
From: Vazin, Michelle S
To: Ratliff, Bryan; Retton, Patrick; Brewer, Josh; Silva, Hector; James, Julie; Zubulake, Jane; Heath, Mary Katherine;

Huebschmann, Connie U; Peterson, Judy; Bielec, Bonnie L; Mullaney, Caitlin; Halliburton, Robert A; Hart, Susan
L; Shepherd, Kurt Garrett

Cc: Vazin, Michelle S; Paul, Tanya J; Grayson, Anthony M
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Date: Wednesday, June 28, 2017 12:52:12 PM

Dear Dean’s Office Representatives,

I would like to share with you a change that is going into effect on July 1, 2017, related to pre-

travel expenses that are associated with sponsored grant funding. Beginning July 1st, travelers
will be able to indicate a grant center to be charged for pre-travel expenses within the Concur
Expense Reporting application. Such pre-travel expenses like airfare, registration fees or hotel
deposits, may be expensed (Out of pocket or One Card) against the appropriate grant center
when incurred and do not need to be charged to an unrestricted source until after the travel
expense report is filed.  This will allow the traveler to get reimbursed or expense One Card
transactions prior to travel and eliminate unnecessary cost transfers of pre-travel expenses
that may be occurring today that are legitimately incurred for the grant prior to the actual
trip.  As a reminder, all expenses charged to grants must be monitored to ensure that they are
compliant with the applicable regulations.

The VU Travel & Business Expense and One Card Policies will be updated to reflect this
change. Please let your administrators in your school know of this change as appropriate. If
you have any questions, please just contact me or Tony Grayson. Thank you so much.

Sincerely,

Michelle

Michelle Vazin  |  Director Office of Contract and Grant Accounting  |  Vanderbilt University

Office (615) 343-1558  |  Fax (615) 343-6680

110 21st Ave South, 7th Floor Suite 710 Baker Bldg., Nashville TN  37203
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