
 Knowing when to fill out a necessary expenses form (Form ETHN-E) can be confusing.  The following example and flow chart 
are meant to assist faculty and staff in determining when this form must be completed and sent to the Office of State Ethics.      
Remember, Necessary Expenses are considered “necessary travel expenses, lodging for the nights before, of and after the          
appearance, speech or event, meals and any related conference or seminar registration fees”.      

EXAMPLE:  You are asked to speak at a conference.  The entity that has invited you has offered to reimburse you for your      
airfare, hotel and meals. Do you have to fill out a necessary expenses form? 

Necessary Expenses Flowchart 

Are you going 
to the        
conference     
as a state          

employee? 

Are you a     
faculty member 
or member of 

AAUP? 

YES 

YES 

Is the Federal         
Government or a state 
government             
paying/reimbursing the 

necessary expenses? 

YES 

NO 

NO 

NO 

Yes, Fill 

out the 

Form 

Do NOT fill 
out the Form 

You do NOT need to 
fill out the Form,      

however you should 
consult all relevant   

outside employment 
policies and bargaining 
unit contract language. 

You do NOT need 
to fill out the     

Necessary          
Expenses Form, 

however you must 
follow the Univer-
sity’s Consulting 

Policy and fill out a 
Request to Consult 
Form if you receive 
$$ in excess of your 
necessary expenses. 

Is a third party         
reimbursing or  
paying for          
necessary expenses        

for the employee? 

YES 

Is the University           
reimbursing or paying 
for necessary           
expenses? 

NO 

YES 
Do NOT fill 
out the Form 

Are you receiving 
$$ in excess of          
necessary           
expenses? 

NO 

YES 

    !REMINDER! 

You may not personally 
accept $$ in excess of  

your necessary expenses.  
(A donation may be made 

to the University)  

Is there over-
night lodging 
or out-of-state 

travel? 

NO 

Do NOT fill 
out the Form 

YES 

Is the UConn Foundation 
reimbursing or paying 
for necessary expenses 
directly to the employee? 

NO 

YES 

Yes, Fill 

out the 

Form 


