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Purchasing Procedures
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SHORT-TERM HOUSING DV PROCESS



I.	GENERAL

A. Short-term housing is lodging for stays of more than 30 days, not to exceed 12 months, to be paid from any account except 99 agency accounts.
B. Faculty, staff, and/or students conducting research in remote areas outside of commuting distance of their campus may require short-term housing paid for by the university. This process applies to short-term housing requests for individuals whose lodging will be reimbursed through a university funded account or research grant, except for 99 agency accounts.
C. Individuals are deemed to be in travel status and should meet the same requirements for pre and post trip authorizations. Like any travel, if a sponsor/funding agency or department has provided such expenditures in an award, then payment can be processed as short-term housing on a disbursement voucher (DV).

II.	POLICY

A. Do not name CSU as tenant on the vendor's lease. The short-term housing DV process requires an invoice to pay. No lease is needed. If the property owner/landlord insists on having someone sign the vendor's lease form, then as long as the PI or traveler is willing to be personally responsible, the individual may be shown as the tenant and sign the lease. The critical point is that CSU cannot be named as the tenant on a vendor's form (i.e., CSU as tenant requires use of the State of Colorado Lease Agreement), and you are not authorized to sign leases on behalf of the University.
B. Rental platforms. This process is limited to a direct rental or lease with the property owner or property management representative. It does not apply to accommodations secured through rental platforms such as Airbnb or VRBO, due to Terms and Conditions that the University cannot legally agree to.
C. Security deposits. Security deposits are not allowable expenses of federal funds. In lieu of a deposit, CSU suggests the department ask the property owner/landlord to waive the need for a security deposit in consideration for a lump sum prepaid rental and the addition of a non-refundable cleaning fee to the invoice. If a landlord insists on a security deposit, then it must be paid from unrestricted departmental funds (13-19 funds, not a 53 account). Security deposit refunds should be deposited back into the same account from which they were paid.







III.	PROCEDURES

A. How to get started. To initiate a short-term housing disbursement voucher from any account except 99 agency accounts, start by completing the Housing Information Form (attached to this document). Attach the completed Housing Information Form as a file attachment to the disbursement voucher.
B. Process steps. 
a. Department obtains an invoice from property owner/vendor to serve as payment documentation.
b. Department has got a W-9 and a business classification form as needed to create a vendor in KFS.
c. Department creates a DV marked with the words "short-term housing DV" using the applicable travel lodging object code with DV Payment Reason Code D – Property Leases.
d. Department provides the Housing Information Form by attaching it to the DV as a file attachment.
e. OSP confirms to AP that short-term housing is an approved expense if under a 53 account, through the DV approvals.
f. AP will approve the DV, assuming OSP approval, if the attached Housing Information Form and invoices are uploaded.

C. Use the Kuali object code for travel from the list below.
	SUBC_DESC
	KFS Object
	SUBC_DESC

	In State Employee
	6005
	ISET PER DIEM

	In State Non-Employee
	6006
	ISNT PER DIEM

	Out of State Employee
	6075
	OSET PER DIEM

	Out of State Non-Employee
	6076
	OSNT PER DIEM

	International Employee
	6135
	INTLET PER DIEM

	International Non-Employee
	6136
	INTLNT PER DIEM



D. For more information, contact: Ana Navar, Ana.Navar@colostate.edu


















Housing Information Form
	Requesting Department or Program:
	

	Name of Department Contact:
	

	Name(s) of Traveler(s):
	

	Date(s) of stay:
	From:                                         To:

	Cost of Stay (Per week or Month):
	

	Name of Complex:
	

	Name of Property Owner/Landowner:
	

	Telephone Number:
	

	Address Line 1:
Street Address, P.O. box
	

	Address Line 2:
Apt#, suite, building, floor, etc.
	

	City:
	

	State/Province/Region:
	

	Zip Code:
	

	Country:
	

	Federal Tax ID#:
	

	Account number to be paid from:
	

	Sponsored Research Grant Info

	Project Title:
	

	Funding Agency:
	

	Principal Investigator(s):
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