
Dear faculty colleagues: 

 
The fiscal year is winding down and it’s time to think about FTR purchases for the remainder of the 
year.  If you are unsure of what funds you have remaining, please contact me at 
piatz@macalester.edu.  What follows is a refresher on the FTR process. 

 
During fiscal year 2023 (June 1, 2022-May 31, 2023), Faculty Travel and Research (FTR) funds may be 
used for professional expenses including travel to attend professional meetings and workshops, 
acquisition of research materials, expenses associated with creative activity, and payment of 
professional organization dues. Visiting faculty may not purchase computers or tablets. Office furniture 
and decor, monthly home internet bills and smart phones are not allowable expenses for any faculty. A 
full list of allowable expenses, associated processes, and restrictions may be found on the FTR 
application. 

 
FTR allocations for 2022-23: 

 
• $2,000 for all tenured and tenure track faculty 
• $1,000 for all MSFEO faculty 
• $1,750 for all NTT series faculty (prorated by FTE) and pre/post doctoral fellows 
• $1,250 for all full-time non tenure track visiting faculty. Part-time visiting faculty are eligible for 

FTR after the first year of employment; allocation will be prorated by FTE. 

 
A few reminders: 

 
1. Please submit the FTR application and receipts to Brenda Piatz (piatz@macalester.edu) as soon 

as possible after expenses are incurred. Waiting until the end of the fiscal year unnecessarily 
overwhelms me and our colleagues in Business Services.  Submissions can be made in paper 
form or electronically as a pdf document. 

2. Our fiscal year runs from June 1-May 31. Receipts must be submitted by May 31 for expenses 
charged in that fiscal year. Receipts for items purchased in a previous fiscal year CANNOT be 
reimbursed. Airline tickets purchased in the current fiscal year for a flight occurring in the 
upcoming fiscal year will be charged to the upcoming fiscal year.  The same is true for 
conference registration fees and hotel charges. 

3. You may roll over one year’s allocation of FTR at the end of the fiscal year. Leftover funds 
totalling at least $25 will roll over automatically.  Extra funds received for chairing a 
concentration or program or participating in panels, workshops, etc. generally cannot be rolled 
over unless otherwise specified. 

4. For mileage reimbursements, include documentation for the number of miles being claimed 
(information from google maps, etc.). 

5. If you plan to hire anyone using FTR funds, contact me first. I’ll help you manage the process. 
Please do not pay anyone for their time/services and then seek to be reimbursed; IRS rules 
prevent us from doing so.  

6. If you have a College-issued p-card for your department or a grant, it should NOT be used for 
FTR purchases. Starting sometime in March, we will be issuing Pcards for FTR purchases to 
tenured, tenure track, MSFEO and NTT series faculty.  More on this below. 

7. Many items purchased with FTR funds are exempt from sales tax if you provide the seller with 
Macalester’s tax exempt number. Contact Purchasing Manager Matt Rumpza at 
mrumpza@macalester.edu for more information. 
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8. If you plan to purchase a computer or related technology or equipment, please work with your 
Academic Information Associate who can help you access institutional discounts and facilitate 
the purchase of equipment so that it is tax exempt.   

  
New Pcard Program 

 
Starting sometime in March, we will be issuing Pcards to tenured, tenure track, MSFEO and NTT series 
faculty to use for FTR purchases.  The goal of this program is to make the process easier for faculty (no 
submitting FTR forms but receipts will still need to be submitted with your Pcard reconciliation) and to 
give faculty access to their FTR balance at all times.  We realize that there are some expenses that can’t 
be put on a Pcard (i.e., hiring a research student, paying a book editor, cash expenses) and for those 
instances the standard methods still apply.  If your remaining FTR balance is under $100.00, you will not 
receive a Pcard this semester.  If you don’t wish to use a Pcard for FTR purchases, please contact me as 
soon as possible. 

 
Once the Pcards are ready, Amber Lane, our Pcard manager, will contact you about a training session on 
Pcard use and to arrange for delivery of your Pcard. 

 
If you have any questions about the Pcard trial program, please don’t hesitate to contact me. 
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