Graduate School of Media and Governance Research Fund
Usage Guidelines

For the Academic Year 2019
Expenses made using the Graduate School of Media and Governance Research Fund (hereafter referred to as “Research Fund”) must be handled carefully according to the following guidelines:  <0}{0>なお、申請時の研究経費使用内訳にのっとり行ってください。<}0{>
1. Management and Administration of the Research Fund
1.1. Budget
The Research Fund is given to each Master Seminar and is calculated according to the number of its members. The Research Fund is for faculty members in charge of a Master Seminar or Independent Research and the master’s or doctoral program students enrolled in them. The number of members excludes students studying abroad or on temporary leave of absence, those who have not yet paid their academic fees for the semester in concern (including those who applied for tuition deferment), non-degree students, and faculty members studying abroad, on sabbatical, or on other leave (however, faculty members who have students registered for their Master Seminar are counted). The budget for each fund will be calculated after students have registered for courses, and details will be provided to the faculty member in charge. The number of registered students will be reviewed after the course registration period in Fall Semester, and the budget will be adjusted and finalized. 

* If students pay their academic fees after the budget has been calculated, it will be adjusted accordingly.
1.2. Management and Administration
(1)  The faculty member in charge of each Master Seminar must manage and record all expenses in an easy to understand manner such as in an account book.
(2)  Payments from the Research Fund, as a general rule, will be made directly to the vendor upon receipt of the vendor invoice, in accordance with the process described in the Keio Finance Regulations. Reimbursement for expenses will be made if receipts are provided.
(3)  For accounting purposes, payments from the Research Fund must be made in accordance with the guidelines for that academic year, and must be completed within that academic year. Funds cannot be carried over to the following academic year. Application for invoice payments or reimbursement for receipts must be submitted to the Property Administration Section by the deadline of February 28 2020. For invoice purchases made at the Keio University Co-op, the purchase, delivery of goods, and application for invoice payment must be made by December 27, 2019. Students who will graduate in Spring Semester must complete the purchase, receipt of goods, and application for payment by the date of their graduation irrespective of the above deadlines.
(4)  Refer to the following on how to make payments. (Orders may be made from the start of the Academic Year on April 1) 

a. Payment by Invoice 
When a purchase is made, complete the “Bank Transfer Request Form,” attach the vendor invoice and statement of delivery of goods, and submit it to the Property Administration Section. For Keio University Co-op purchases, use the account card of the faculty member in charge of the program and attach the invoice, statement of delivery, and quotation. 
b. Reimbursement of Expenses

When claiming reimbursement for out-of-pocket expenses, fill out the appropriate fields on the “Application Form for Reimbursement of Expenses” and attach the relevant receipts. Ask the retailer to fill out the receipts and to include the date of purchase, the name “Keio University,” and a clear description of the item. Make sure that the retailer fills out the receipt in detail at the time of purchase. Expenses will not be accepted if there are blank spaces or if the name of the product is unclear.
*Multiple expenses in the same category may be claimed using a single form. In such cases, the applicant must write down the total amount (including tax) and glue all receipts onto a separate sheet of A-4 sized paper such that they do not overlap.
Any questions regarding the management and administration of Research Fund may be directed to the Property Administration Section of the General Affairs Office. Please refrain from making telephone inquiries.  

E-mail: kanzai@sfc.keio.ac.jp　　
Hours: weekdays, 9:00 a.m. to 5:00 p.m.

Application forms for reimbursement of expenses, request for bank transfer, etc., are available online:

http://www.gakuji.keio.ac.jp/en/sfc/gsmg/3946mc000002322w.html

2. Notes Regarding Expenses by Category
(1)  Supplies Expenses

“Supplies” refers to purchases that cost less than 100,000 yen (including tax) for one item or set of items. 

· “Supplies” includes stationery, materials for experiments, or apparatus for research.

Software with a license of up to one year may be reimbursed. For software with a longer license period, the cost must be divided by the number of years of the license and only the amount proportionate to one year can be reimbursed.

Example: Purchase of software with three-year license, total cost 12,000 yen: 12,000/3 = 4,000 yen only

(2)  Materials Expenses

The title of the publication must be included on the application form. 


· If multiple copies of one publication are purchased, the purpose must be specified.

· If the publication is purchased for distribution, submit the distribution list.

· Publications of the research member’s own authorship can only be reimbursed if purchased directly
from the publisher excluding author royalties. 
(3)  Equipment Expenses

“Equipment” refers to purchases that cost 100,000 yen or more, and less than 200,000 yen (including tax) for one item or set of items. The item name, manufacturer, specifications, and the price of the product must be included on the application form.  
(4)  Property Expenses

“Property” refers to purchases that cost 200,000 yen or more (including tax) for one item or set of items. Such items are regarded as “property” of Keio University, and for accounting purposes must be paid for in full with the Research Fund (purchasing through a combination of personal or other funds is not permitted). Property must be ordered through the Property Administration Section, so please consult with the staff there when considering ordering property.
Attach a property label distributed at the Property Administration Section and handle the item(s) responsibly. 

(5)  Travel Expenses

Travel expenses for faculty members or students are only allowed for survey and research purposes, or participation in academic conferences.  
5-1 Domestic Travel Expenses

(a) Please prepare for documents below when requesting reimbursement.
1. Bank Transfer Request Application Form or Application Form for Reimbursement of Expenses
2. Invoice or receipt (Shinkansen fare, air fare, long distance bus fare, accommodation costs, conference fee, etc.)

3. Documentation that shows the purpose of the trip such as academic conference materials, correspondence regarding appointments, or fieldwork plan sheet.
4. Documentation which verifies the route, distance, and fare such as route search screenshot or ticket cost. 

(b) Accommodation costs, as a general rule, will be permitted for trips of one way 100 km or farther and will be reimbursed for the actual amount paid up to 12,000 yen per night.
- Accommodation costs will not be permitted for academic conferences if accommodation is included in the conference fee.

(c) In principle, expenses for taxi travel or renting a car during business trips will not be reimbursed. If they must be used in emergencies or unavoidable situations, a written explanation must be submitted along with receipts, and then the request will be reviewed.
(d) If using a packaged tour, include documentation verifying that the packaged tour cost is less than the cost of arranging the transport and accommodation separately.

Permitted Domestic Travel Expenses

	Rail 
	The amount of a regular passenger fare

The following surcharges, depending on distance traveled:

One way 100 km or more: Shinkansen, limited express, or express fare

	Sea 
	Regular passenger fare (includes high-speed limited express and express)

	Air 
	Air travel will only be permitted if destination is 500 km or more by rail.

	Accommodation 
	Accommodation costs up to 12,000 yen per night


5-2 Overseas Travel Expenses
(a) Please prepare for documents below when requesting reimbursement.
1. Overseas Activity Application Form. Please submit it prior to travel.

2. Bank Transfer Request Application Form or Application Form for Reimbursement of Expenses (for overseas travel).
3. Invoice or receipt (air fare, local transportation costs, accommodation costs, conference fee, etc.)

4. Documentation that shows the purpose of the trip such as academic conference materials, correspondence regarding appointments, or fieldwork plan sheet.

5. Documentation that verifies the route, distance, and fare such as route search screenshot or ticket cost.

- If you do not wish for local transportation costs to the airport to be reimbursed, a route search screenshot is not necessary.
(b) An activity report (free form) and boarding pass stubs (if you apply for reimbursement for the air fare) must be submitted immediately upon return from overseas.
(c) Airfare includes miscellaneous expenses such as airport charges and fuel. Airfare receipts and breakdown are required.
(d) Foreign currency amounts must be converted into yen.
Currency conversion calculation: Convert according to the rate on a receipt for currency exchanged during travel, or check the conversion rate for the date of the expense. Include documentation that verifies the rate used. If making payments by credit card, fill in the amount that is shown in Japanese yen on the statement issued by the credit card company and attach a copy of the invoice.
(e) Travel expenses in March may also be reimbursed, but only if you receive the invoices or receipts by the deadline of February 28. Be aware that you cannot apply for the reimbursement of local transportation expenses beforehand, and will therefore be unable to apply for transportation costs from your nearest station to the airport, for example.

Permitted Overseas Travel Expenses

	Air 
	Reimbursement for the actual economy fare paid

	Accommodation
(per night)
	For faculty members, reimbursement for the actual amount paid, up to the amount specified in the Keio University regulation
For students, reimbursement for the actual amount paid, not exceeding the following amounts: 

Europe/North America 15,000 yen

Other              10,000 yen

	Local Transportation 
	Actual fare (Must be an efficient and economical mode of transport.) 

	Transportation within Japan
	Actual fare to and from the airport


(6)
Local Transportation Expenses

Submit a “Local Transportation Expenses Request and Receipt Form.” 
(a) Documentation must be included that verifies the route and fare on the day of travel (such as a screenshot of a web search).
(b) Documentation must be included that shows the purpose of the trip (e.g., academic conference materials, correspondence regarding appointments, or fieldwork plan sheet).
(c) For local transportation expenses, you may only apply for reimbursement afterward (You may not apply beforehand).
(d) When applying for transportation expenses for internships, attach a clear written document describing the schedule, contents, and its relevancy to your research.

(7) Honoraria
“Honoraria” refers to payments made on a piecework basis such as for speeches or assistance in research. Please submit the Application Form and Receipt for Honorarium and Bank Transfer Request Form when applying.

(a) Honoraria for speeches, translation, proofreading, provision of specialized knowledge, and assistance in research are subject to a 10.21% withholding tax. Honoraria for lectures given during Any portion of travel a course are subject to a 3.063% withholding tax. Make sure to take note of after tax income. Transportation costs are also taxed (in cases other than 3.063%).
(b) Honoraria cannot be paid out of pocket.
(c) Gift certificates such as book vouchers are also subject to withholding tax.
(d) Part-time work payments require different paperwork than honoraria.

Details are contained in the separate handbook for part-time employees (アルバイトハンドブック).  Those who make contributions to research may be paid an honoraria in accordance with the regulations of Keio University. In principle, those who belong to the seminar class cannot be paid honoraria. However, those in the seminar class can be paid honoraria for handling accounting, the network, or online information for managing the seminar.
When part-time work is performed for the first time, all required documents must be submitted to the Property Administration Section by the 20th of the month previous to the commencement of the work.  
For details, refer to the handbook for part-time employees (アルバイトハンドブック) at:
http://www.sfc.keio.ac.jp/faculty/personnel_general/part_time.html (available in Japanese) 
(8) 
Meeting Expenses

Expenses for food and beverages at conferences and meetings must not exceed 1,000 yen (excluding tax) per person. Attach a “Meeting Application Form” together with the “Reimbursement Request Form (Other Expenses).” 
Expenses for food and/or drinks for meetings only consisting of students will not be permitted. However, each Program is allowed expenses for a maximum of two gatherings per semester that include faculty members and students (to allow for extended meetings such as thesis evaluation meetings or gatherings where a special guest has been invited).
(9)  Other Expenses

Expenses for things such as food and beverage for meetings, telecommunications, postage, shipping (or courier), bookbinding, outsourcing, or research laboratory rental may be reimbursed.
(10) Expenses That Cannot be Reimbursed 
(a) Construction or installation costs for facilities or buildings

(b) Payments which constitute employment, such as issuance of monthly pay. (excluding part-time work)

(c) Book expenses and examination fees for obtaining personal qualifications (e.g., Eiken and TOEIC), and book expenses related to job hunting.
(d) Costs incurred at social gatherings while at an academic conference, or the like
(e) Expenses relating to Teaching Assistant or Student Assistant work (e.g., transportation costs)
(f) Optional expenses for electronic goods and the like (e.g., warranty extensions, Apple Care Protection Plan)
(g) The portion of a purchase which has been paid for using points (from loyalty schemes or Amazon gift cards etc.)
(h) Situations where it is difficult to distinguish between official and private use (e.g., purchase or use of cell phones/PHS, accessories, daily necessities, electronics for personal use, furniture, seals, textbooks, or notebooks etc.)
(i) Other expenses not directly related to research (e.g., food, heating/cooling devices and kettles, desks and chairs for the lab, health utilities, electric stands, etc.)
*Items that correspond to (h) and (i) may be reimbursed if they are directly related to research, in which case you should attach a document clearly explaining the relation. Your request will then be reviewed based on the reason.
(11) Important Points
(a) Postage fees (stamps, postcards, “inshi” revenue stamps) will be considered as cash vouchers. Submit an addressee list with a breakdown of expenses. 
(b) Submit all receipts exactly as you received them without cutting them. Expenses will not be covered if it is unclear whether points were used or not.

(c) When making purchases online etc., always make sure that you receive a receipt. In principle, purchases without a receipt will not be covered.
(d) In principle, the recipient of the fund should apply for the coverage of fees. Consult at the time of application if the applicant is someone other than the recipient.
(e) Submit a Bank Transfer Request Application Form as early as possible for purchases made by invoice.

(f) Receipts that are not filled out completely will not be accepted. Make sure they are filled out in detail.

(g) You are required to submit an application for Overseas Travel Expenses beforehand in the case that you are to apply for expenses related to overseas travel. Be aware that application will not be accepted after overseas travel.

(h) For purchases on Amazon, submit the delivery slip in order to prevent double payment. If there is no delivery slip, submit the tag attached to the item.

(i) The Property Administration Section does not manage individually allotted allowances. Consult with the faculty member in charge.

(j) Purchases made by credit card will not be accepted if the amount is not withdrawn from your bank account within the same Academic Year as the purchases are made. Be careful when applying in February and onward.
For any clarifications, contact Property Administration Section of the General Affairs Office. Please refrain from making telephone inquiries. 

E-mail: kanzai@sfc.keio.ac.jp　　Hours: weekdays, 9:00
 a.m. – 5:00 p.m.

Current as of July 2019
Graduate School of Media and Governance Research Fund Usage Guidelines for the Academic Year 2019 (Appendix)
1. Purchases made over the Internet
Where no official receipt is issued, such as purchases made from individuals over the internet (e.g., using online auction sites), attach documentation that shows the vendor and buyer, the item purchased and the purchase price (such as the email order) together with a receipt issued by the vendor, the receipt of the bank transfer, or the credit card statement.
2. Annual Membership Fees of Academic Associations
As a general rule, only payment of memberships for the current academic year can be reimbursed.

Annual membership dates which overlap into the following University academic year may also be reimbursed provided that the membership dates are explicitly stated on the receipt.

Example: An invoice stating membership dates for January 2020 to December 2020 may be paid from funds for academic year 2019.

3. Research group training camp costs
· Attach the training camp schedule with the application.

· When claiming as a group, include the member names and the cost per person and details.

· To claim individually, receipts must be issued individually (receipts addressed to Keio University)

· Reimbursement is not possible for food and beverage costs or cancellation costs.
· Accommodation may be covered even if the location is less than 100 km away for research group training camp. Make sure to consult with the Property Administration Section regarding such cases beforehand.
4. Taxi and rental cars
As a general rule, reimbursement is not permitted.
In unavoidable circumstances, attach an explanation to the application. Reimbursement will be considered depending on the reasons provided.

5. Submission of Applications
· The final date for submission is as per the Research Fund Usage Guidelines, but you should generally apply in the same semester the expense is incurred. Reimbursement is not possible if all the required documentation is not attached, therefore early submission is encouraged, particularly of applications for transportation or travel expense reimbursement.
· Be aware that the large volume of applications received immediately prior to the cut-off date February 28 results in payments taking longer than usual.

· Ensure that contact details are supplied which allow for contact after graduation or during the spring break, in case the need arises to request further documentation or other clarification.
Current as of July 2019
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