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I. INTRODUCTION AND PURPOSE
A. Purpose
The University of Central Florida (UCF), with the approval of the Board of Trustees, established the University of Central Florida Research Foundation, Inc. (UCFRF), organized under Chapter 617, Florida Statues, and further certified as a University direct support organization (DSO) under Section 1004.28, Florida Statutes, and in accordance with UCF Regulation 4.034, to promote, encourage and provide assistance to the research activities of University faculty, staff, and students.  Incorporated by the State of Florida on April 30, 1991, the not-for-profit organization provides a means by which discoveries; inventions; processes; and work products of University of Central Florida faculty, staff, and students can be created and transferred from the laboratory to the public.  The UCFRF also accepts and administers contracts and grants, other sponsored activities, and appropriate donations.   Income derived from contracts, grants and other sources, including income derived from or related to the development and commercialization of University work products is used to enhance research at the University of Central Florida.

B. How the Research Foundation Works
The UCFRF supports the compliance, sponsored research administration, and financial administration of both sponsored and non-sponsored programs, and appropriate donations.  Project accounts for such awards are maintained within the UCFRF according to guidelines and procedures established by UCFRF Officers.   All Facilities & Administrative (F&A) funds or Management Fees are used to support research at the University of Central Florida.

Research-generated inventions and copyrights with commercial value may be assigned to the UCFRF by the University for marketing to private industry.  Use of the UCFRF permits greater flexibility in arranging license agreements, in direct investment of income, and in holding equity positions than is possible if worked directly through the University.  Income received from license agreements, royalties, and equity positions will be distributed by the UCFRF to inventors and their departments and colleges (or institutes or centers) in accordance with the University of Central Florida Patent, Trademarks and Trade Secrets Policy. The remaining share will be used to support technology transfer of University work products and for the direct support of research throughout the campus. See Section II.D. below for the applicable disclosure procedures. (UCF Regulation UCF-2.029 can be found at http://regulations.ucf.edu/chapter2/index.html.)

Exceptions to the UCFRF guidelines or procedures require approval of the UCFRF President Vice President, or Director.

C. Board of Directors and Officers

The UCFRF's Board of Directors consists of not less than six (6) and not more than nine (9) members.  The first and second members shall be the UCF President and UCF Provost, or their respective designees. The third member shall be the UCF Vice President for Research and Commercialization. The fourth member shall be appointed by the UCF Vice President for Medical Affairs. The fifth member shall be appointed by the University President. The sixth member shall be appointed by the Chair of the University Board of Trustees. The seventh member shall be the UCF Chief Financial Officer.  Additional members of the Board shall only be appointed by the University President.  The current list of the UCFRF Board of Directors and Officers can be found at

http://www.research.ucf.edu/ResearchFoundation/Board.html.

D. Disclosure Procedures
University personnel are required to disclose Inventions in accordance with UCF Regulation 2.029, and to disclose copyrightable Works in accordance with UCF Regulation 2.033, both in accordance with any applicable collective bargaining agreements (http://regulations.ucf.edu/chapter2/index.html). 

1. Inventions:  University personnel are required to disclose all Inventions made within the field or discipline of the inventing University personnel or made with University support while the inventor is employed by the University of Central Florida. 

A discovery or invention made in the field or discipline in which the investigator is employed or made by non-incidental use of University  funds, personnel, equipment, facilities, materials, technical information, or students, including support provided by other public or private organizations when it is arranged, administered, or controlled by the University, is the property of the University. The inventor and the inventor's department and college will share in the proceeds of any licensing agreements. Discoveries made outside the field or discipline in which the employee is employed and for which no University support was given, as well as those resulting from authorized Outside Activity, will be considered the inventor's property.

After disclosure by the inventor, discoveries or inventions are evaluated by the University patent committee which will recommend to the Vice President for Research and the University President whether the University should exert its interest in a particular invention, or whether the patent, trademark, or other intellectual property rights should be released to the inventor. Patent and trademark rights to commercially valuable inventions may be assigned to the UCFRF.

2. Works:  University personnel are required to disclose all copyrightable materials in which the University may have an interest.  Works (a) where the creator was expressly commissioned or assigned in writing by the University to produce, (b) where the creator was acting within the scope of his or her employment by the University, (c) where the creator received University Support, including assistance by a support agency or release time, (d) where the creator employed equipment, materials, or staff services of the University beyond incidental levels and without personal charge, or (e) where authorship is so diffuse that it cannot be attributed to a discrete number of authors, are the property of the University.  The creator and the creator’s department and college will share in the proceeds of any licensing agreements.  Works created as a result of Independent Efforts, authorized Outside Activity, and Scholarly or Artistic Works will be considered the creator’s property.  After disclosure by the creator, Works are evaluated by the Provost or his designee and the creator will be promptly informed whether the Work is considered a Work owned by the University and whether the University will assert its interest or whether the Work shall be released to the creator.  Copyrights to commercially valuable Works may be assigned to the UCFRF.
II. DISTRIBUTION OF FUNDS

A. Royalty Distribution
Distribution of royalties follows the standard policy in place at UCF. Cumulative net income (gross royalties minus direct costs of patenting, copyright registration, trademark registration, licensing, legal, and other related expenses) resulting from Inventions and Works (excluding books) to which UCF takes title is currently divided according to the following distribution: 

	Recipient
	$1-$100K
	$101K-$200K
	>$200K

	Inventor/Creator
	50%
	40%
	30%

	Inventor/Creator’s College* 
	20%
	24%
	28%

	Inventor/Creator's Department
	20%
	24%
	28%

	UCF Research Foundation
	10%
	12%
	14%




* College means University College, Research Center, or Institute
B. Facilities and Administrative (Indirect) Cost Recovery Distribution

Facilities and Administrative (F&A) costs will be charged on contracts and grants in the same manner as all University sponsored research as per UCF’s F&A Rate Agreement and will be disbursed for use according to the following general distribution:



45% College or Institute
55% UCFRF to be used for general support of university research 

The college/institute is encouraged to provide a share to the Principal Investigator (PI) and department as appropriate.  However, each unit’s internal policy prevails.
The current negotiated F&A rates may be found at 

http://www.research.ucf.edu/Research/InstitutionalInfoFacts.html
C. Disbursement Guidelines for Research Foundation Funds

Funds may be used for:

1. Broad support of University research programs and investment in research with the potential for technology transfer and commercialization opportunities.

2. Payment of legal and filing fees associated with patent, trademark, and copyright applications, maintenance, licensing agreements, enforcement, and infringement defense.

3. Memberships in associations related to economic development, research parks, and technology transfer.

4. Marketing expenses related to research parks, technology transfer, University/industry agreements, license agreements, consultants, etc.

5. Expenses related to the function and administration of the UCFRF, such as miscellaneous supplies, postage, equipment, legal fees, travel expenses, etc.

III. CONTRACTS, GRANTS, AND APPROPRIATE DONATIONS 
A. Guidelines for Acceptance

The UCFRF has the ability to administer grant and contract awards.  As a 501(c) (3), it is eligible to accept and administer appropriate donations on behalf of the UCF as well.  
The following will help determine if there is an advantage to placing a particular award through the UCFRF:

1. Grant and contract funds associated with a research project designated for a national or international conference may be administered through the UCFRF more easily.  (Conferences that offer CEU credits are exceptions.)
2. If there are funds for travel, the UCFRF can pay by UCF travel guidelines, 
by detailed receipts, or according to the funding agency guidelines as defined in the award document.  
3. UCFRF can pay for refreshments and other items which are difficult or impossible for UCF to pay, if funding agency terms and conditions allow and if there is proper justification showing that the expenditure is tied to the research project, or to a meeting or conference related to the research project, or business meeting.
4. Payments to vendors are made in a timely manner.
5. The UCFRF staff focuses on expedited processing which results in quick turnaround for those activities under our control.  Typically expenditure reimbursements are processed within one day of receipt of appropriately approved and submitted documentation. 

6. UCFRF can accept contractual language that UCF, under State regulations, cannot.

B. Administration Policies

Access to all projects are managed through the Department Authorization List (DAL).  The UCFRF will utilize the University’s process and DAL security access codes for all employees requesting access to projects for financial transactions and security roles accordingly.  If changes or updates to a DAL are needed, please complete and sign the DAL Change Request Form (http://www.fa.ucf.edu/forms/forms.cfm) under the “Others” section at the bottom of the page, and submit to fntrain@ucf.edu for processing.
Appropriate UCFRF contract & grant projects will be included in the Office of Research & Commercialization (ORC) listing of research awards. Therefore, Principal Investigator(s) will be credited with bringing in research projects the same as if the project were set up through UCF.
The UCFRF is audited annually by an independent Certified Public Accounting firm. All annual reports, IRS FORM 990, Return of Organization Exempt from Income Tax, and all other accounting records are on file in the UCFRF Business Office, 12201 Research Parkway, Suite 501, Orlando, FL.

The UCFRF requests that all procedures and guidelines for establishing project accounts and for expending funds be carefully followed.

IV. ESTABLISHING A RESEARCH FOUNDATION ACCOUNT

A. Contract & Grants  
All contract & grant proposals and awards should be submitted through the ORC Contracts & Grants administrator assigned to the PI’s College.  A list of C&G team assignments can be found at: http://www.research.ucf.edu/Research/TeamAssignment.html
B. Service Agreements/Other Agreements

A completed A-1 Form (Authorization to Establish an Account) or a proposal submission form through ARGIS is required for all activities managed by the UCFRF.  
C. Donations/Gifts

Donations/gifts which come to the attention of the UCFRF are forwarded to the UCF Foundation for review, in accordance with UCF Rule 2-202.1. The rule states that “All gifts designated to benefit the University will be directed to the University of Central Florida Foundation”.

If compliance or other research concerns are present, the UCF Foundation may determine it is beneficial to transfer gifts for research activities to the UCFRF for administration. This will result in no additional cost to the faculty member. Upon transfer, the RF will set up a separate project account for the research project.

As a 501 (c) (3) direct support organization of the University of Central Florida, the UCFRF is eligible to accept and administer appropriate donations on behalf of the University of Central Florida. 
D. Indirect Costs (F&A Rates) 
The UCFRF’s is included in UCF’s proposal for Facilities and Administrative (F&A) cost rates, therefore, those rates are applicable to UCFRF Contract & Grant activity. These rates are determined in accordance with federal government cost principles and as a result of audit and negotiations between UCF and its cognizant federal agency, the Department of Health and Human Services (DHHS).  The current negotiated rates may be found at 
http://www.research.ucf.edu/Research/InstitutionalInfoFacts.html
All grants, contracts, and agreements processed through the UCFRF will be reviewed to determine the appropriate F&A rate. It is recognized that some private foundations and funding agencies have an established policy that caps the amount of F&A they will pay, or they do not pay any F&A costs to an institution.  The UCFRF will accept funds in these instances on an exception basis, if such policy information from the foundation or agency is made available to the UCFRF.

E. Management Fees

UCFRF will assess a management fee on the gross revenue received for all non-F&A earning accounts.  
Either F&A or a management fee will be charged, not both.  There will be no returns made from the management fee recovered, as the purpose of the management fee is to assist in the support of administrative costs.

F. Establishing the Account

Once the proposal and all relevant documents have been reviewed and approved by the President or his designee, and an award has been made, a UCFRF Project number will be established with the PI as the accountable officer.  The PI(s), department chair, and college research coordinator will be notified of the project number.  The project number should always be referred to when making inquiries or requesting payments from the project. 

Account Number Schematic

The UCFRF project number is comprised of eight (8) numeric digits, having the significance of fund code classifications as shown below:
	Functional Area
	
	
	Funding Source

	 
	 
	
	
	[image: image2.bmp]
	
	
	

	 
	 
	
	
	
	
	
	

	1
	6
	2
	2
	8
	0
	1
	3

	
	 
	 
	 
	 
	 
	 
	 

	
	
	 
	
	
	 
	
	

	
	
	Divison/
	
	Consecutive 

	
	
	Department
	
	
	


	Description
	Fund Code 
	Project Type

	License Agreements
	91510
	LREV

	Auxiliary Accounts
	91502
	RFAUX

	Auxiliary Accounts (Tech Transfer)
	91514
	RATRF

	Option Agreements
	91503
	OPTI

	Conference Accounts
	91504
	CONF

	Consortium Activity
	91511
	RCONS

	Other Misc Agreements
	91512
	RMISC

	Other Agreements
	91505
	ROTHR

	Donations
	91515
	DNATE

	PI Balance Accounts
	91506
	RRESD

	Residual Royalty 
	91513
	RROYL

	C&G Federal
	91528
	RFED

	C&G State
	91529
	RST

	C&G Private
	91530
	RPVT

	C&G Match
	91533
	RMTCH

	C&G Scholarship
	91536
	RSCH

	C&G Inhouse Awards
	91588
	RINHS

	C&G I4 Awards
	91589
	RI4

	Donation from UCF Foundation
	91508
	RCONT

	Incubator Rent Accounts
	91509
	RENT


* Projects set up prior to June 19, 2015 were set up under the former legacy system and have been converted from the prior ten (10) digit number to a new PeopleSoft eight (8) digit number. The crosswalk for these projects can be found at http://www.fa.ucf.edu (under the ChartField Lists).

V. DEPOSITING FUNDS

All funds must be made payable to the University of Central Florida and remitted to:  

University of Central Florida

4365 Andromeda Loop N

PO Box 160119

Orlando, FL 32816-0119

Checks from sponsors should be transmitted to the UCFRF Business Office immediately and will typically be deposited in the bank within 5 business days.  The UCFRF can also accept wire transfers of funds.  Please make sure all funds are properly identified as to PI, project number, and name of sponsor.

The UCFRF will impose a $25 fee for returned checks.
VI. EXPENDITURE GUIDELINES
A. General Disbursement Guidelines

1. All expenditures must be reasonable and in support of research, sponsored activity or other UCFRF approved activity at the University.

2. Expenditures must comply with any restrictions stated by the sponsor agency.

3. Expenditures must not jeopardize the UCFRF's tax exempt status.

4. Expenditures should be charged to the appropriate project as the charge is incurred.

5. Expenditures must be supported by receipts along with a written justification that includes the purpose of the expenditure and the relationship to the UCFRF project being charged. 
6. Minor travel related items such as tolls, tips, cab fares, or shuttle charges less than $25 require proper approval; however, receipts are not required. Tips for cabs, shuttles, and hired cars should not exceed 15%.
7. Tips of 20% for meals are standard, and a tip up to a maximum of 25% is reasonable. Any tip greater than 25% will require approval from the UCFRF President, UCFRF Vice President, or UCFRF Director.   

8. The PI and the Chair or PI’s supervisor should review expenditures and ensure that they comply with the fund’s intent.  

9. The UCFRF projects established for expenditures must be monitored by the PI. Any negative balance must be adjusted to at least zero prior to the project end date.

10. No expenditure, direct or indirect, may be made for political or charitable contributions, dues to social clubs, fines or penalties.  Personal inurement and associations are not appropriate expenses.

11. No individual, other than an officer or authorized designee of the UCFRF has authority to enter into contracts on behalf of the UCFRF.

12. When possible, payments should be made directly to the vendor, rather than to reimburse individuals for out-of-pocket expenses.

13. Payments of all types to foreign nationals may require special tax treatment or export control review and must be brought to the attention of the UCFRF prior to the finalization of commitment.  All payments made to foreign nationals must be approved in advance by UCF’s International Services Center (ISC). 
B. Regulations Affecting Purchases
1.
Code of Ethics and Standard of Conduct:
All personnel engaged in purchasing and related activities shall conduct business dealings in a manner that is above reproach in every respect. All University personnel engaged in the purchasing cycle are bound by the standard of conduct for public officers and employees set forth in Chapter 112, Part 3, Florida Statutes, and shall file a Potential Conflict of Interest & Conflict of Commitment disclosure (PCOI) annually.

2.
Conflict of Interest:
With regard to procurement, UCFRF adheres to the same guidelines as are imposed on the University of Central Florida under Chapter 112, Part 3, Florida Statutes and University rules.  Except as may be permitted by these statutes and rules, it shall be a breach of ethical standards for any personnel responsible for purchases to participate directly or indirectly in procurement when he/she knows that:

a) They or any member of their immediate family, i.e., spouse, children, parent, or sibling, has a financial interest pertaining to the procurement; or

b) A business or organization in which they or any member of their family has a financial interest pertaining to the procurement; or

c) Any other person, business or organization with whom they or any member of their immediate family is negotiating or has an arrangement concerning prospective employment is involved in the procurement.

All University of Central Florida personnel having a financial interest in a private concern doing business with UCFRF shall file a PCOI disclosure disclosing such interest prior to any business transactions between the private concern and the UCFRF.  Please note that projects must be in compliance with UCF’s Conflict of Interest requirements.

3.
Gratuities:
It shall be a breach of ethical standards for any personnel to accept a gratuity of any kind in connection with any purchasing decision.

C. Florida Sales Tax Exemption
The UCFRF has been granted a State of Florida sales and use tax exemption (Consumer Certificate of Exemption) 

http://www.research.ucf.edu/documents/PDF/Tax_Certificate_Apr_2019.pdf. 
The tax exempt certificate number is 85-8013076690C-9.  In order for a transaction to be exempted from the sales and use tax, the vendor must be paid directly by the UCFRF.  
Purchases paid for by an employee are fully taxable, even if the expenses are reimbursed subsequently by the UCFRF.  This should be kept in mind when making purchases.  
The UCFRF’s tax exempt certificate number should only be utilized on purchases to be paid for by the UCFRF.  

Under no circumstance should the tax exempt certificate number be used for the personal benefit of any individual.  Any misuse of the exemption could result in its revocation and prosecution of the individual who misused it.

A copy of the Consumer Certificate of Exemption may be provided to the vendor, if requested.
D. Procedures
All persons engaging in purchasing and purchasing-related activities shall conduct business dealings in a manner that is above reproach in every respect.   Expenditures shall be customary and reasonable for the conduct of University business.  Questionable disbursement requests will be submitted to the UCFRF President or UCFRF Vice President for review and approval.

1. General Expense Requests (use D-1 form):
A formal request for payment of all expenses, excluding equipment must be submitted to the UCFRF Business Office on a “Disbursement Request," (D-1 Form) with invoices or receipts (originals preferred) supporting the request. If the request for reimbursement is equal to or exceeds $25,000, it must be signed by the Department Chair and the PI.  For reimbursements less than $25,000, only the PI's signature is required unless the payment is to reimburse the PI for out-of-pocket expenses.  If the PI is the Department Chair, any secondary approval must come from the Dean or Director.  If the PI is the Dean or Director, then the secondary approval must come from the Vice President.  The secondary approval must always be from an authority above the PI.

2. Equipment Purchases (PCard or use E-1 form):
All C&G projects managed by the Research Foundation will follow and enforce the ORC pre-expenditure review requirements for equipment.  Please obtain prior written approval from your C&G team and attach the email approval to the appropriate PCard transaction.
For equipment purchases on all other non-contract & grant projects, a formal request for the purchase of equipment (OCO: Other capital outlay) (i.e. equipment in excess of $5,000 with a useful life of one year or more) and a justification for the purchase must be submitted to the UCFRF Business Office on an “Equipment Purchase Request” (E-1) Form. 
The form can be found at http://www.research.ucf.edu/ResearchFoundation/Forms.html.

Unless the funds to be utilized are contract and grant with specific bidding requirements, the UCFRF does not require formal bidding on purchases.  However, we do strongly encourage PIs to obtain bids/quotes to ensure compliance with open, fair, and competitive procurement practices.  Bid/quote information does not need to be submitted with the Equipment Purchase Request form.   However, this information should be maintained in the PI’s records.  
The PI serves as his/her own purchasing agent on purchases to be paid from projects managed by the UCFRF.  The PI is responsible for obtaining quotes and/or bids and selecting purchases and taking delivery of items purchased.  Assistance in recruiting and selecting viable vendors will be provided by UCFRF upon request.  Upon delivery, the PI is responsible for forwarding the approved invoice to UCFRF for payment.

Normally, equipment that vests with UCFRF will be immediately donated to the University. A letter informing the University of the donation will be sent by UCFRF to Property & Inventory Control, who will issue decals to department personnel.  In certain cases, it may be preferable to leave the asset in the UCFRF.  Exceptions must have the approval of the UCFRF President or UCFRF Vice President.

3. Travel and Entertainment (PCard or use D-1 form):

All travel expenses charged to a UCFRF project should have approval of his/her immediate supervisor prior to the expenses being incurred.  For workers compensation and insurance purposes, it is recommended that a written itinerary be maintained in the department records. 

If there is any doubt as to the allowability of the trip or of the need for prior approval, the UCFRF should be contacted.  Unallowable costs may result in personal expense to the traveler and/or the PI.  

A traveler may be reimbursed according to:
· UCF travel guidelines
OR
· Detailed receipts (original preferred) for lodging, food, or other expenses 

The traveler should select one method of reimbursement for the entire trip.
If the traveler elects to be reimbursed for meal receipts, rather than UCF per diem, the UCFRF will reimburse for meals (including tip) per person up to the following limits:





Breakfast

$15





Lunch

$20





Dinner

$50

Receipts for meals (original preferred) must be presented to the UCFRF in support of each charge.  This is not an automatic per diem.
Sponsored Project Guidelines - All C&G projects managed by the UCFRF will follow and enforce the ORC pre-expenditure review requirements for travel.  Please obtain prior written approval from your C&G team as applicable and attach the email approval to the appropriate PCard transaction.
·  If specific travel guidelines are included in the terms of a contract or grant, the PI or ORC C&G team may request that the funding agency’s guidelines supersede UCFRF’s travel guidelines.

a)  Day Travel: 
Both the Internal Revenue Code and the United States Supreme Court have specifically addressed the issue of reimbursement for non-business meals that occur during day travel away from the office.  Non-business meals that are eaten alone or with professional colleagues on a day trip are not reimbursable.

Business meals that occur during day travel must have a clear business purpose in order to be reimbursed.  

b) Business Meals and Entertainment:  
It is essential when reimbursement is sought from the UCFRF for a business meal, that a justification stating a clear business purpose and explanation of how it benefitted the project is submitted.
In order to limit the liability of UCFRF, we will not reimburse bulk alcohol purchases, i.e., for conferences, parties, etc.  We will reimburse incidental alcohol purchases served during a meal or a hospitality area run by the hotel or the meeting place. The purchase of alcohol on a contract or grant project may be prohibited unless approved, in advance, by the sponsor. Please contact your C&G administrator (http://www.research.ucf.edu/Research/TeamAssignment.html) for prior approval.
In the event meals or entertainment are for multiple individuals, the names of each person, their relationship to the project, the topic of discussion, and purpose of meeting must be detailed.  Due to IRS requirements, please be SPECIFIC.  Travel and entertainment for any person who is not a participant in the project (such as a nonparticipating spouse) cannot be reimbursed unless there is a clear business purpose that required the participation of spouses; e.g., evening socializing occurring as part of interview process of prospective candidate. Supervisor approval should be obtained prior to incurring the expense, and included with reimbursement paperwork. 
c) General Travel Procedures:

· Travel requests for reimbursement must be submitted to the UCFRF Office on a “Disbursement Request” (D-1) form.

· Lodging:  All lodging is reimbursed at the actual/reasonable rate with submission of the receipt (original preferred).

· Air Fare:  Travelers are cautioned to be certain that the cost of airfare will be covered under their project.  If the cost is not allowed, the traveler must reimburse UCFRF.

· Foreign Travel:  If the foreign travel is expensed to a sponsored activity (C&G project), there may be a requirement to use only U.S. flag air carriers. Use of unapproved carriers may result in the disallowance of airfare costs. The PI is responsible for contacting his/her ORC C&G administrator (http://www.research.ucf.edu/Research/TeamAssignment.html) for clarification of this requirement.  If the traveler will be using a PCard and intends to use the PCard for allowable expenditures related to the travel, card holder should notify the PCard office so they can make the necessary arrangements with the bank for international use.  In addition, all UCF Faculty, Staff and Students are required to follow the UCF international travel registration requirements which are found online at https://www.international.ucf.edu/ucf-faculty-and-scholar-research/international-travel/.  This is not an approval process, rather a registration process for the Travel Accident and Sickness insurance policy that covers faculty, staff, and students traveling overseas.
· If travel is to a meeting or seminar, a copy of the program agenda, indicating dates, should be attached. All travel requests must have clear justification as to how the trip supports the research project.
· The UCFRF will only reimburse for ECONOMY or COACH airfares.  All requests for airline reimbursement require the following information (original preferred):

· Airline receipts (ticket stubs)

· Airline travel itinerary

· Reimbursement of business travel by personal vehicle is paid at UCF’s standard rate. (See standard mileage distances.)  http://www.fa.ucf.edu/Travel_Payables/Publications/Travel_Manual.pdf
· In the case of a request for travel advance, original receipts should be submitted to the UCFRF within ten (10) business days of expenditures or completion of travel.  Travel advances will be deducted from the traveler's reimbursement request to the extent that valid receipts are provided. Any unsupported funds disbursed to any individual will result in the issuance of IRS Form 1099 reporting miscellaneous income to that individual at year-end. It is recommended that travel advances not exceed 80% of the total cost of the trip.
· Hosting expenses for official visitors will follow the same general procedures as those listed above for staff travel.

· Partial travel reimbursements sought from UCFRF must include a copy of the “University Travel Authorization Request (TAR)” and “Voucher for Reimbursement of Travel Expense” forms, if the University is paying a portion of the travel.





The UCFRF reserves the right to reject payment for entertainment that




jeopardizes the UCFRF tax exempt status and/or research goals, or appears to 




be excessive.

Any exceptions to these guidelines require approval of the UCFRF President, Vice President, or Director.

4. Unallowable Expenditures and Exception Policy:
a) Unallowable Expenditures
· Expenses for an employee’s spouse, companion, family or friends associated with travel, entertainment, or meal reimbursement, if their participation is not primarily for the benefit of the university 
· First class travel, charter, or other than economy/coach travel 
· Non-business telephone calls and internet service
· Personal travel insurance
· Parking or traffic fines
· Optional hotel resources (movies, spa, mini-bar, exercise room)
· Tips to hotel cleaning staff, dry cleaning of personal items, unless the official travel extends beyond seven days and the expense is necessary to complete the official business portion of the trip  
· Loss or damage to personal items
· Fees for express security at airports
· Gas for traveler’s personal vehicle (may be allowed instead of mileage reimbursement if proven less costly, upon traveler’s request) 
· Travel to countries designated as “state sponsor of terrorism” (for a list of countries, see http://www.state.gov/j/ct/list/c14151.htm or under a travel warning by the U.S. Department of State   http://travel.state.gov/travel/cis_pa_tw/tw/tw_1764.html 
· Payment for gifts or items (flowers, refreshments, balloons, cakes, paper items) associated with the personal celebration (wedding, retirement, birthday, baby shower) of a UCF employee or student (See Exception Policy for gifts which are acceptable.)  
· Payment for furniture, equipment, or office supplies that are not business-related, customary, or reasonable
· Drinking water for general office use (allowable as refreshment for guests and their hosts)
· Tickets or other costs associated with political events
· Expenses related to a holiday party or good-bye party
· Parking decals
· Bar bill, where food is not included
· Amusement park tickets in lieu of payment for services rendered
· Cash contributions to other charitable events (tickets to charitable events where a meal is provided are allowable)
b) Exception Policy

Exceptions to this policy will be considered upon submission of a detailed business justification and the endorsement of the traveler’s college dean or research coordinator or other unit head.  The request for an exception will be reviewed and approved/disapproved by the UCFRF President, UCFRF Vice President, or UCFRF Director.   

Examples of exceptions which may be granted:

· Business or first class travel with a letter from a medical doctor documenting medical need.

· Charter travel when it can be justified as more cost effective than individual travel or when multiple travel accommodations for a group are not readily available or reasonably convenient.

· Travel or meal reimbursement for an employee’s spouse (or other family member) if the spouse’s participation in the activity is for the benefit of the university; inclusion of a faculty spouse at recruitment events where a candidate’s spouse is also in attendance. 

· Non-monetary gifts (flowers, fruit basket, similar items) to UCF employees or students recognizing outstanding achievement or performance; appropriate acknowledgement of the death or serious illness of a UCF employee or immediate family member.
5. Lost Receipts for Reimbursement
If a receipt has been lost, a signed memo must accompany the request certifying that “The receipt cannot be found, no personal items are being reimbursed, and the reimbursement has not been submitted for payment to any other source”.  The UCFRF may also, for non-cash purchases, request proof of purchase such as a cancelled check, bank or credit card statement.  Without adequate documentation, reimbursement for a sum larger than $25.00 per receipt will not be made without UCFRF President or UCFRF Vice President’s approval.  If the lost receipt pertains to a meal, only per diem rates will be reimbursed.
6. Salaries and Tuition

The PI’s department or college will process the appropriate UCF paperwork with Human Resources to charge the project directly and will also remove personnel when charges are no longer authorized.
The PI is responsible for communicating with the department or college to make sure salaries and tuition are only charged for the appropriate time periods.

7. Contracting to Individuals:

The IRS formerly used what has become known as the “Twenty Factor” test in determining the type of relationship of the parties with regards to whether an individual is truly considered an independent contractor, and therefore, not subject to withholding, or whether an individual is an employee subject to the greater control of the employer.

The IRS has recently attempted to refine and consolidate the twenty factors into eleven main tests which have been further organized into three main groups as follows:

Behavioral control
Facts that show whether the business has a right to direct and control how the worker does the task for which the worker is hired include the type and degree of:

1. Instructions the business gives the worker. An employee is generally subject to the business' instructions about when, where, and how to work. All of the following are examples of types of instructions about how to do work:

a) When and where to do the work

b) What tools or equipment to use

c) What workers to hire or to assist with the work

d) Where to purchase supplies and services

e) What work must be performed by a specified individual

f) What order or sequence to follow

The amount of instruction needed varies among different jobs. Even if no instructions are given, sufficient behavioral control may exist if the employer has the right to control how the work results are achieved. A business may lack the knowledge to instruct some highly specialized professionals; in other cases, the task may require little or no instruction. The key consideration is whether the business has retained the right to control the details of a worker's performance or instead has given up that right.

2. Training the business gives the worker. An employee may be trained to perform services in a particular manner. Independent contractors ordinarily use their own methods.
Financial control
Facts that show whether the business has a right to control the business aspects of the worker's job include:

3. The extent to which the worker has unreimbursed business expenses. Independent contractors are more likely to have unreimbursed expenses than are employees. Fixed ongoing costs that are incurred regardless of whether work is currently being performed are especially important. However, employees may also incur unreimbursed expenses in connection with the services they perform for their business.

4. The extent of the worker's investment. An employee usually has no investment in the work other than his or her own time. An independent contractor often has a significant investment in the facilities he or she uses in performing services for someone else. However, a significant investment is not necessary for independent contractor status.

5. The extent to which the worker makes services available to the relevant market. An independent contractor is generally free to seek out business opportunities. Independent contractors often advertise, maintain a visible business location, and are available to work in the relevant market.

6. How the business pays the worker. An employee is generally guaranteed a regular wage amount for an hourly, weekly, or other period of time. This usually indicates that a worker is an employee, even when the wage or salary is supplemented by a commission. An independent contractor is usually paid by a flat fee for the job. However, it is common in some professions, such as law, to pay independent contractors hourly.

7. The extent to which the worker can realize a profit or loss. Since an employer usually provides employees a workplace, tools, materials, equipment, and supplies needed for the work, and generally pays the costs of doing business, employees do not have an opportunity to make a profit or loss. An independent contractor can make a profit or loss.

Type of relationship
 Facts that show the parties' type of relationship include:

8. Written contracts describing the relationship the parties intended to create. This is probably the least important of the criteria, since what really matters is the nature of the underlying work relationship, not what the parties choose to call it. However, in close cases, the written contract can make a difference.

9. Whether the business provides the worker with employee-type benefits, such as insurance, a pension plan, vacation pay, or sick pay. The power to grant benefits carries with it the power to take them away, which is a power generally exercised by employers over employees. A true independent contractor will finance his or her own benefits out of the overall profits of the enterprise.

10. The permanency of the relationship. If the company engages a worker with the expectation that the relationship will continue indefinitely, rather than for a specific project or period, this is generally considered evidence that the intent was to create an employer-employee relationship.

11. The extent to which services performed by the worker are a key aspect of the regular business of the company. If a worker provides services that are a key aspect of the company's regular business activity, it is more likely that the company will have the right to direct and control his or her activities. For example, if a law firm hires an attorney, it is likely that it will present the attorney's work as its own and would have the right to control or direct that work. This would indicate an employer-employee relationship.

Further information about the type of relationship of the parties and the IRS Independent Contractor Test can be found at the following:

http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Independent-Contractor-Self-Employed-or-Employee
http://www.twc.state.tx.us/news/efte/appx_d_irs_ic_test.html
No one factor is determinative, but the common law factors above focus on the amount and type of control exerted over the individual contracted.  In general, any indication of employer "control" generally indicates an employee status.

The UCFRF will examine each case individually to determine if there are circumstances indicating an employee/employer relationship. If such a relationship is deemed to exist, the UCFRF cannot pay the individual directly, but must process the payment through UCF’s Human Resources process.

If it is determined that the services contracted meet standards to be classified as an independent contractor, invoices for such services must include the following:

· A breakdown of hours charged; if applicable, the hourly rate, date of each service performed, and description of service.

· Any travel expenses must be supported with dates of travel, destination, purpose, and receipts for travel expenses.

· Administrative expenses must have a breakdown of date and purpose of expense.
8. Payments to University Employees:

Payments to a University employee for non-reimbursable expenses must be made through the University.  The following payments to University employees are examples of payments that cannot be made through the UCFRF, but must be paid through the University:

a) Salary supplements

b) Automobile allowances

c) Life insurance (reimbursement to an employee for a third-party vendor payment)

d) Supplemental health plans (same situation as life insurance)

e) Awards

f) Honoraria

g) Moving-related expenses*

*Approved items from the Bill of Lading must be paid through the University Controller's Accounts Payable Office. The reimbursement of other types of moving related expenditures may be paid as salary supplements through the process described herein and are subject to federal withholding and FICA taxes.

Any exceptions to these guidelines require approval of the UCFRF President or Vice President.

E. Payments to Individuals for Services 

UCFRF has certain reporting and withholding requirements imposed by the Internal Revenue Service (IRS) when making payments to individuals for services rendered and for any payments to a nonresident alien.



A completed IRS Form W-9, along with all applicable documents, must be submitted with the UCFRF when requesting payments from UCFRF to any individual.
Payments to foreign national vendors will require a completed IRS Form W8-BEN.

UCF International Services Center (ISC) review and approval is required when reimbursing or paying a foreign national vendor. Most foreign vendors without a tax treaty benefit, a U.S. Tax ID or original completed IRS forms will be taxed at 30% or 14%
. If the vendor is a resident of a tax treaty country and provides all original and signed forms, the vendor may be entitled to a reduced withholding or no withholding. 
VII. BUSINESS OFFICE PROCEDURES
A. Accounting

Revenues are recorded into the accounting system when funded and expenses are entered when incurred.  At the close of every quarter, the UCFRF Assistant Director, Finance & Accounting, ensures all royalties, net of expenses, are paid to the relevant parties.  At close of the fiscal year, all projects are reviewed to calculate and record any fees earned during the year, as well as to determine any unearned revenue.  Detailed desk procedures are developed as needed to document the proper recording of all transactions.
B. Financial Reports

The UCFRF will be responsible for maintaining the official fiscal records and for the preparation and submission of all financial reports and billings to the sponsor.  

C. Collection of Receivables

The UCFRF Business Office will be responsible for the timely collection of all funds due to the UCFRF in accordance with the terms of the agreement as applicable.
Delinquent payments will be monitored by the UCFRF Business Office and brought to the attention of the UCFRF Vice President. Projects determined to be uncollectible will be submitted to the UCFRF Vice President annually for review or approval of write-off. Following such approval, the UCFRF Business Office will be authorized to adjust the project.
D. Audit Requirements

The UCFRF is required to prepare fiscal-year financial statements annually.  These statements must be audited annually by an independent certified public accounting firm.  The audit must be conducted in accordance with generally accepted auditing standards and Government Auditing Standards, issued by the Comptroller General of the United States.  The audited financial statements, IRS Form 990, Return of Organization Exempt from Income Tax, and all other accounting records will be on file in the UCFRF Business Office.
E. Fiscal Year Period

The UCFRF’s fiscal year is July 1 through June 30.

F. IRS Status
On December 5, 1991, the Internal Revenue Service issued a letter of determination declaring the UCFRF exempt from federal income tax under section 501(a) of the Internal Revenue Code as an organization described in section 501(c) (3).  The UCFRF’s IRS status classification is 509(a) (3).

The UCFRF Business Office will be pleased to assist PIs who wish to utilize the University of Central Florida Research Foundation. Questions can be directed to the UCFRF Business Office, at (407) 823-3778, 12201 Research Parkway, Suite 501.

VIII. FORMS
A-1

Authorization to Establish an Account

D-1

Disbursement Request Form

E-1 

Equipment Purchase Request

X-1

Lost Receipt/Expense Certification Form



Deposit Request Form




Void/Stop Payment Request
Other commonly used forms:

W-8BEN
Certification of Foreign Status of Beneficial Owner for US Tax Withholding


W-9

Request for Taxpayer Identification number and Certification

Fillable copies of these forms can be found online at: http://www.research.ucf.edu/ResearchFoundation/Forms.html
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The Research Foundation Business Manual provides the procedures that must be followed to maintain the highest integrity and to ensure conformance with the Research Foundation’s Articles of Incorporation and Bylaws.
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�  The link for the IRS Withholding of Tax of Nonresident Aliens and Foreign Entities is as follows.  Page 27 includes a table (Chart C. Withholding Tax Rates for Purposes of Chapter 3) summarizing the types of income and rates.  � HYPERLINK "http://www.irs.gov/pub/irs-pdf/p515.pdf" �http://www.irs.gov/pub/irs-pdf/p515.pdf�.  
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