifts and Contributions Made on Behalf of the University

2/ 28/ 09

a. Non-Cash Gifts

Non-cash gifts made to non-employees or external
organizations that exceed the amounts reimbursable
under the procedures set forth in BFB G-42, Gifts
Presented to Non-Employees on Behalf of the
University, may be reimbursed from the
Administrative Fund.

b. Cash Gifts and Contributions

Cash gifts and contributions made to non-employees
or external organizations may be reimbursed from
the Administrative Fund when the gifts or
contributions are made on behalt of the
University. Cash contributions include
sponsorship tables at civic, educational,
cultural, and charitable events.

(1) Reimbursement Requirements
Cash gifts or contributions will be permitted

only 1f 1t can be demonstrated that the gift
or contribution benefits the University or 1is

TL 99
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clearly necessary to the University’s
fulfillment of i1ts role as a good community
citizen. A transmittal letter, written on
official University letterhead, stating that
the gift or contribution was provided to the
recipient “on behalf of the University of
California . . .” must accompany all gifts
and contributions made to outside individuals
or organizations. The business reason for
making the gift or the nature of the business
benefit derived or expected to be derived by
the University must be substantiated on:

e The check request form or equivalent
electronic form (for recipients using the
Direct Payment Option); or

e The Administrative Fund Gift,
Contribution, and Miscellaneous Report
(for recipients using the Checking Account
Option).

Documentation Requirements

In most cases, the promotion of goodwill in
the University community is an acceptable
business purpose with respect to cash gifts
or contributions. The title or occupation of
the gift recipient also must be i1dentified iIn
order to establish the business relationship
to the University. The cost of such gifts
must be reasonable in relation to the actual
or expected benefits. As documentation that
a gift to an outside individual or
organization was made on behalf of the
University, a copy of the transmittal letter
to the gift recipient must be submitted with
the monthly expenditure report or with the
substantiation documentation required for
reimbursement.

Prohibited Cash Gifts

Administrative Funds shall not be used to
make a contribution to any political campaign
or candidate or to any political party,
committee, or group engaged in any attempt to
influence the general public with respect to
legislative matters, elections, or
referendums. Indirect political
contributions, such as admission payments
made for a dinner, gala, cocktail party,

2/28/09
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inaugural ball, picnic, or similar event,
also are not reimbursable 1t any part of the
proceeds of the event inures to or is for the
use of a political party or candidate.
Admission payments also include any separate
charges for food or drink at an event. Gifts
made for a personal or other nonbusiness
reason are not reimbursable from the
Administrative Fund.

5. Quantity Purchases and Season Tickets

Quantities of food or beverages and related items may
be purchased with Administrative Funds iIn order to
simplify the planning of official events and to take
advantage of favorable pricing on quantity purchases.
Also, season tickets to sporting, theatrical, or
musical events may be purchased for the use of
individual tickets as official entertainment or as
occasional gifts.

An Administrative Fund Inventory Record for Quantity
Purchases (Exhibit VI) for each quantity purchase
(e.g., tickets, beverages, etc.) should be maintained
and reported to the accounting office at fiscal year
end. With respect to supplies and alcoholic beverages,
because maintaining a precise record of per unit cost
or the number of items used for a particular event may
be unduly burdensome, a reasonable estimate of the
quantities used and the associated cost may be entered
on the Inventory Record. When purchasing in quantity,
recipients should limit the quantity of i1tems purchased
to an amount no greater than that which they expect to
use within the fTiscal year. This requirement applies to
all recipients, regardless of whether the Direct
Payment Option or the Checking Account Option is used.

G. ACCOUNTING AND AUDITING PROCEDURES

1.

2/ 28/ 09

Disposition of Unexpended Balances

Up to 25% of a recipient’s annual allocation may be
carried forward for use in the next fiscal year; any
unused portion beyond 25% must be returned to the
accounting office at the end of the fiscal year. For
recipients using the Checking Account Option, the
unexpended funds must be returned by the recipient to
the local accounting office when the June 30 report of
expenditures is filed. |IfT the recipient terminates
employment with the University or becomes ineligible to
receive Administrative Funds, any unexpended balances
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must be returned before the recipient’s termination or
ineligibility status becomes final.

Audit

The Regents” internal and external auditors will review
the use of the Administrative Fund and documentation
supporting expenditures paid from the Fund. The local
accounting office serves as liaison with the auditors.

H. RESPONSIBILITIES

It is the responsibility of the recipient to adequately
document all expenditures charged against the Administrative
Fund and for checking account recipients to ensure that the
monthly expenditure reports are fTiled In a timely manner
with the appropriate accounting office.

The Controllers shall be responsible for the following:

Reviewing the monthly expenditure reports and
supporting documentation for compliance with these
Procedures;

Ensuring that expenditures are recorded in the General
Ledger;

Ensuring that recipients comply with the limitation on
balances carried forward to the next fiscal year;

Maintaining the accounting records in accordance with
the document retention schedules; and

Ensuring that The Regents” bank accounts are reconciled
for any recipients using the Checking Account Option.

Questions concerning the requirements detailed in these
Procedures should be referred to the Vice President—Finance.

TL 99
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Exhi bit |
University of California Name
Administrative Fund
Travel Report Title
UFIN 108 (1/03)
Travel
Date of Departure Date of Return Destination
University purpose of trip (Business purpose of spouse travel, if applicable)
- Date Date Date Date Date | Date | Date
Description of Expense Totals
1 Airfare, Rail, etc.
2 Auto Rental
3 | Misc. Travel Expenses
4
5
6 Lodging
7 | Meals
8
9
10
11
Explanations
P Total:
Travel
Date of Departure Date of Return Destination
University purpose of trip (Business purpose of spouse travel, if applicable)
L Date Date Date Date Date Date Date
Description of Expense Totals
1 | Airfare, Rall, etc
2 | Auto Rental
3 Misc. Travel Expenses
4
5
6 Lodging
7 Meals
8
9
10
11
Explanati
xplanations Total-
Retention Period: Office of Record - Accounting - 5 years
Other copies - 0 to 5 years
2/ 28/ 09 TL 99
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Exhibit 11
University of California Name
Administrative Fund
Entertainment Report Title
UFIN 109 (1/03)
Entertainment
University Purpose of Entertainment Date of Event

Persons entertained: Include titles and relationship to University

List each expenditure separately showina Type (meals. beverades, caterina. etc.). Location (name and address). and Amount.
Type Location Amount
1
2
3
4
5
6
Explanations
Total »
Entertainment
University Purpose of Entertainment Date of Event
Persons entertained: Include titles and relationship to University
List each expenditure separately showing Type (meals, beverages, catering, etc.), Location (hame and address), and Amount.
Type Location Amount
1
2
3
4
5
6
Explanations
Total »
Entertainment
University Purpose of Entertainment Date of Event
Persons entertained: Include titles and relationship to University
List each expenditure separately showing Type (meals, beverages, catering, etc.) Location (name and address) and Amount.
Type Location Amount
1
2
3
4
5
6
Explanations
Total »
Retention Period: Office of Record-Accountina - 5 vears Other

TL 99 2/28/09
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Exhibit 111

University of California Name
Administrative Fund

Gift, Contribution, and Miscellaneous Report Title
UFIN 110 (1/03)

Gifts, Contributions, and Miscellaneous Expenses

Recipient and Relationship Date

Reason

Description

Explanation

Total »

Gifts, Contributions, and Miscellaneous Expenses

Recipient and Relationship Date

Reason

Description

Explanation

Total »

Gifts, Contributions, and Miscellaneous Expenses

Recipient and Relationship Date

Reason

Description

Explanation

Total

Gifts, Contributions, and Miscellaneous Expenses

Recipient and Relationship Date

Reason

Description

Explanation

‘ Total

Retention Period: Office of Record-Accounting - 5 years
Other copies - 0-5 years.

2/ 28/ 09 TL 99
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Exhibit 1V

Administrative Fund
Summary of Elements to be Substantiated

Elements to be

For Expenditures for

For Expenditures for

For Expenditures for Gifts

Substantiated Travel Entertainment

Amount Amount of each expenditure Amount of each separate Cost of Gift.
for transportation, lodging, expenditure, incidental items
and meals. Permissible to such as telephones, etc., may
aggregate incidental be aggregated on a daily
expenses in reasonable basis.
categories, such as tips for
services, taxis, etc.

Time Dates of departure and Date of entertainment or use Date of gift.
return for each trip, and of a facility for entertainment.
number of days attributable (Duration of business
to business activities. discussion.)

Description Not applicable. Not applicable. Description of gift.

Business purpose

Business relationship

Business reason for travel
or nature of business
benefit derived or expected
to be derived.

Not applicable.

Business reason or nature of
business benefit derived.
Nature of business discussion
or activity if entertainment is
other than "business meals."

Occupations or other
information, such as names or
designations, about persons
entertained which establishes
their business relationship to
the University. (Identification
of persons entertained who
participated in business
discussion.)

Business reason for
making the gift or nature of
business benefit derived
or expected to be derived.

Occupation or other
information, such as name
or other designation, about
recipient which establishes
business relationship to
taxpayer.

a. Expenditures of $75 or more
b. Each expenditure for lodging while traveling away from home

Copies of receipts, or invoices and canceled checks, must be submitted for:

Documents already submitted with a University Travel Expense Voucher need not be resubmitted.

TL 99
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Exhibit V
University of California

Administrative Fund
Summary of
Expenditure Reports

UFIN 107 (1-03)

Name

Title

Total Expenditures For the Month of , 20
Amount
Business
Business Travel of Spouse
Sub Total

Total Entertainment

Total Gifts, Contributions, And Miscellaneous

Total
Expenditures
(Reports Attached)

| certify that the expenditures detailed on the attached forms and summarized above were
incurred for University business purposes, and include no payments for my personal benefit.

Date:
(Signature of reporting executive)
Number of Forms Attached
Travel Entertainment Gifts, Misc. Total

Retention Period:  Office of Record - Accounting - 5 years

Other copies - 0-5 years

2/ 28/ 09
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Exhi bit Vi

Administrative Fund

Inventory Record for Quantity Purchases

Item purchased:

Cost:

Number of
items:

Reason for purchase:

Reported on Administrative Fund Summary:

Month Year

Note: A separate inventory sheet should be prepared for each quantity purchase.

Item Used Month/Year Purpose and Name Balance
() ltem Used of Recipient(s) (+)

TL 99 2/28/09






