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2. � The organization or professional certification must provide service related to the duties and 
responsibilities of the System employee. 

3. � Personal memberships cannot be paid from System funds. 
4. � For further clarification regarding whether specific memberships can appropriately be paid from System 

funds, contact the Office of Financial Affairs. 

Entertainment 

1. � See requirements for "documentation" under that section. 
2. � The System must receive a direct benefit for entertainment. 

Entertainment - Family I Friends 
1. � Costs associated with an employee's family/friends are not reimbursable entertainment expenses, 

without prior approval and justification. 
2. � If the guest's family members/friends are present during the entertainment occasion, the cost for an 

employee's family/friends may be a legitimate entertainment expense, within reason. 
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2. � Unless issued directly from the System, an employee's cellular communication device, including tablets 
and cell phones, is 



5. Requests for payment of subscriptions must be approved by the person responsible for the account (or 
his or her designee). 

Board of Trustees' Travel Guidelines state that gratuities for waiters/waitresses, taxi drivers, and/or room 
maids may be reimbursed. 

2. � Tips must be reasonable and necessary. 

Travel - General 
1. � Travel vouchers should be timely, accurate, reasonable, and cover only expenses actually incurred by the 

traveler in the interest of the System. 
2. � All documentation required for travel expenditures should be original or scanned images of the original. If 

such documentation is not available, a written explanation must be provided. 
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6. � Funding sources other than state or operational funds may be used to pay the difference between the 
actual reasonable costs incurred and the allowances set forth above. 

Travel - Out-of-state 

1. � Employees will be reimbursed actual reasonable costs incurred on lodging and meals associated with out
of-state travel. 

2. � If the actual costs incurred exceed a reasonable amount, only a reasonable sum will be reimbursed. 

Travel - Non-employee 

1. � Actual normal and reasonable travel costs may be reimbursed for a prospective staff member and for 
his/her spouse to visit the System for recruiting purposes. 
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The University of Alabama System Office �

Travel & Entertainment Certification Statement �

I hereby certify that: 

the travel and expenses indicated 


