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Policy Statement

The University is accountable to funding providers and the general public in ensuring that funds at its disposal are used
for the purposes for which they were intendieé. University covers the cost of entertainment expenses incurred by
membesof faculty and staff in support of the Universitye
and appropriately documentetihis policy is in addition to the travel policy which provides guidance on meal expenses

for travel outside of th¢RM and vicinity on official University business

Reason for Policy

The purpose of this policy is to define the framework within which University funds may be spent by Academic and
Administrative Members aron-travel related entertainment and meal egpgnspecifically on campus or in the HRM
and vicinity. This policy applies all circumstancesgardlessf the source éfinds QOperating, Researdbonoror

Special Purpose funds

Policy Applies to
A All units of thé&Jniversity

Who ShouRead this Policy
A All members of theniversity community

Contacts
Approval authorityBoard of Governors

Detail on policy meanings and application: Office of Finance and Administrati®d&0D
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Definitions

Business Meal An expense for meals where student(s), staff and faculty and/or other external
parties are present for the purposes of conducting substantial and bona fide
business on behalf of the University. Examples may include a Public Lecture
Donor,Speaker, or \fisng Artist.

Entertainment Expenses: Expenses for food andfamn-alcoholidbeverages where the primary purpose of

the gathering is social in nature such as extending hospitality tcaciadamics,

artists, researchers, benefaaors other individuals or growgsiting the

University on business mattelsu e t o NS CADeés-profinx st atus a

charitable and educational institution it is expected that all NSCAD academic and

administative staff exercise care in incurring entertainment and meal expenses.
Approver: The person who is authorized to approve
Claimant: The individual that is submitting an expense claim for reimbursement or

University cred cardagi.

1. Responsibilities
1.1. The expense claimant is responsible to ensure that claims for Umigatsityd entertainmeakpenses are
prepared and submitted inardance with University policies

1.2. Individuals authorized to approameexpense claif@pproverand related documentation are responsible to
ensure that the expenses are for University business purposes and are in accordance with University policy.
Approvers responsibilities includeensarg t hat the cl ai mantés expenses th
1 Are business related and for NSCAD University purposes only.

1 Arereasonable based on explanations provided by the claimant.
1 Inthe most economical manner.

1 Arein compliance with all policy and pdoces of the University.

1 They are not personal expenses.

The Policy

2. Business meals

2.1. Businesmeals (External)
2.1.1.The University will allow expenses for business meals involving external parties when the primary
purpose of the meeting is to discuss University business and it is necessary to provide a meal while the
meeting is being held. Approval for expenses ahgetings must be obtained in advance by one of
the Seniokeadershifeam

2.1.2.The cost of business meaid refreshmentaust be reasonaldad limited If in doubt about what
constitutes a reasonable expense, please discuss with the&m&hipnembe providing the
advance approval of the expense.
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2.2. Alcoholicheverages
2.2.1.The cost of a prudent amount of alcoholic beverages may be considered an allowable expense under the
following circumstances:
1 Where the primary purpose of the event is-faisihg, fostering mutually beneficial community
partnerships or international oeéch.
1 Established annual University events authorized by the President (e.g., employee recognition awards,
volunteer recognition events, retirement dinners).
1 Hosting official visitors to the University, including candidates for employment.
9 Liquor served diISCADmust be consumed in a licensed area of the campus and be arranged
through theFacilities Departmenfiny other means of providing alcohol on campus is prohibited
since it would be contrary to the Nova Scotia Liquor Control Act.
2.2.2.Preapprovafroma member of thgeniorLeadershif eamis requiredor the purchase ahyalcohol
on university credit cardad prior to reimbursement of expenses

2.3. Workingmeals (Internal)
2.3.1.Meals with other NSCAD University éagpes in local restaurants are not reimbursable. Local meals
with colleagues should be considered a personal expenseaaniéssdemonstrated thiae business
being conducted is such that it cannot be done in the office. An explanation of thelgdken
meeting could not take place in the office must be provided to thé &mhéoship Teamemberpre-
approving the expense and permission must be obtained in advance.

2.4. Workshopsindcommittee meetings

2.4.1.Beverages/refreshments for workshops aregséislavhen preapprovedy a member of the Senior
Leadership Team

2.4.2.Mealsmay be provided when appropriate for the time and duration of the event and should be
purchased within the approved departmental budget. Examples include Publisdreztusmployee
workshopsPortfolioDays Board Committee meetings.

2.4.3.1f meetings are to be held over lunch periods or for long periods of time it is advisable to inform the
participants in advance whet her Ibetsuppliedl I be a abr

2.5. Nonreimbursablentertainment andnealexpenses
2.5.1.Mealsand refreshmentsith other NSCAD academic atininistrative staff in local restaurants
252Cost of personal celebrations such as birthdays,
other similar occasions will not be reimbursed. Members of the University are precluded from providing
gifts from University funds in recognition of efnyhese occasions.
2.5.3.Any entertainment and meal expenses not approved in advance by a mentBemimfltbadership
team.

3. Visitor and guest accommodations

3.1. Hotel a&acommodations
3.1.1.When thdJniversity is hosting a guest who is condusatingtantial and bona fide business on behalf of
the University, the Universitll pay for hotel accommodations with select Halifax providers (those
with prenegotiatedate arrangementsyhe arrangement made with the hotel provider should ensure
that room service, restaurant bills and other additional service costs are not billbdvter Hitg.
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3.1.2.Hotel accommodation expenses must be approved in advance by a member ofltbedeesiop

Team or Managing Director.
3.1.3.The visitor or guest should havean employment contraatith NSCAD

3.2. Gratuitous acommodations
3.2.1.Where a fultime University employee provides lodging in their private residentmifezraity
visitor(s)r guest(sthe University will reimburse the employee up to $2igter Gratuitous
accommodations expenses must be approved in advance by a member oflthadtesiii eam
and can only be fowisitors andjuestsvho areconducting substantial and bona fidsiness on behalf

of the University.
4. Entertainment and other social events

4.1. Employeeecognition fetirement
4.1.1.A group luncheon or modest reception may be held by a department or the University to recognize

service of its employees. Departments that wish to hold an independéot anesmhfpyee
departing the University after more than 10 years of service must obtain prior approval by a member of
the Seniokeadershig eam prior to making suctrangements.

4.1.2.Event Funding
4.1.2.1.Management may authorize tap$500.00 from the departmentserating budget toover such

an eventAny amounts above and beyond this amount mysitby the organizing
Department.

4.2. Holiday @ents
4.2.1.NSCAD University organizes an annual Holiday Party for all faculty affthistafgent i® encourage

a sensef community and provide opportunities to foster collegialitycamanunity.

4.2.2.Department Holiday Events are encouraged, although funding for these events must be organized by
the department and all associated costs provided externally from the Unidivsityal department
events for holiday parties are not expendable. Events may take place during working hours within

reason.

5. Process

5.1. Receipts for meals must list the individuals in attendance and the purpaseetiriben ordeto be
eligible for reimbursement. Itemized receipts are required along with the credit card copy if purchased by
credit card. Gratuities of up to 15% will also be reimbursed.

5.2. All claims must be forwarded to @féiceof Finance anddministrationfor processingising the cheque
request form duly signed by the appropi&eaging Director anember of th&eniol_eadership Team
Expenses on University credit card must be submitted using the online expense report prodhes through
credit card websit®©n the attachedheque requisitiomnd/orcredit card expense reptiré following must
be included:
5.2.1.All attendee ames, and business relationship of the attendees
5.2.2.Description indicating the business purpose of the expenditure
5.2.3.Detailed itemized rece#pt
5.2.4.Evidence that the expense wasapgoved by member of the Senior Leadership Team
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5.3. If the expense cannot be properly supported with the above documentation, the academic or administrative
staff person must bear the full cost oétftertainment and/or meal expense.

5.4. If anunapproved expense has been billed to a NSCAD University credit card, timely arramgsrbents
made so that the expense is promptly repaid Unikiersity.

5.5. Please note that some research grants do not permit charges for entertainment.

4.6. Once a yearnatemizedeport of senior managemenéal conference, professional developraadt
entertainmenexpenses is reviewed by the Audit andORe&kighCommittee.

6. Compliance
6.1. Failure to comply with this policy may result in disciplinary action, up to and intelndiimation, in
accordance with the relevant collective agreement or employment guidelines. NSCAD also retains the right to
pursue any action, including criminal prosecution and civil remedies, when misuse of its information or
resources is suspectedegituring the course of employment or after the termination of employment.
6.2. This policy is intended to be complementary to other polices and collective agreements governing the conduct

of faculty and staff. In situations where this policy may be irt gatiflicollective Agreements, the
Collective Agreements shall prevail.

Forms and Tools

Cheque Request Form

Credit Card Policies and Procedures Gui@eedit Card Policies aRdocedures Guide

Credi Card online reporting webgsite

Appendix
1. Cheque Request Foflimk to form)
Credit CardPolicies and Procedures Gulithk to document)
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PURPOSE OF THIS GUIDEl

As an NSCAD UNIVERSITY employee, you are being entrusted and empowered with the ability to make
small-dollar purchases on behalf of your department or unit. Along with this empowerment comes
responsibility. Cardholders are expected to make sound business decisions in the best interest of NSCAD
UNIVERSITY and always comply with the policies and procedures as set forth in this guide.

KEY CONTACTS

NSCAD UNIVERSITY Central
Card Coordinator
(Commercial Card Coordinator)

Michelle Burgess, Finance Coordinator

mburgess@nscad.ca, 902-494-8119

Nadine Donoff, Controller

NSCAD UNIVERSITY Alternate
ndonoffi@nscad.ca, 902-444-7203

Coordinator

NOTE: The Commercial Card Coordinator is the sole NSCAD UNIVERSITY contact with
Scotiabank Commercial Card representatives. Please channel all matters not listed below through this
person.

NSCAD UNIVERSITY

Heather Fenerty, Accounts Payable Clerk
apclerk(@nscad.ca 902-494-8118

Accounts Payable

Scotiabank Commercial Card Service Centre 888 823 9657 (Canada/USA)

416 750-6138 (Collect-Outside Canada & USA)
The Scotiabank Commercial Card Customer Service Hotline is available 24 hours a day, seven days a
week. You can inquire about the following:

Answering questions about account balances
Reporting lost or stolen cards

Emergency card replacement

The dispute process

Problem resolution on any purchase
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USE & CONTROLS

1. Each NSCAD UNIVERSITY Commercial Card will have a unique number, and will be issued in
the name of NSCAD UNIVERSITY and the name of the employee who has been authorized to
use that card. The card is not transferable to any other employee, even if that other employee is
also authorized to use a NSCAD UNIVERSITY Commercial Card on behalf of NSCAD
UNIVERSITY.

2. The NSCAD UNIVERSITY Commercial Card will be issued by the Finance Department to
approved employees who occupy positions with delegated low dollar-value purchasing authority.

(5]

The authorization controls for each cardholder are set by management. These include:

daily & monthly credit limits

dollar limit per transaction

daily & monthly limit on number of transactions
types of merchants that will be authorized

4. NSCAD UNIVERSITY Commercial Cards must not be used:

e when the total purchase price exceeds the total dollar limits per transaction (not

including taxes and freight)

when the goods and services are available under an existing contract;

when the goods are available from the Art Supply Store;

when the goods are available from other internal sources;

when the cost of the goods or services would be significantly increased as a result of

using the card and an alternative method of payment is available (i.e., a discount is

provided by the vendor as a result of not using the card)

o for personal vehicles, operating and maintenance expenses including vehicle repairs,
fuel. oil, etc.

e for purchasing goods and services which are above the $2,000 unless proper
procurement procedures have been followed (i.e. capital expenditures);

o for personal purchases;

e to obtain cash advances;

5. No cardholder may accept cash or a cheque from a vendor who is making a refund pertaining to a
transaction previously charged to a Scotiabank NSCAD UNIVERSITY Commercial Card account. A
credit to the Commercial Card must be issued by the vendor in all cases.

6. Every cardholder shall be informed in writing of their responsibilities and restrictions regarding the
use of the NSCAD UNIVERSITY Commercial Card and shall agree to them in writing. Cardholders
will be held liable for any misuse or wilful disregard of policies or operating procedures which result
in a loss of money, fraud or collusion.

7. The liability for authorized charges on the NSCAD UNIVERSITY Commercial Card rests with
NSCAD UNIVERSITY, not with the individual cardholder. As such, NSCAD UNIVERSITY may
freeze or cancel any card at any time for non compliance of these policies and procedures.

8. The maximum NSCAD UNIVERSITY liability for unauthorized use of the card following loss or
theft of the card shall be in compliance with banking arrangements. Unauthorized use means a use
that did not benefit NSCAD UNIVERSITY and was made by someone other than the cardholder.
NSCAD UNIVERSITY is not liable for any unauthorized use of the card which occurs after
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notification of loss, theft or cancellation has been received by Scotiabank. However, if the loss or
theft of a card is not reported immediately, NSCAD UNIVERSITY may be liable for all unauthorized
purchases charged to the account.

9. Purchases made outside Canada will be converted to Canadian funds at the daily rate established by
VISA®. Cardholders should take this into account as it relates to individual transaction and monthly
limits.

RESPONSIBILITIES

1. The Cardholder is responsible for:

Adhering to all conditions and restrictions imposed on the Commercial Card by NSCAD
UNIVERSITY and Scotiabank.

Reviewing and signing the Scotiabank Commercial Card Agreement Form.

Ensuring that the NSCAD UNIVERSITY Commercial Card, monthly statements and
other documents bearing the card number are kept in a secure location with controlled
access.

Submitting all purchase documents via an Expense Report for review and approval to
their immediate Supervisor on a monthly basis. All approved documents should then be
sent to the Accounts Payable office for processing.

immediately notifying Scotiabank, and the Central or Alternate Commercial Card
Coordinator of any loss or theft of the card;

informing the Central or Alternate Commercial Card Coordinator of cancellation,
changes in business address or area of responsibility, and/or telephone number;

returning the card to the Central or Alternate Commercial Card Coordinator for
cancellation, as appropriate;

Resolving disputed charges with the assistance of the NSCAD UNIVERSITY Central or
Alternate Commercial Card Coordinator.

Reporting all items purchased with the NSCAD UNIVERSITY Commercial Card which
form part of Asset and/or equipment Inventory;

2. The Supervisors are responsible for:

Reviewing and approving the purchases of Cardholders reporting to them.

Approving through the Scotiabank PO approval process, any temporary limit increases
applicable to their department,

Approving new employee requests for Commercial Cards.

3. The NSCAD UNIVERSITY Commercial Card Coordinator is responsible for:

Authorizing the issuance or withdrawal of NSCAD UNIVERSITY Commercial Cards with
Scotiabank.

Providing co-ordination with respect to monitoring the overall utilization of NSCAD
UNIVERSITY Commercial Cards with NSCAD UNIVERSITY.

developing corporate policies and procedures on purchasing for goods and services using the
Commercial Card; and

Ensuring that the conduct of all purchasing activity is done in accordance with other
University approved policies and procedures.
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