Business Purpose Documentation

Please note in order to classify purchases, or expenses as Business expenses, Brandeis University requires
users to detail the Business Purpose of the expense.

Definition: A business purpose justifies how an expense is appropriate and reasonable, and how it supports
and/or advances the goals and objectives of the University.

The University must ensure that all transactions (e.g., supplier invoices, travel expenses/reimbursements, p-card
expenses payments, requisitions, etc.) have written information within the transaction documentation to justify
the purpose served by the expenditure. Procurement & Business Services therefore requires clear documentation
of this justification. If not clearly documented, the department may be asked to provide additional details.
Failure to provide this information may result in additional delays approvals and/or payment.

Purchases and/or reimbursements made on behalf of the University must include detailed information that
addresses the following:

- What is being purchased?
- Why is the purchase necessary and is it reasonable and appropriate for the University?
- Who is the person that requested or needs the purchase?

» For events, this will include the audience or list of attendees. (i.e. If the Expense category
selected prompts the user to provide the Name of Attendees and/or this information is shared
elsewhere on the report line (i.e. Description field etc) that information does not need to be
reentered).

- How does the expense benefit the University? Expenses that appear to be personal or provide a benefit
to an individual must include a written explanation of how they are business related.

- Where is the event/activity taking place? If travel is included, provide the benefit to the University for
sending the individual(s) to the event/activity.

- When is the event/activity taking place? Include all dates associated with this event/activity expense,
especially when including travel time.

The documentation must provide reconcilers, approvers, and auditors the information required to fully
understand the intent of the purchase or service and how it relates to the overall mission of the University. The
information is the basis for a determination of allowance or non-allowance of the expenditure. Financial
transaction approvers are both responsible, and accountable for determining whether expenses comply with the
business purpose provided and if they are necessary to conduct University business.

Please note, for University Expense Report this detailed information may be entered in a variety of
different fields based on the expense category etc. For example, when selecting Business Meals, you will be
prompted to provide information regarding alcohol purchases, and the names of attendees. This
information does not also need to be entered on the business purpose field if captured in these special fields.



Some Samples of Expense types and appropriate details are below

Information to Include
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Information to Include

Topeat | imen b | M | Appramine Buines
Purchase
Pizza will be provided to
encourage participation in a
survey to assist the Student
Union with feedback
regarding what events would
be beneficial for students for
A flyer/program should | academic year
be included along witha | 2024/2025. The goal of this
Business Pizza for student description of the event event is to hear from students
entertainment | participation 07/28/24 and how it benefits the on what types of events they
mission of the would like to see at the
University. Student Union in order to
bring students together and
provide them with an activity
to allow themselves an
opportunity to meet and
network with other
students. MM/DD/YYYY.
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