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Lodging - Guideline
Responsible Office:	MEDFIN Finance and Administration	 
Guideline Sponsor:	Gina Kozak						
Effective Date:		04/06/2026


Scope
This document establishes guidelines for Yale School of Medicine (YSM) department business offices (DBO) regarding various lodging expense scenarios.
Guideline Purpose
The purpose of this guideline is to clarify the requirement for including itemized lodging receipts as support for expense reports, clarify shared lodging reimbursements, and to test for reasonableness when lodging is prepaid and/or an itemized receipt is unavailable. 
	
Definitions
[bookmark: _Toc425171621]N/A
[bookmark: _Toc427373286][bookmark: _Toc425171622][bookmark: _Toc425171625]Guideline Sections 
Operational Scenarios (Questions & Recommendations)
Question: Are DBOs allowed to require itemized lodging receipts from travelers? 
Recommendation: Yes. Though not explicitly stated within Policy 3301 Travel on University Business, itemized receipts are required for lodging expenses as noted in the related procedure, 3301 PR.01 Travel Arrangements for University Business. Refer to Section 1.2 for recommendations when lodging is prepaid and there is no itemized receipt.
[bookmark: _Toc425171623]Question: As a reviewer of expense reports, how do I know if a lodging charge is reasonable when it is prepaid, has no accompanying itemized receipt, and the hotel cannot provide an itemized receipt?
Recommendation: While the reviewer can make the assumption that incidental charges (e.g., food, beverages, laundry, etc.) would not be included in addition to standard room charges when using sites where prepayment is required (e.g., Expedia, Orbitz), it is important to test the room rate for reasonableness, as the room type and potential room upgrade charges would not be visible on a summarized receipt. 
If the traveler is prepaying, during the booking process, they should submit proof of rates for at least three other various lodging options in the same geographical location for the same length of stay for the correct occupancy (e.g., single). This can be accomplished by saving dated screenshots of rates for comparable accommodations. While the traveler is not required to choose the lowest rate, it should be reasonable when compared to the other options. 

Additionally, for travel in the continental United States (U.S.), the reviewer may use the U.S. General Services Administration’s federal per diem rates in effect at the time of travel as a benchmark. Per diem rates for Alaska, Hawaii, U.S. Territories, and foreign destinations may be found here. 
Question: As a reviewer of expense reports, if an individual traveling to a conference chooses to stay at a hotel outside of the lodging option at the conference site, how do I know if the lodging charge is reasonable?
Recommendation: Similar to the recommendation in Section 1.2, the traveler should submit proof of rates for at least three other various lodging options in the same geographical location as the conference for the same length of stay for the correct occupancy (e.g., single). This can be accomplished by saving dated screenshots of rates for comparable accommodations. While the traveler is not required to choose the lowest rate, it should be reasonable when compared to the other options. These off-site rates should be compared to the lodging rates at the conference site. 
Question: As a reviewer of expense reports, how do I know if lodging fees for an Airbnb or Vrbo property are reasonable? 
Recommendation: Fees charged from Airbnb and Vrbo may include charges to cover cleaning, pets, administrative costs, etc. They may also vary by property and be at the discretion of the property host. A breakdown of the fees is available during the booking process and should be compared to other properties in the area when making the reservation. These fees can be as much as 50% of the subtotal (i.e. room rate total) and should be considered as part of the total price when evaluating the lodging expenses for reasonableness. 

If there are other available properties that are comparable in size, the traveler should submit as support a breakdown of the rates with a comparison to at least three of those other properties in the same geographical location for the same length of stay. 
Question: How do I reimburse a single traveler who stayed at an Airbnb or Vrbo property with others outside of the department and/or outside of Yale University and was required to pay with one credit card?
Recommendation: There are various options for reimbursement:
Option 1: Use a Pcard to reserve the property, and then collect the overage from the other individual through internally charging the other departments’ chart of accounts (COAs) or through invoicing other organizations using the Workday Invoice Template - Form in PolicyTech and submitting to ysminvoicing@yale.edu.
Option 2: If there is a dollar cap for travel (e.g., for residents), the individual paying submits up to the cap of “X” individuals. As part of the supporting documentation for the expense report, ask each individual to confirm that they stayed at the property, and attach those communications as supporting documentation.  Anything over the cap would be up to the individual to collect from the others. When preparing the expense report, ensure that it is noted that this is a reimbursement for business expenses, so that the individual submitting the expenses is not taxed.
Option 3: Have the individual pay for the lodging expenses and have the other residents pay him directly via e-payment (Venmo, PayPal, etc.). Then, each of them would present the receipt of their electronic payment and be reimbursed separately. This option may be considered if each individual is required to track expenses against their travel stipends.
Question: If using World Travel, Inc. (WTI) to book travel, will my lodging expense be flagged by the system if not deemed reasonable? 
Recommendation:  World Travel, Inc. will note when travel expenses are not within Yale University (the university) policy and federal grant regulations; however, this does not include lodging expenses. Refer above to the recommendation in Section 1.2 for the reasonableness test to be performed by the DBO. 
Question: As an expense report reviewer, how do I determine whether there are “hidden” conference registration fees within a prepaid lodging receipt?
Recommendation: To determine whether there are “hidden” conference fees, inquire directly with the traveler. The preference would be to split the charges between registration fees and lodging; however, when conference fees are combined with lodging, and a detailed receipt cannot be provided, the DBO should classify the entire total as conference and seminar expenses (Ledger Account 81047: Conferences and Admission Expense / Spend Category Conference & Seminar Attendance (SC257)). Furthermore, if there is a meal included with the conference fee that is not segregated on the receipt (or is noted but with a $0 charge attached), it is acceptable to classify those amounts as conference and seminar expenses as well.
Special Situations & Exceptions
Exceptions to this guideline must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to ysmcontroller@yale.edu.

Roles & Responsibilities
YSM Controller’s Office
· Interpretation and guidance

Contact Information 
· [bookmark: _Hlk497987165]YSM Controller’s Office: ysmcontroller@yale.edu
· Yale Travel management: travel@yale.edu

Related Information
Policy 3301 Travel on University Business
Procedure 3301 PR.01 Travel Arrangements for University Business
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