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	Memorandum of Agreement (MOA) for Supporting Foundation Expense Reimbursement



Instructions:

Cost sharing may occur for any development-related costs, or for non-fundraising events where the parties involved come to an agreement, complete the forms, and follow the process. The respective organizational unit must complete this MOA and submit it to the supporting foundation for approval in advance of the activity.
 A separate MOA must be created for each activity. Please note that the MOA should indicate what percentage of the total actual costs the Foundation will be reimbursing. Upon approval of the MOA by the supporting foundation and subsequent completion of the activity, the University provides payment and/or reimbursement for the actual costs incurred by the employee, her or his immediate family member, or the organizational unit in accordance with University policies, procedures, rules, and regulations.
 

Before each activity occurs, the organizational unit must scan and email a copy of the signed MOA to jane.king@cu.edu, or fax the signed MOA to 303.837.2122 attention: Jane King.

After each activity occurs, the organizational unit must submit the following to the Office of University Controller (OUC) in order for the University to be reimbursed by the supporting foundation, using one of the addresses below:
· an invoice, using invoice template; 

· the original signed MOA (including, if reimbursement is $2,500 or more, additional signatures as noted on the signature page of the MOA);
· copies of the completed payment and reimbursement documents (including associated receipts and additional documentation); and,

· a copy of the m-Fin Financial Detail report documenting that each expense being requested for reimbursement has been paid from a University SpeedType. 

The OUC will review the above-noted materials, and then submit them to the supporting foundation to initiate the reimbursement.

Refer to the Administrative Policy Statement Reimbursement for Work Done on behalf of a University of Colorado Foundation and the Finance Procedural Statement Supporting Foundation Reimbursement.
OUC’s mailing address:

	Office of University Controller

Attention: Jane King
1800 Grant Street, Suite 600

Denver, CO  80203
	OR
	Campus box: 436 UCA

Attention: Accounting Services


The ______________________________________________________________ has requested that 


Insert name of supporting foundation

 participate(s) in the following project/activity:

Insert name(s) of employees and immediate family members or organizational unit
The timeframe for this activity is 


Insert dates
The University SpeedType to receive payment from the supporting foundation is __________________




              Insert SpeedType

As a result of participating in this activity these individuals or the organizational unit will incur the following estimated costs on behalf of the supporting foundation:
	Type of Cost to be Incurred
	Estimate

	Air Fare
	$

	Other Transportation Costs
	

	Lodging
	

	Travel Meals
	

	Official Function Costs
	

	Other (please describe)  
	

	Other (please describe)
	

	Other (please describe)
	

	Total Maximum Estimated Costs for this activity
Upon conclusion of the activity, if the total dollar amount of the invoices exceeds the amount approved in the MOA, the supporting foundation will only process payment up to the amount approved in the signed MOA. To pay a larger amount, the organizational unit must submit a revised MOA for the revised total.
	$

	Percentage of Total Actual Costs to be reimbursed 
by the University of Colorado Foundation for this activity
	
	%


Notes: Provide information that further explains and clarifies the arrangement between the University and the supporting foundation, such as: restrictions on the types of costs to be incurred/activities to be performed, details about an approved group billing arrangement in order to avoid additional actual costs (e.g., loss of group discount), administrative costs to the supporting foundation, etc.

The following signatures indicate agreement with the above terms.

University of Colorado Signature
Supporting Foundation Signature(s)
	Must be signed by the Fiscal Principal of the respective organizational unit.
	
	Must be signed by the appropriate Budget Manager.

For Foundation reimbursements of $2,500 and above, the CUF VP/ CUF Officer must also sign.


Signature
Date
Signature - CUF Dept. Budget Mgr.
Date 

Print name of Fiscal Principal
Print name - CUF Dept. Budget Mgr.
Print name of Organizational Unit
Print name or number of CU Foundation Department where expense will be charged


Signature of CUF VP/            Date


CUF Officer


Print name/title

� If the MOA is not completed until after the activity is conducted, then the reason for the delay should be documented in the MOA under the Notes section.


� Applicable University policies, procedures, rules, and regulations include, but are not limited to, those addressing procurement, travel, official functions, and sensitive and reportable transactions, including items such as alcohol purchased for personal consumption and recognition activities.
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