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AGENDA
• Policy Overview
• Training Requirements and Definitions
• Fundamental Concepts

• Spend Harvard Resources Prudently
• Prepare Transactions properly
• Tips and Tricks
• Review and Approve Transactions in a Timely Manner
• Create Evidence of the Approval

• Tips and Tricks
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Financial Policy Website: policies.fad.harvard.edu
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March 1, 2021 Policy updates 
include:
• Incorporated new financial 

systems and system processes
• Updated training requirements 

and responsibilities by role
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Responsibilities of Purchasers, Preparers & Approvers (ROPPA)
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• Individuals who spend funds or who prepare or authorize expenditures on behalf 
of the University have a stewardship responsibility to ensure those transactions are 
reasonable, appropriate, and have a proper University business purpose.

• All requisitions must be prepared properly with adequate support and be reviewed 
and approved by designated individuals. If a transaction has multiple approvers, 
every approver is accountable for the elements of the transaction that they 
approve.

• These responsibilities apply to users of all financial systems and mechanisms 
where money leaves the University (B2P, PCard, Corporate Card, Concur, etc.)

• All new staff and postdocs who hold certain roles in the B2P, PCard, Fieldglass, and 
Concur system may be required to take an on-line ROPPA training course.
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Training Prerequisite by Role
Responsibilities of Purchasers, Preparers and Approvers (ROPPA)

Role ROPPA Training Track Training Prerequisite

Buy-to-Pay Approvers Approvers

Required for all new users except faculty, whose 
participation is at each School’s discretion*

The online training may be found on the
Training Portal

Buy-to-Pay Requestors Preparers

Concur Approvers Approvers

Fieldglass Hiring Manager Approver

PCard Holders Purchasers

PCard Reviewers Approvers

Buy-to-Pay Shoppers Preparers

At each School’s discretionConcur Delegates/Preparers Preparers

Concur Reimbursees Purchasers

Corporate Card Holders Purchasers

*“Faculty” typically means employees whose primary appointment is a faculty, instructional role. For example, post-docs would still be required to take the training, as 
would staff who have a secondary teaching appointment.

Each school is responsible for making sure the training has been completed prior to granting access to the system(s).
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https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/ledetail/cours000000000003094
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Purchaser: Anyone who commits to or incurs a financial obligation on behalf of Harvard. A 
purchaser may be a shopper or requestor (B2P), a traveler, reimbursee, etc. 

Preparer: Anyone who creates a request for payment in a Harvard financial system. This may 
include someone who holds the role of requestor or is delegated on behalf of someone else to 
prepare a payment, etc. 

Approver: Are responsible for the review of transactions submitted to them, making informed 
judgments about the reasonableness of those transactions, evidencing their authorization of 
those transactions (either on paper or online) and approval (or rejection) in a timely manner. 

Note that the approver of a transaction may or may not be the person who clicks the 
“approve” button in Harvard’s financial system; some tubs or units may have approvers who 
review and sign off on transactions on paper. 
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Fundamental Concepts
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Regardless of an individual’s role or which system/mechanism they are using, there are a few key 
things to know:

Spend Harvard resources prudently
• Business expense vs personal expense
• Comply with University, federal, state, fund or other policies or restrictions

Prepare transactions properly
• Ensure requestion/request contains information that is fully descriptive of the underlying 

expense (who, what, where, when, why)
• Collect proper documentation – see Definition of Receipts or Invoice Description Procure to 

Pay Manual
Review and approve transactions in a timely manner

• Approver should have sufficient knowledge to make an informed judgement that the 
transaction is appropriate

• Due diligence – follow-up if there are questions or concerns
Create evidence of the approval

• Electronic approval, signing paper forms, or emails.
• Best practice is to thoroughly substantiate review and approve in writing

https://policies.fad.harvard.edu/files/fad_policies/files/receipt_definitions_website.pdf
https://internal.procurement.harvard.edu/resources
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Spending Funds Prudently
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Everyone who spends Harvard funds, either directly via a purchasing system (Buy-to-Pay) or 
PCard, or indirectly, via Corporate Card or personal funds to be reimbursed, has an obligation to 
spend those funds with sound business judgment.

Things to consider:

 Is it a Harvard business-related expense and does it advance the work of the University?

 Is the purchase reasonable? 

 Is the purchaser authorized to spend the funds and are there sufficient funds available for the 
purchase?

 Does the purchase comply with established policies and procedures including fund terms, 
conflict of interest policies, other financial policies?
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Business-Related Expenses
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Everyone who spends Harvard funds, either directly via a purchasing system (Buy-to-Pay) or PCard, 
or indirectly, via Corporate Card or personal funds to be reimbursed, has an obligation to spend 
those funds with sound business judgment.

For Harvard to reimburse an expense without tax implications, the expense must be:
• Ordinary – common & accepted in the normal course of University activities;
• Necessary – appropriate in nature and amount; and
• Business-Related – not a personal expense

Common examples of Harvard business-related expenses:
• Registration fees and travel for professional conferences
• Materials used in research 
• Supplies and equipment used in campus offices and labs

NOTE: The source of funding (e.g., sponsored research award) does NOT affect the tax treatment 
of the expense. The tax treatment of the expense ALWAYS hinges on whether or not it the 
particular expense is in DIRECT SUPPORT of University business. 
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Payments to Individuals: Taxable until proven not!
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• Any time Harvard gives money or other value to 
an individual or entity it can have tax implications.

•The “Accountable Plan” is the set of IRS rules 
Harvard must follow to ensure reimbursements 
are not taxable to the recipient/reimbursee. 

•The rules aren’t necessarily intuitive. Some 
expenses -- even though they relate to work – are 
still considered personal expenses (commuting, 
professional attire, etc.)

SUMMARY OF ACCOUNTABLE 
PLAN RULES

• Must be substantially business-
related – not a personal 
expense

• Must be substantiated –
documented with receipts and 
business purpose

• Reimbursement request must 
be submitted timely (90 days) 

• Amount reimbursed can’t 
exceed actual expense
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Personal Expenses
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Generally, expenses that prepare or indirectly support someone’s ability to do their 
work are considered personal expenses and cannot be reimbursed as Harvard business 
expenses. 

Common examples of non-reimbursable expenses:
• Commuting expenses from your home to your primary work location
• Repetitive meals (i.e., daily breakfast, lunch or dinner) while not traveling
• Costs for clothing that can be substituted for everyday use 
• Personal services (e.g., haircuts, cosmetic services)
• Tuxedo rentals or formal wear – even for Harvard-related events
• Personal credit card annual fees
• Parking tickets or traffic violations 
• Home office furniture, equipment or utilities

See the Business Expense Reimbursements Policy

https://policies.fad.harvard.edu/pages/business_expense_reimbursements
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Prepare Transactions Properly
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Employees who prepare a transaction are, at a minimum, responsible for ensuring the business 
purpose is complete and accurate, proper support is provided, and that the transaction is 
submitted or resubmitted for approval in a timely manner. Units, particularly those with 
centralized approval models, may place additional responsibilities on their preparers (also known 
as requestors, shoppers, or delegates).

Things to consider:
 Does the purchase comply with established policies and procedures including fund terms, conflict of interest 

policies, other financial policies?

 Is there sufficient information for a complete business purpose (who, what, where, when, why)?

 Is the appropriate supporting documentation included?

 Is there a sufficient budget or other funds to cover the expense?

 Is the correct billing code included?

 Was the information been provided and the transaction prepared in a timely manner?

 If a transaction has been returned have the questions been resolved promptly?

If you don’t see something say something!
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Business Related
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Ensure requestion contains information that is fully descriptive of the underlying expense (who, what, 
where, when, why).

Who – Who incurred the expense? Where there other individuals involved? List names and other 
affiliations if required.

What – What did the expense entail (prize, consulting, supplies, business lunch, travel, reception, etc.)
Where – Where was the expense incurred – city/state/country
When – Date the expense was incurred or trip made
Why – Detailed purpose, business activity and how it relates to Harvard business

Poor Example Good Example
Presenting at Conference RT Airfare BOS-Paris, Presenter at Indo-European Conference 7/1-13/18

Prize Commencement Prize Highest GPA in Undergraduate Anthropology awarded 5/29/21 

Grant Student Travel Grant for personal research. Travel to India 5/1-23/21 for independent 
research.

Expenses related to research/development Adobe Distiller to use in the awesome research publication designs project

Honoraria One-time guest speaker 6/1/21 “How to Destress” Zoom talk. Speaker was in MA 
during lecture. Not ICQ required.
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Documentation
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Before the goods or service have been received
When creating a noncatalog order (purchase order), a quote or other approved funding commitment (signed contract, etc.) may 
act as the initial documentation to process the requisition. The quote or agreement should contain similar information as that 
required on an invoice (supplier information, estimated total amount, scope and period of work, etc.). Once the goods or service
have been received, the invoice would be used to receive in B2P and request payment. 

After the goods or service have been received
What should a receipt include? See Definition of Receipts for more details
Date of transaction • Name of merchant • Transaction details (what was purchased ) • The amount of purchase • The form of 
payment used (credit card, cash, check) • Indication that the amount was paid • Handwritten receipts that do not contain the 
above information require a Missing Receipt Affidavit (MRA)

• Hotel folios are required, regardless of amount
• Business meals that include alcohol should have an itemized receipt, regardless of amount
• Any purchase $75 or over needs a receipt or invoice, but approvers are still encouraged to review receipts under $75

• For reimbursements, an electronic or paper Missing Receipt Affidavit (MRA) is required for lost receipts ≥$75 or for missing hotel folios. MRAs must be used as 
exceptions, not on a regular basis.

What should an invoice include? See Procure-to-Pay Manual for more details
Invoice date • Supplier name • Supplier Remit To address • Reference Harvard University/Department as the purchaser • Invoice
description* • Invoice number • Total invoice amount

* Invoice Description should include: Description of goods or services provided to Harvard, the location of the activity for 
AP to determine if tax withholding applies, Date(s) of service or activity/transaction

Invoice Best Practices:
• Include an itemized invoice showing description or quantity of goods/services, quantity / hours, and per unit price by line
• Include Harvard-generated PO Number on the invoice (generally used with noncatalog orders)

https://policies.fad.harvard.edu/files/fad_policies/files/receipt_definitions_website.pdf
https://internal.procurement.harvard.edu/resources
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B2P Tips and Tricks – Payment Request (PR)
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• Make sure the type of transaction matches the description and invoice details (e.g., don’t select “Prize/Award” as type of 
transaction, but note “research fellowship in the UK” in the description and the attachment is an award letter for a fellowship).

• Attach an invoice, award letter, agreement, email correspondence or in lieu of form when other documentation is not available.
• All payments to foreign entities and individuals are placed in a queue for tax review.









Section Description


Type of 
Transaction

• Select the most appropriate type of transaction.
• Only select “Other” if the transaction does not match one 

of the options listed (e.g., loan forgiveness, human subject 
payment, consulting, etc.). 

• Selecting “Other” can delay review and processing since it 
goes into a larger queue for tax review.


Description

Put in a detailed business purpose/description (what, where, 
when, why). Note the location of the activity/service.


Internal 
Attachments

Attach an invoice or in lieu of form. This documentation shows 
what the payment is for and why the requestor is initiating the 
transaction. Documentation can be an invoice, in lieu of form, 
agreement, contract, or correspondence that documents the 
business purpose (who, what, where, when, why, how). 


Location of 
Activity

Where is the service being performed, property being rented, 
or the location where fellowship income is expected to be 
utilized.
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B2P Tips and Tricks – Payment Request (PR)
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The In Lieu of Form should be used only when other 
documentation  (award letter, speaker agreement, etc.) 
containing invoice information is not available. 

The PR transaction should contain 
the 5W’s somewhere within it. This 
information is normally taken from 
the invoice.
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B2P Tips and Tricks – Noncatalog Order
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• Make sure the type of transaction matches the description and invoice details (e.g., if the invoice is for consulting in 
Spain, be sure to note consulting in Spain in the description).

• Select the location of activity to speed the tax review process for foreign entities.
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Timely
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• Regardless of role, be mindful of internal deadlines and allow sufficient lead time for processing 
transactions. Be mindful of internal processing deadlines and take them into account in order to 
meet the 90-day deadline for Concur. 

• “Sufficient time” generally means at least a week before the deadline, but complex purchases or 
reimbursements may require more. 

Expense Type When to Process Notes
PCard Weekly - Reviewers and Administrators 

must enter business purposes, coding and 
review on a weekly basis.

Concur – Reimbursements/Payments to 
Harvard Employee or Citibank

0-90 days with no tax implications
91-182 – taxable to employee
183+ will not be reimbursed

Citibank payments should be made ASAP 
to avoid late fees.
Concur reports must be electronically 
approved and submitted to Travel, 
Reimbursements and Card Services within 
90 days to avoid tax implications.

Buy-to-Pay – Nonemployee 
Reimbursement

Best practice – within 90 days or the same 
fiscal quarter as expense was incurred

Suppliers Process upon receipt of invoice Harvard’s payment terms are normally 30 
business days from invoice date.
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Review and Approve Transactions 
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All transactions must have an authorized approver who has sufficient knowledge to make an informed judgment 
that the transaction is appropriate. Ideally, an approver will have direct knowledge about the transaction or 
circumstances to validate the expense; if not, the approver should rely on compensating procedures to gain a 
reasonable level of assurance that the expense is valid. In some cases, approvers with different approval levels 
(tiers) may be focusing on different aspects of the payment review process

Things to consider:

 Does the purchase comply with established policies and procedures including fund terms, conflict of interest 
policies, other financial policies?

 Does the business purpose or other parts of the transaction contain sufficient information (who, what, where, 
when, why)?

 Is the appropriate supporting documentation included?

 Has the information been provided, and the transaction prepared in a timely manner?

 Is there sufficient information or does the approver have sufficient knowledge to make an informed judgment 
that the transaction is appropriate?

 Has there been due diligence and follow-up if there are questions and concerns and has this been 
documented?

If you don’t see something say something!
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Approver Due Diligence
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• The Approver is the last person in the chain to verify that an expense is correct
• It’s up to the Approver to resolve all questions before approving a transaction
• If you are an Approver and you are unsure of whether an expense is appropriate,  

and within policy, there are resources to help. 

Contact your Tub Finance Office, Travel, Reimbursements and Card Services, 
Accounts Payable, NRA Tax Team, Financial Policy Office with questions.

If a reimbursement request wasn’t rejected by Central, that doesn’t necessarily 
mean it was correct or compliant with policy.
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Multiple Approvers
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Approving any part of a transaction is a significant responsibility; every individual in an approval chain 
is accountable for the elements of the transaction that they approve. 

In some cases, there may be more than one approver in an approval hierarchy.

For example, a department administrator might approve an expenditure that must be subsequently 
approved by a sponsored or gift administrator, and then finally approved by the tub finance office
To avoid confusion, approvers must understand which elements of a transaction they are responsible for 
reviewing and approving.
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Evidence of Approval
• An individual requesting a reimbursement must attest that the expenses are 

complete and appropriate. For nonemployees, a signature on an NR Form or if they 
cannot sign the form an email attestation included with receipts and NR Form would 
be allowable.

• Both Buy-to-Pay and Concur have automated tracking around approval and audit 
systems. Use the comments fields and attachments for any additional notes, 
documentation or follow-ups.

ROPPA Training 2021MAR2522
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Responsibilities by Role
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Updated for 
03/01/2021
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Tips and Tricks
Reimbursements:
• Missing or insufficient business purpose or missing receipts are the most common reasons reimbursements are returned.
• Processing a nonemployee reimbursement rather than a payment request for taxable expenses (travel grant, award).
• Processing expenses taxable to an individual.
• Expenses exceeding 90 days which do not include appropriate additional pay form.
• The Travel, Reimbursements and Card Services team spot audits employee and non-employee reimbursement requests but they do not 

audit every single transaction.

Accounts Payable:
• All payments to foreign entities and individuals are placed in a queue for tax review. This includes payment requests or noncatalog

orders/purchase orders.
• Process only one requisition per supplier (each supplier may have different tax situations).
• Be sure the invoice matches the supplier's name.
• Be sure the invoice description is the same as the requestion description (e.g., if the payment is a prize, the requisition description also 

notes prize).
• Use the object code that best describes the invoice and service provided. Object codes that are different than the description may delay 

processing (e.g., using prize object code for a fellowship).
• List as detailed a description as possible (who, what, where, when, why).
• Location, location, location – noting the location of activity in the description and on the invoice will help in tax review.
• For payment requests, do not select “Other” unless the payment does not match any of the other transaction type options.  Selecting 

“Other” can delay the tax review process.

ROPPA Training 2021MAR2524
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Additional Information
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Business Expense Reimbursements
Buy 2 Pay Materials 
Definition of Receipts
Employee and Nonemployee Gifts and Celebratory Events
Fellowship Payments and Reimbursements for Students and Non-employee Postdocs/Fellows
Fellowships Toolkit
Fraud Awareness and Reporting
Honoraria and Reimbursements for Foreign Nationals
Location of Activity
Independent Contractors
Policy on Responsibilities of Purchasers, Preparers and Approvers (ROPPA)
Harvard Training Portal – On-Line Training - Introduction to ROPPA
Procurement Policy
Procure-To-Pay Manual
Reference Guide for Purchasers and Reimbursees
Sponsored Program Policies
U.S. or Foreign-Source Income
Training Portal
Travel Policy

https://policies.fad.harvard.edu/pages/business_expense_reimbursements
https://b2p.procurement.harvard.edu/buy-pay-project
https://policies.fad.harvard.edu/files/fad_policies/files/receipt_definitions_website.pdf
https://policies.fad.harvard.edu/pages/employee-gifts-and-celebratory-events
https://policies.fad.harvard.edu/fellowships-vs-reimbursements
https://policies.fad.harvard.edu/files/fad_policies/files/fellowships_toolkit_2.5.15_0.pdf
https://policies.fad.harvard.edu/pages/fraud
https://policies.fad.harvard.edu/pages/honoraria-foreign-nationals
https://nratax.oc.finance.harvard.edu/usor-foreign-source-income
https://policies.fad.harvard.edu/pages/independent-contractors
https://policies.fad.harvard.edu/responsibilities-purchasers-preparers-and-approvers
https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/ledetail/cours000000000003094
https://policies.fad.harvard.edu/procurement
https://internal.procurement.harvard.edu/resources
http://policies.fad.harvard.edu/files/fad_policies/files/purchasers_quick_reference_12.22.15.pdf?m=1453315755
https://policies.fad.harvard.edu/pages/sponsored-programs-policies
https://nratax.oc.finance.harvard.edu/usor-foreign-source-income
https://trainingportal.harvard.edu/Saba/Web_wdk/NA1PRD0068/index/startIndex.rdf?spfUrl=/Saba/Web_spf/NA1PRD0068/local
https://policies.fad.harvard.edu/pages/travel-0
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Appendix
Payment Analysis for Foreign Suppliers and Individuals
U.S. or Foreign-Source Income
Location of Activity
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Payment Analysis
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Question Foreign Individual Foreign Entity
Is the payee legally allowed to receive 
payments from Harvard?

Some visa types may not permit 
payments for services or expenses 
incurred in the U.S.

N/A

What is the payee’s U.S. Tax Residency 
Status

Determined by GLACIER Determined by the W-8 Form Type

What type of payment is it? Fellowship, Prizes, Honoraria, Services, 
Royalties, reimbursement, etc. 

Fellowship, Prizes, Services, Royalties, 
reimbursement, etc. 

What is the “Source” of the income Location of activity drives tax 
determination. Royalties and copyrights 
are always U.S. sourced

Location of activity drives tax 
determination. Royalties and copyrights 
are always U.S. sourced

Is the payment subject to tax 
withholding?

Some payments are exempt from taxes 
under an IRC or tax treaty

Determined by payment circumstances 
and valid documentation claimed before 
payment is processed

What rate are taxes withheld? Fellowship Income – reduced to 14% for F, 
J, M, or Q visa holders

Determined by payment circumstances 
and valid documentation claimed before 
payment is processed

Is the payment reportable? Based on the payment type if may be 
reportable on a 1042-S or 1099-NEC (if 
resident alien)

Based on the payment type and foreign 
entity classification it may be reportable 
on a 1042-S
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U.S. or Foreign-Source Income
Harvard is required to indicate the “location of activity” and when paying income to foreign individuals and foreign 
entities to comply with IRS tax withholding and reporting regulations. 

The location of the activity will determine if the payment is subject to U.S. withholdings. 

• Generally, the location of the activity would be where a service is being performed, property is being rented, or 
the location where fellowship income is expected to be utilized in support of one’s scholarship or research.

• Royalties, copyrights, and patents, such as those paid for the use of intellectual properties (i.e., industrial 
properties and software licenses), are always considered U.S.-sourced when utilized by Harvard due to our U.S. 
location. This income could be taxable up to 30% if a tax exemption or tax reduction claim has not been 
previously facilitated before the payment was issued.

• Generally, payments for tangible goods or products for international use are not subject to U.S. reporting or tax 
withholding. Indicate where the tangible items are to be used or shipped to for the location of the activity.

Note: International laws are evolving, and some countries may start to charge taxes on services Harvard may 
provide outside of the United States (e.g., an executive education course taught in India may be liable for 
taxes paid to India). This is another reason the location of the activity is so important to list accurately.

ROPPA Training 2021MAR2528
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Location of Activity
A clear indication of the location of the activity (such as the country) is necessary on all supporting documentation 
for the payment to be correctly classified for tax purposes. This applies to both service and non-service income. If 
the source of income cannot be determined at the time of payment because the location of the activity is not clearly 
indicated, the payment must be treated as U.S. sourced under IRS Regulations. Incorrect or missing information may 
also result in payment delays or incorrect tax withholding. 

Some scenarios to determine location of activity commonly seen at Harvard: 
• Spain would be the location of activity when paying a speaker located in Spain who participated on a Zoom panel. 
• United States (U.S.) would be selected as the location of activity when processing a payment for services 

performed by a foreign entity that sent a consultant to the U.S. to work on a project. 
• Germany would be selected as the location of activity when processing a summer fellowship to a fellow that will 

be traveling to and living in Germany over the summer to pursue additional scholarly activities. 
• Select United States (U.S.) as the location of activity when paying rent income for property located within the 

U.S., even if the individual or entity you are paying resides or is established outside of the U.S. 
• Select United States (U.S.) as the location of activity when processing a payment for books that were ordered 

from a library in Italy, to be shipped to and used at Harvard University. 
• For Harvard employees (individuals receiving a salary/dependent personal services income), payments must be 

processed as outlined in Harvard’s Payroll Policy and with the assistance of Harvard Global Support Services.

ROPPA Training 2021MAR2529

http://provost.harvard.edu/files/provost/files/harvard_payroll_policy.pdf
https://www.globalsupport.harvard.edu/manage-projects/taxes
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