
 

Companion Attendance Policy 

 

Definitions:  

“Companion” refers to a spouse, dependent, domestic partner, family member, 
or guest accompanying an employee while that employee is conducting business 
on behalf of the University. 

“Bona fide business purpose” refers to an essential (not just beneficial) business 
purpose. 

 

1.  Reimbursements of travel and/or entertainment expenses of an employee’s 
companion are only allowed when the companion’s attendance is determined IN 
ADVANCE by the employee’s supervisor to be for a bona fide business purpose. 

2.  Reimbursements of travel and/or entertainment expenses of an employee’s 
companion are not considered taxable to the employee if the companion’s 
attendance is determined IN ADVANCE by the employee’s supervisor to be for a 
bona fide business purpose. 

3. To determine whether an employee’s companion will serve a bona fide 
business purpose, the employee’s supervisor will review a request for companion 
attendance.  This request must include the following: 

 a. Statement of the degree to which the “dominant purpose” of attendance 
 is to aid the  employee’s business purpose of promoting the University’s 
 objective.  

 b. Statement of the companion’s business role and mandatory presence 
 including demonstration of how the companion’s presence is necessary to 
 effectively carry out the duties of the employee.  

c. Statement documenting the extent to which the companion’s presence is 
to provide more than “incidental” business-related services to the 
University employee for the duration of the travel or event.  Per the IRS 



website “socializing and attending luncheons/dinners, typing notes, or 
attending to ministerial or scheduling matters, etc. are considered 
incidental.” 

 d. A schedule of anticipated activities demonstrating the projected time 
 spent by the companion on personal activities in comparison to the 
 activities related to the business of the University. 

 e. Written requirements for the companion such as functions which must 
 be attended and roles which must be served.  Reimbursement will depend 
 upon demonstration that these requirements were actively put into 
 practice. 

  


