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SEAS Exception Request Process

When is an Exception Request Needed?

An Approved Exception Request is required when:

1.

An expense is submitted for reimbursement (either out-of-pocket or on a University card) after
90 days but less than 182 days (additional pay form required for out-of-pocket and corporate
card expenses, not required for department card late reimbursements);

If late fees are incurred on a department card;

When a purchase is made that is outside of Local and/or University policy.

See below for the details of the process, dependent on the reason of the exception:

Exception Request Process for Expense on Corporate Card Outside Reimbursement Deadline

Admin, Reimbursee, Cardholder would sign and complete the exception request form, providing
a detailed explanation for why the request is warranted.

Obtain Area Approval (ADRAF or Area Director) via signature on the form.

Signed and Completed form is emailed to procurementhelp@seas.harvard.edu, along with all
corresponding backup, requesting review of the exception.

SEAS Finance reviews exception request and responds, either approving or rejecting the
request.

If approved, FinOps will also complete an Add Pay form to be returned with the signed
exception request form. The expense report should be processed in Concur and the approved
exception request form, along with the FinOps provided Add Pay form must be included with
the other supporting documentation. When processing the expense report in Concur, the
preparer must also ensure the checkbox that states “Includes additional pay”, located on the
report header, is checked off.

Exception Request Process for Expense on Department Card Outside Reimbursement Deadline

Admin, Reimbursee, Cardholder would sign and complete the exception request form, providing
a detailed explanation for why the request is warranted.

Obtain Area Approval (ADRAF or Area Director) via signature on the form.

Signed and Completed form is emailed to procurementhelp@seas.harvard.edu, along with all
corresponding backup, requesting review of the exception.

SEAS Finance reviews exception request and responds, either approving or rejecting the
request.

If approved, the expense report should be processed in Concur and the approved exception
request form must be included with the other backup. An Add Pay form is NOT needed for late
transactions on a Department Card.
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Exception Request Process for Out-of-Pocket Expense Outside Reimbursement Deadline

1. Reimbursee would sign and complete the exception request form, providing a detailed
explanation for why the request is warranted.

2. Obtain Area Approval (ADRAF or Area Director) via signature on the form.

3. Signed and Completed form is emailed to procurementhelp@seas.harvard.edu, along with all
corresponding backup, requesting review of the exception. This would include a completed and
signed SEAS Add Pay Form.

4. SEAS Finance reviews exception request and responds, either approving or rejecting the request.

5. If approved, the expense report would be processed as additional pay through payroll, not
Concur. FinOps would inform the reimbursee of the approval and would submit directly to
payroll for processing. No further action would be taken by the reimbursee.

Exception Request Process for Late Fees on Department Card or a Purchase Made Outside University
Policy or Best Practices

1. Admin, Reimbursee, Cardholder would sign and complete the exception request form, providing
a detailed explanation for why the request is warranted.

2. Obtain Area Approval (ADRAF or Area Director) via signature on the form.

3. Signed and Completed form is emailed to procurementhelp@seas.harvard.edu, along with all
corresponding backup, requesting review of the exception.

4. SEAS Finance reviews exception request and responds, either approving or rejecting the
request.

5. If approved, the expense report should be processed in Concur and the approved exception
request form must be included with the other backup.
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SEAS Exception Request Form
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SEAS Add Pay Form

Form to be completed
by Admin/Reimbursee

Earnings code to he
filled out by Finance.
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