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PURPOSE OF GUIDELINES/ S| H i)

NYU Shanghai may provide individual faculty members with Discretionary Funds, Research Funds
and/or Start-Up Funds to support their professional development, research and scholarship. NYU
Shanghai expects that Research Funds and Start-Up Funds will be used to fund direct research
conference fees, equipment, including computer equipment and software,
publication costs, and personnel), to help faculty members develop external funding from other
sources, and to support “public goods,” such as lectures, conferences, visitors, support for graduate
students, course enhancements, etc. NYU Shanghai expects that Discretionary Funds will be used
in the same context as Research Funds or Start-up funds where applicable or for the use of the
faculty member’s professional development. The purpose of these Guidelines is to assist faculty
members and their staff to ensure that Discretionary Funds, Research Funds and Start-Up Funds are

expenses (e.g., travel,

used for acceptable expenses and to facilitate the processing of payments.
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SCOPE OF GUIDELINES/ S N:E&HHEHE

These guidelines apply to the allocation, administration, use, and reimbursement of all Discretionary
Funds, Research Funds and Start-Up Funds at NYU Shanghai.

AFMEH T Bl 2R B EXXRCL . PRa 5 Raha ik, B, EHUL
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GUIDELINES/ &N A%

I. Discretionary Funds, Research Funds and Start-Up Funds/H XY W& % . BHRE
HE5ENE %k

Discretionary Funds, Research Funds and Start-Up Funds are an allocation of funds that may be
made to individual faculty members to support their research and scholarship. Discretionary Funds,
Research Funds and Start-Up Funds are provided by NYU Shanghai as opposed to an outside
sponsor (e.g., government agency, foundation, etc.). The terms of a faculty member’s Discretionary
Fund, Research Funds and Start-Up Funds (e.g., the overall amount, grant period, annual allocation,
and rollover amount) typically are set forth in the faculty member’s employment contract. A faculty
member’s Discretionary Funds, Research Funds and Start-Up Funds will be administered in
accordance with these Guidelines, except as otherwise may be provided for in the faculty member’s
employment contract.

HEE LY ITRa st 5 Ryl T 2 st JHRAIT S AR S B E30R
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Discretionary Funds and Research Funds generally are granted for a period of one year or on an
annual reoccurring basis. Discretionary Funds and Research Funds granted for a single year provide
a specific amount to be allocated and used during that Fiscal Year. If a faculty member does not use
the allocation of the Discretionary Funds or Research Funds during that Fiscal Year, 25% of the
residual amount will be made available in the following Fiscal Year. If the faculty appointment is for
a single semester, the Discretionary Funds or Research Funds must be used during that semester,
unless the Provost approves a written request for an extension.
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Discretionary Funds and Research Funds granted on an annual reoccurring basis provide a specific
amount to be allocated and used during each Fiscal Year over a period lasting more than one year. If
a faculty member does not use the annual allocation of the Discretionary Funds or Research Funds
during the relevant Fiscal Year, 100% of the residual amount will be made available in the following
Fiscal Year (such amounts may not be carried over for more than three Fiscal Years).
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Start-Up Funds generally are granted for a period of three to five years. Start-up Funds must be used
within the specified grant period, and 100% of the unused amount can be carried forward from one
Fiscal Year to the next. At the end of the grant period, the Start-Up Funds will expire unless the
Provost approves a written request for renewal from the faculty member describing how the
previous allocation was used, what actions were taken to secure other funding sources, what “public
goods” were supported, and such other information as may be requested by the Provost. The
Provost will consider a number of factors in deciding whether to grant a renewal, including, but not
limited to, continued scholarly productivity, availability of funds, and need.
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Exceptions to these guidelines may be granted by the Provost in his or her sole discretion.

T T HEAEA 3 02 I R4 S5 D

II1. Use of Discretionary Funds, Research Funds and Start-Up Funds/FHF R Z % 5 B3
SR fEHEE

Discretionary Funds, Research Funds and Start-Up Funds must be used for professional
development, direct research expenses or a “public good” for a NYU Shanghai course or program
and may not be used to support personal expenditures of the faculty member.

HESE L AL SRR s T3 52 BB Nk g RIS B
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il.

1.

1v.

vi.

vii.

viil.

IX.

x1.

xii.

Xiil.

Acceptable uses of Discretionary Funds, Research Funds and Start-Up Funds include the

following, if related to professional development, direct research or a “public good” as

described above:

HERAE I AL HRMBE R AT (SRl kg, Bt sh ok Bk
“Nam” WHARK)D TUH LA

Books, reprints, and subscriptions to academic journals

FFE. SHAR L DL SR

Capital improvement of laboratories approved in advance by the Provost in his or
her sole discretion

FHAEA BT KAHE S0 = B i

Equipment, including computer software and hardware: All capital acquisitions
remain the property of NYU Shanghai even if the item is cost-shared with the faculty
member's personal funds. All computer orders must be approved in advance by the
IT Department.

e, ORETHENURAE A FrA RIW R dh 50 Bl 20 K250, B
52 SN N AR RG] . P TR LRI T B iR A543 B SR 1
FOLHbE.

Research personnel, including research assistants and postdoctoral fellows. Hiring
must be approved in advance by the Provost and Human Resources Department.
WEENGE, AL T BB R AT AU 5 o A ZHERAS 055 KA ) Bt
FRIZE SERLHE TS B AH OGN 5

Travel undertaken in accordance with the Travel Policy

Frar (ZEIRMIFLD) FE B ZE IR 51

Research Meals, which must be pre-approved in accordance with the Research Meal
Notice

FHotEE sy, DAL CRHRE S immn) B RS et

Honorariums or stipends for students serving as research assistants

AR 7T BB A i AT

Organizing public lectures and conferences held at or hosted by NYU Shanghai

H A2 K528 T 5 BRAEAS A 28 T3 0 A K R B2 X

Attendance at a public lecture or conference (including related travel expenses)

HE A IR B CRAEA G E R D)

Enhancements of courses

R R 3)

Support for approved NYU Shanghai visiting scholars

Xt B LKV R 5 1) B B

Undergraduate research projects

AR FE I H

Other related expenses as may be approved by the Provost in his or her sole
discretion

HE IR HS5 KA HE A 5 2%
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b. Unacceptable uses of Discretionary Funds, Research Funds and Start-Up Funds include:
HESCRCL Y AL SRR sh e A al SO H A4

1. Salary or other compensation for the faculty member
2R T e R

i.  Compensation for faculty release time
52 5 BN 0 S 9ITA] B 3

iii.  Mobile phone expenses unless related to research or a “public good” and approved
in advance by the Provost in his or her sole discretion
Maming i, (H2 50T TR B2 207000 H AR OC H 3 e /A5 05 KAtk i)
TR ULER A

iv.  Transactions that could be construed as personal expenses (e.g., furniture for a home
office)
MNIFSC K BEIP 2 5K LD

v.  Items that do not have a clear benefit to meeting the missions of NYU Shanghai
X 5 TR AL 24 DR 2 R A i I P S AL B

vi.  Housing and living expenses, including for long-term assignments (e.g., teaching at
an NYU portal campus or study away sites other than NYU Shanghai), unless
approved in advance by the Provost in his or her sole discretion. In certain
circumstances, reimbursements for assignments at other NYU locations may be
covered by the relevant campus. Faculty should first contact the appropriate office
before making any arrangements.
Ef AR, OIS KRIECAESS G2y R Al ] R bl it &b
RO ARMEEMERSR M, FIRGHS KA ORI Rl
THOL T, O S ARSEA S . 2 BB ARG R A IR 5

vil.  Recreational travel
PRPR 1 H 7

viii. ~ Other expenses not directly related to the faculty member’s professional

development, research or a “public good” as may be determined by the Provost in
his or her sole discretion
S RKRINNEZ RN BIFEL “ A" BH CEZR R EIT
3

III. Administration/ B

a. Discretionary Funds, Research Funds and Start-Up Funds are intended to provide
faculty members with more latitude in administering their funds and make the processing
of transactions and reimbursements more efficient. Along with the flexibility and ease of
use that faculty members have in spending their research funds comes the responsibility
to review accounts to ensure that transactions are propetly recorded, that budgets are
properly established for planned spending, and that the balance is correct on a current
basis. Deficits are the responsibility of the faculty member and must be resolved by year
end in each Fiscal Year.

HEXRCL Y. IR E 5 Raiad §E N2 AR5 &5 BRI KK R
VPR R SO S IR R . 2B B AT STER K B, 5 PR3 S il Sk v
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b. When Discretionary Funds, Research Funds and Start-Up Funds are awarded, the faculty

member is provided with his/her own research fund program in NYU Shanghai’s
financial system. This reduces the cost of administering the funds by allowing the
majority of transactions to be submitted by the department directly to relevant offices
(e.g., Procurement, Finance, Human Resources, etc.) and by allowing faculty members to
track their own balances.
HHEXRS . AL RMBNERE T, LRALRFRAALN S RE
RS AR SR BRI o 52 B8 B N 48K 22 20 SO i SRS mT 3@ L Bir 4838 11 L 452 17
ARERTT CHERIGES . W55 FAIN T BHEELD -2 RERE I 7 e 22 e i, LA
LR A -

c. Faculty should confirm with Faculty Affairs or the relevant administrator before
incurring any expense to ensure that the charge is acceptable and to determine the
proper procedures in which to purchase such items or seek reimbursement.

AT T RPN, % eI A 5 5 0T 26 8 SORE AT BN, B A 2 P e
P, 30 O ORI AR

d. TFaculty members must adhere to all NYU Shanghai policies, including these guidelines,
in connection with the use of the Discretionary Funds, Research Funds and Start-Up
Funds. The appropriate systems or forms must be used to purchase goods or to be
reimbursed for expenditures. Faculty members may be held personally liable for
expenses incurred in violation of NYU Shanghai policy.

i B B2 Rah 5ashastnt, 2o Ny b2 K+
HIFTAT R, A 2 o SR ity B B IR A U 538 Y R LBk o 4
PR S Oy B A LR S B AR AR, 2 SR BN B AT AR IE ST S5

e. The Provost, or his or her delegee, is responsible for approving transactions involving
Discretionary Funds, Research Funds and Start-Up Funds.

FOS KRN TTH IS B EXBRL . MRS B2 s R s
TiH .

IV. Payments /X f181 H

Purchases and payments made with Discretionary Funds, Research Funds and Start-Up Funds and
the approval for such transactions must be made in accordance with the Procurement Policy and the
Signature Authority Policy. Brief background information on that process is included below for your
reference.

5 HEMEY . WA R ZE S AN BRI 5 SO S HHERE e b 205 & CRIE )
FE) AN (RRAABURGIED M. UL RS RESHME, U35,
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a.

Except as set forth below, Workday should be used to order goods and service that are
valued at RMB 5,000 or more in total (including taxes) regardless of their nature. Please
provide sufficient lead-time for such orders as they may require a purchase order or
contract with a vendor, which will take time to negotiate and process. Please check with
the Procurement Department on the necessary lead-time, purchase process, and payment
procedure, each of which will depend on the cost of the item or service purchased.

BRUARIBHAN, MATH Workday RGLIT AN TEN T 5000 JGEL LA E (FBD
(R ATART P 0T (0 7 i S5 IR 5 o 25 R 3 B e SR I B 75 AR 1T B I 5 it S v
WAL AR, V5 TR 2 08 KA TR AN BRI 1R] o PR T 7 EOIR 45 R R B 800, B
T B IPIRIN[R] . SRIGRARFI AT PG A, PRI TE &R IGH .

The Payment Request Form is used to request payments to (1) individuals who are not

NYU Shanghai employees (e.g., independent contractors and consultants) for

professional services, honorariums, etc.; or (2) a business entity/vendor for goods and

services that are valued at less than 5,000 RMB in total (including taxes).

PR HERE T BURAERIE R 1 F3R b ik 55 A0 AE g 2 K22 A
COn L ARG R A ) ) BEAT A 2) 1) ol SEAAR st 2 e S A S AR T AR
M 5000 76 CEBL KIS ARS .

V. Reimbursements /3R 8§

To request

a reimbursement from Discretionary Funds, Research Funds and Start-Up Funds, follow

the process outlined in Attachment A.

HiE H B4 WAt SR sh & il b G S5 M A

VI.  Operating Guidelines /¥AE 5]

a.

1.

1ii.

b.

Individuals responsible for authorizing expenditures must make certain that:

TN AL R -

Accounting information is correct (e.g., the proper worktags are assigned in the
Financial System).

SUHE B RAERYE IR 55 RS ) worktags) o

The purpose of the expenditure is in compliance with these guidelines and NYU
Shanghai policy (see Section II above).

ARSI H AT & A G WA Bl AL RS2 el RE (2% LIk
—I T DR

Documentation, including a fapiao for expenses incurred in China, necessary to
substantiate the expenditure has been submitted (e.g., original receipts are provided).

CARA TR U MRS Coniseis Jg ) BLHR AT A8 v [ ™ A 2 T R R

For operating accounts, the year-to-date (Y'ITD) amount spent for the fiscal year must be
checked to verify that the Other Than Personnel Services (OTPS) bottom line is not in
deficit. If the OTPS bottom line is already in deficit, or the expenditure being processed

{00082856.11}8} 7



would put the bottom line into deficit, Faculty Affairs must be contacted to discuss the
situation prior to processing the transaction.

MTEERH, U 2 5 W BUE R 245 K RBEA RN RS (OTPS)
RAFF. # OTPS CHEAAT, HuIFfEAERA 2 & SRRT, 7 2R
BZAT, LAUEFIANHE S, TR E T R

c. If operating budget OTPS funds must be moved from another account to cover a deficit,
it can take up to several weeks to complete. Therefore, as OTPS expenditures approach
the spending limits of budgets, discussions should be initiated with the appropriate
Financial Analyst so that adjustments can be made in anticipation of possible spending
overages.

HBMNILEIK B OTPS iz s A B & Aoty ikl e 221
JABIRT TR At = OTPS Bl FH 2T TR O S H PRI 1 S BR AR AH 5 55
NS BLER XS FUA AT e HH I PR R A0S HH AR H R

Definitions /fE& & X

Fiscal Year means the NYU Shanghai fiscal year that begins on September 1 of each year and ends
on August 31 of the following year.

BSR4 LA L KA BAE R, R 9 0 1 HET 4K 8 31 Ho

OTPS means for Other Than Personnel Service, that is, any transaction that is not salary, benefits
or bonus related.

OTPS ZfrAF N F sy, BITTBE . ARA B 2L LA 98 1

Discretionary Funds are an annual allocation of funds provided to a faculty member as specified in
the faculty member’s employment contract. Discretionary funds typically are granted for a period of
one year or on an annual reoccurring basis with a specific amount to be allocated and used during
ecach Fiscal Year. Discretionary Funds typically are granted to support a faculty membet’s
professional development.

HEXEE R VAN GRMKFEERY, HARSIEZTMANENER. 833
SCRCLE SR BB BB H Oy — e, DR BAE O ALR . PR 2 Bt )
NBFEMEH . A EEFE T T SO BIRN Rl s

Research Funds are an annual allocation of funds provided to a faculty member as specified in the
faculty member’s employment contract. Research funds typically are granted for a period of one
year or on an annual basis with a specific amount to be allocated and used during each Fiscal Year.
Research Funds typically are granted to help a faculty member begin a research profile or to support
NYU Shanghai-funded research missions.

WREFR N R BN R MM FEE R, HAARKIIARZ TN GR. #tsk
IR HE N B, DARM BN AR . PSR BN H A
Hlo Wt st Pl s M T SR SR ST ARG 3) 8B iR 129 K2 BB R RHE U .

Start-Up Funds are a one-time allotment of funds provided to a faculty member as specified in the
faculty member’s employment contract. Start-Up Funds typically are granted to help a faculty

{00082856.11}8} 8



member establish a program or research capacity and may be spent at any time during the grant
petiod.

RENZF N R BORN G SR AL — e BB, B RS B LR SRR H Bk TR EE T .
PR RIINZ RN G R 32 %W R LE 55 B P eI 1 F 42 2%

Workday is NYU Shanghai’s Finance and HR management system, which is available through the
Work Tab of NYUHome.

Workday 4 A2 RZERI S MN A RIRE B RS, Al 5 NYUHOME [ Work
K.
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ATTACHMENT /M3 A

How to Expense Reimbursement Request Reimbursement

INSTRUCTIONS

Log in to Workday.
Go to home.nyu.edu.
Click on the Work tab.

Look for the NYU Shanghai:
Financials and HR System channel.

Click on Workday Login.

Sy B 7 3% A R4

SCREENSHOT

Channels | Log Out (2129)

NYU Home

 E-mail IO Splashes

NYU Shanghai: Financials and HR System

Workday is NYU Shanghai's Financials Management and Human Resources system. This system
provides NYU Shanghai administrators and faculty access to:

Submit expense reports

Frocure goods and services

Run financial reports

Manage positions and recruitment
“iew and edit personal information

q:_ Workday Login D

For optimal use, we strongly recommend the following minimum system requirements:

Internet Explorer 9@ or higher; or
Safari 4 or higher; or

Chrome 14 or higher;

Firefox 4 or higher; and

Access to NYU-NET or NYU WPN

If you have any issues or questions, please contact shanghai.workday.help@nyu.edu for
assistance.

Optional steps: if you have not already done
so, add your banking information for direct
deposit of your salary and expense
reimbursements in Workday

Select Expenses and click on
Payment Elections

Home

—
— ]

Personal
Information

Performance Favorites Inbox

< BN JEE\-—

Expenses Benefits Purchases
Actions View Recent
Create Expense Report Expense Reports 0411012014
Create Spend Authorization ExpensaTransaclions

Edit Expense Transactions
Edit Spend Authorization

Payment Elections

Spend Aufhorzations

Payment Elections
CabnLi (FFik

{00082856.11}8}
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http://home.nyu.edu/

INSTRUCTIONS SCREENSHOT

3 You can access to the Create Optionl:
Expense Report by following
options: Home

Optionl: In the home page, click on
the Expenses icon, then select ) —_
Create Expense Report H

Option2: Type Create Expense

Persan_a\ Performance Favarites Inbox
Report in the Search Field, Select the iormetion
Create Expense Report from the
search result suggestions. Pay v v =
attention: For all the actions or report —
Expenses Benefits Purchases
Aclie View Recent
Create Expense Report Expense Repors 04/10/2014
sie-Spend AuthasizmtiT Expense Transactions
Edit Expense Transactions Payment Elections
Edit Spend Authorization Spend Authorizations
Option2:
create expense repor]
reate Expense Report - T,
Create Expense Report Print Cayout - Task
4 Verity the Expense Report Date Create Expense Report

and other required fields then click
on OK button

Use this task to enter an expense reportinta the system. Please determine if you would like to create a new
expense report or copy fram an existing expense report

© Expense Report Information [fyou need to create expense report on
Expense Report For behalf of another person, please contact

the NYU Shanghai Finace Department
at shanghai finance@nyu.edu

—
Expense Report Date * | 041012014 B
Expense Report entry date. Itis
®) Create Blank Expense Repart usually today

() Copy Details from Existing Expense Report a8

Company * | NYUSH NYU Shanghai - 8.

@

Multicurrency Expense Entry El . .
Check this checkbox if your

Value Added Tax (VAT) Entry - [] expenses are dominated in a
currency other than CNY( or

RMB)
Cancel

{00082856.11)8} 11



#

INSTRUCTIONS

Fill in the Business Purpose,
Reimbursement Payment Type
(Manual-Online Banking, Manual-
Cash or Direct Deposit) and the
Memo in the Header

Note: Cash reimbursement is only
available in amounts equal to or less

than 800 RMB

SCREENSHOT

©) Expenss ReportInfe

Fill in the line item details including
adding any attachments such as
supporting documentation and click
Submit

Hints:

- Remember to check the Receipt
Included) checkbox and upload
any individual receipts

- When choosing Hotel
Accommodations, the ‘itemize’
icon is shown in the top right.

- Finance prefers Memo’s to be
included on each line.

Required Worktags:

- Cost Center: 10109
Academic Research

- Grant: SMEC YYYY Grant
(Where YYYY is the cutrent
calendar year)

- Fund: 11 Grants Restricted

- Program: Enter your
Research Fund

Please check with Faculty Affairs if
you have questions regarding the
appropriate Worktags to include on
the report.

[Fecastimaze

{00082856.11}8}
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# INSTRUCTIONS

7 The Expense Report task will be sent
to your approvers Inbox. He or she
can go to his Home Page -> Inbox -
> View Inbox. They will also receive
an email informing them of your
submission and the approval request.

SCREENSHOT

Personal
Information

Performance

Home

Favorites

‘You have actions to complete
in your Workday inbox:

2

Inbox

8 Your approver will find the task in
his/her Inbox. He or She can
approve the Expense Report by
clicking on the Approve button.

e I

9 The Cost Center Manger (budget
owner) needs to approve the
Expense Report in his/her Inbox.

Many times the Cost Center Manager
is also your approvert, so these
approvals will be consolidated into
one step.

Expense Report: Cabvin Li (FT)

‘o B4HOR044 for ¥4.00

10 | Once approved, you will now need to
log into Workday to Print your
expense report and submit it to
Finance.

You will also receive an email from
the system informing you of this task.

{00082856.11}8}
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INSTRUCTIONS

SCREENSHOT

11 | Logon Workday and go to your Home -
home page. Click on Expenses icon,
and select Expense Reports in the

View Section. 2

et

Personal Performance Favorites Inbox
Information

\ o ==
- \

Expenses Benefits {b Purchases
Actions. View Recent
Create Expense Report Expense Reports 04110/2014
Create Spend m ——— 0411012014
Edit Expense Transactions Faymem[a—-——}

Edit Spend Authorization Spend Authorizations

12 | Click on the view details icon in each My Expense Reports o

Expense Report row F—
My Expense Repors @ I
T T T I s || s s
T e — =
T P
El PR — 100 00 om0 | oy sy e
Double click on the icon to view perslions R:;m
details
13 | You can print the Expense report b View Expense Report o e
p p p y EXP-00002435 > 0.00 CNY 1.00 CNY .00 CNY
M M b b Pay To: Cavin L (TR Status: Approved Personal Reimbursement  Total
click on the printing icon.
o) Expense Report Information % Expense Report Reference Information
Expense Repon Date Memo it or download it
Approwal Date

Expense Report Lines

wewn 8 =

o4riozois 100 | Expense Report Line [
O Suppon AARA E | bannzon Nemizsa N
14 | Once the printing is finished, you can
download it from the upright corner | veveipere oo e
of the page screen.
Click on the PDF in

order to download it

Print Document

ApATaDIe s1p8nE apar 5 D6 O

Close

naton wal appear wen your 18

{00082856.11}8}
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INSTRUCTIONS SCREENSHOT

The last step is to take your expense
report and original supporting

documents and deliver it to the NYU
Shanghai Finance department.

EXPENSE REPORT PROCESS COMPLETE

{00082856.11)8} 15



