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[bookmark: _Toc425171621]Reference Document Purpose
The purpose of this reference document is to address frequently asked questions regarding the information located within the YSM Travel and Entertainment Requirements - Guideline and other Yale University (the University) travel policies and procedures.
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GENERAL

Question (Q): Is the YSM Travel and Entertainment Requirements - Guideline effective even if the department is using discretionary funds to pay for the travel or meals?

Answer (A): Yes, as noted within the Scope paragraph of the YSM Travel and Entertainment Requirements - Guideline , the guidelines are effective regardless of funding source.

Q: The department has funding from gifts; therefore, are the limits still required to be followed?

A: Yes. Regardless of funding source, the department is required to remain within the guideline’s limitations.
Q: When using a personal credit card, are we required to request a copy of the redacted credit card statement as proof of purchase?

A: At a minimum, the requestor must submit a legible receipt that shows both (1) proof of payment and (2) the method of payment used. The receipt must match the reimbursement amount requested.  If the Department Business Office (DBO) requires additional proof of purchase and requests a credit card statement, the individual may provide a statement showing only the last four digits of the card number and only the line item for the transaction being reimbursed.  For first-time reimbursement requests using a personal credit card, the DBO may request documentation showing the cardholder name and last four digits to confirm a match. This additional documentation should not be required for future purchases made with the same account.





MEALS
Q: Are fees (e.g., tips, delivery fees, etc.) included in the $15 per person limit for lunches?

A: Yes. The total price of the meal includes any additional fees. The per person amount will increase to $20 on 7/1/2026.

Q: What are the criteria for a business meal justification (subject to the $125 per person limit)? 
A: Per the Expense Limits - Reference document, dinner with external attendees may use the University’s per person meals limit of $125 per University Policy 3302 Business Meals, Entertainment, and Other Social Events. Typically, this type of spending would be reserved for faculty recruitment meals. 

Q: If the department has someone visiting who attends breakfast or lunch, does the $15 per person limit still apply?

A: In general, meals with visitors/outside individuals would be considered business meals. In the instance of a visit of a potential recruit or speaker, it is acceptable to classify that as a business meal versus a breakfast or lunch; however, individuals should continue to attempt to stay as close as possible to the federal per diem amounts for New Haven when dining locally.
Q: Is there a per person limit for breakfast?

A: The department should treat breakfast as you would lunch and therefore should not exceed more than $15 per person. The per person amount will increase to $20 on 7/1/2026.

Q: The department has focus groups for its students and provides lunch. Does the $15 per person limit apply?

A: Yes. The $15 per person limit would apply to students in this scenario. The per person amount will increase to $20 on 7/1/2026.

Q: The department holds virtual meetings for its lab staff where meal vouchers are provided. For lunches, would the $15 per person limit apply?
A: Yes. The voucher should not exceed $15 per person. The per person amount will increase to $20 on 7/1/2026.

Q: Is the department allowed to purchase bulk snacks and drinks for in-office lunches?

A: Bulk purchases of drinks and snacks (e.g., chips, etc.) are allowed as an option to be served with individual in-office lunches in an effort to reduce overall costs. The department is not required to include these expenses as part of the $15 per person cost for lunch. 
Q: When is it acceptable for a family member (e.g., spouse/significant other) to attend a recruitment dinner?
A: It may be deemed acceptable for a family member (e.g., spouse or significant other) to attend a dinner that was for the purpose of recruiting a potential faculty member if the dinner was being hosted at the current faculty member’s home or if the spouse/family of the recruit is attending the dinner and it would be beneficial for that family member to be present in an effort to assist in educating the recruit and their family about their experience as members of the University community. The DBO must receive approval prior to the event from its Lead Administrator and forward that approval to the YSM Controller’s Office (ysmcontroller@yale.edu) for review and approval by the Deputy Dean, YSM Finance & Administration.
Q: If members of the department are attending a business meal with a visiting faculty member, are they allowed to purchase alcohol other than beer and wine?

A: Yes, so long as the per person cost is within the $125 limit.
Q: For dinners where only internal members of the Yale University community are in attendance, does the $125 per person business meal limit apply?

A: The department should use the federal per diem amounts as a guide when dining locally without external parties as opposed to the $125 per person business meals limit.




Q: When does per diem allowance begin and end when traveling?
A: Per diem reimbursement generally begins on the first day of the necessary travel and ends on the last day of the necessary travel. For instance, if the individual is traveling to a conference that begins Monday morning in California and ends midday Wednesday, it would be reasonable for the per diem reimbursement to begin the day before the conference and end the evening of the conference. However, if the conference ends on Wednesday evening, it is reasonable that the per diem allowance is extended to Thursday to accommodate for next-day travel time. 

It is generally not acceptable for an individual to request reimbursement more than one day before and after the business meeting or conference; however, all situations are not uniform, and distance from campus, travel time, etc. may be considered. If an individual stays at their destination for a significant amount of time before or after a conference or business meeting for personal reasons, those expenses are deemed to be personal and not reimbursable by the University. 

Please also refer to University Policy 3302 Business Meals, Entertainment, and Other Social Events for per diem reimbursements for guidance related to travel greater than 30 days. 
Q: When being reimbursed based on a per diem allowance, does the DBO have to attach the supporting documentation from the per diem guides?
A: Per 3215 PR.02 Yale Expense Management (PCard and Out-of-Pocket Expenses), federal per diem rates are updated periodically. Be sure to use the rates in effect on the dates of travel. It may be helpful to attach a copy of the pertinent per diem rate web page. Department business managers are responsible for monitoring correct use of per diem rates.
Q: If the traveler is being reimbursed for actual meals expenses, does the DBO have to submit the per diem guide as supporting documentation?
A: The best practice would be to attach supporting documentation from the per diem guides to support the DBO’s reasonableness review, but this is not a requirement. However, the explanation that accompanies the expense report must contain sufficient details, which should include references to the prescribed per diem guides/rates if not already attached.
Q: What does the DBO do if the individual is traveling internationally and the town/city is not listed as a per diem option in Workday?
A: If a town/city is not listed in Workday, the department should use the nearest listed location’s per diem rate.
Q: A traveler has food restrictions, and the conference doesn’t offer meals to accommodate that food restriction. Do they have to provide any additional documentation to be reimbursed?
[bookmark: _Hlk190163038]A: Yes. Replacement meals are generally not considered reimbursable. The traveler should first ensure that attempts have been made with the conference organizers to accommodate food restrictions. If the accommodation cannot be met, the DBO must review documentation to support the traveler’s restrictions. If restrictions are based on medical conditions, for privacy reasons and possible violations to the Health Insurance Portability and Accountability Act (HIPAA), this documentation is not required to be attached to the expense report, but documentation noting the DBO’s review must be included in the supporting explanation on the expense report for the meal to be reimbursable. Supporting documentation must not be accessed by anyone who is not HIPAA compliant; therefore, maintaining the documentation on a departmental shared drive may not be the best practice.
Q: The individual is traveling and conducting field research while attending a conference. What supporting documentation should be submitted to show expenses related to meals for the conference versus those meals/snacks being purchased for the research portion of the trip?
A: In this instance, while the preferred method of reimbursement for individual travel meals is to use per diem allowances, the traveler should use actual meals expenses and clearly state the business purpose for each meal. A conference brochure is required to be attached, which would indicate the timeframe the individual was in attendance and should be used to determine appropriateness (e.g., purchasing breakfast on the way to the conference is likely not attributable to the research portion of the trip.). Grant allowability must be considered, and the traveler must keep and submit detailed notes attesting to the times and locations of the field research. Those notes should be used to determine the appropriateness of the allocation of expenses amongst funding sources and be attached to the expense report(s).
Q: What is reasonable and acceptable for delivery food (Uber Eats, Grubhub, DoorDash, etc.) service fees?
A: Delivery and service fees may vary based on factors such as delivery app, location, restaurant type, proximity to restaurant, and order size. However, consideration must be given to the limits noted per the YSM Travel and Entertainment Requirements - Guideline  and the Expense Limits - Reference document, as delivery fees are considered part of the per person dollar limits. 
Q: If it is unclear, per a conference agenda, as to whether a meal was provided or that a break was given for the individual to purchase their own meal, how should the DBO proceed? 
A: If the conference materials are unclear and the traveler has submitted reimbursement for a meal, the DBO should obtain a written attestation from the traveler stating that the meal(s) were not provided as part of the event. This attestation should be attached to the expense report.
Q: What amount is appropriate to tip on a business meal?
A: On average, standard tips are approximately 20% of the bill’s total; however, consideration must be given to the limits noted per the YSM Travel and Entertainment Requirements - Guideline  and the Expense Limits - Reference document, as tips are considered part of the per person dollar limits.

EVENTS
Q: Per University Policy 3302 Business Meals, Entertainment, and Other Social Events, related costs (e.g., venue rental fee, linens, costs of bartender/servers, and tip) in addition to food and beverage are included in the $125 per person limit. Is the department required to include these items in the $100 per person limit for receptions and social events?

A: Yes. All items that were previously included in the per person rate must still be included in the limits per the YSM Travel and Entertainment Requirements - Guideline . The following guide notes the related costs to be considered for inclusion/exclusion in this dollar limit as it relates to business meals, receptions, and other social events.





	Included in per person limit
	
Excluded from per person limit

	Food
	DJ

	Drink (including alcohol)
	AV equipment

	Venue rental fee / room fee
	Flowers

	Linens
	Decorations

	Costs for server / bartenders
	

	Tax
	

	Tip
	




Q: When hosting an event that provides more than one meal to each attendee, how would the department apply the per person dollar limits? Would the limit of $125 per person be used for the entire event?

A: The total for a reception or day-long/multi-meal social event (e.g., a retreat) is limited to $100 per person per the YSM Travel and Entertainment Requirements - Guideline . For questions regarding a specific event, please contact ysmcontroller@yale.edu and include the pertinent details with your request (e.g., vendor quotes, etc.).

AIR TRAVEL
Q: If a traveler’s flight qualifies for business class per 3301 PR.03 Air Travel, and the traveler selects a premium business class fare (e.g., Delta One, United Polaris, Jet Blue Mint, British Airways Club World, etc.), how should the department review for cost reasonableness?

A: For premium business class flights, at least three comparable flight comparisons should be presented to the business office for review prior to booking travel using a travel service website or portal (e.g., Expedia, World Travel, etc.) which may include flights from various airlines. The business office is not required to obtain approval  from the YSM Controller’s Office when determining reasonableness (and allowability, so long as a business class fare is allowable per the aforementioned University procedure); however, as a reminder, flights in a “premium economy” type class are often comparable to traditional business class from an amenities perspective, and in terms of cost savings, we strongly encourage selecting those types of fares in place of premium business when available and practical.

Contact Information 
· YSM Controller’s Office: ysmcontroller@yale.edu 
Version History
· 4/03/2026: Added in FAQs from unpublished “Meals – Guideline” and added section 4. For Air Travel, as YSM is no longer restricting the booking of premium business classes. YES T&E Guideline document has been updated accordingly to note that YSM will follow University policy. 
· 3/17/2026: Incorporated information and Q&A from draft Meals procedure and guideline that were developed prior to the issuance of the TSM T&E Guideline and never published. 
· 6/26/2025: Added per diem guidance for dinners with internal Yale employees, added General section re: funding sources, and added Q&A re: bulk purchases of snacks and drinks.
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