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DEFINITIONS

Official domicile: An employee’s official work location.
Proof of Payment: A receipt/invoice showing a $0.00 balance due or a “paid” notation.  If receipt/invoice does not show a $0.00 balance due or a “paid” notation, a copy of a credit card statement showing the charge should be included to show proof of payment.

GENERAL PROVISIONS

All requests for reimbursement of expenses shall be on the Reimbursement Claim Form.  All claims must be within the established regulations and guidelines. 

Documentation of the business purpose ("From/To and Purpose") of reimbursable business expenses is required by the U.S. Internal Revenue Service.  If the documentation is not provided, the district must report the expense reimbursement as "wages, tips and other compensation" on the employee's Form W-2.

CONUS will be used as a guideline for costs associated with travel. 

Staff is strongly encouraged to submit a monthly reimbursement request for incurred expenses.  Extraordinary circumstances may warrant more or less frequent submittal.

The Reimbursement Claim Form is available under Forms on the SWCD Intranet Web site, http://www.swcd.mo.gov/internal/sp.htm.
Staff must complete expense accounts legibly so expenses can be accurately reimbursed in a timely manner.  Typing or completion by a word processor is preferred.

Reimbursement of meals 

If an employee is in continuous travel status for 12 hours or more, reimbursement for meals may be requested.  
Overnight Travel

If 3 meals are reimbursed on the beginning or ending dates of travel, the employee needs to provide justification on the Reimbursement Claim Form for the extra meal (i.e. early departure/late return necessary to conduct district business).

Travel that is not Overnight

If breakfast or dinner is requested to be reimbursed, the employee needs to provide justification for the meal on the Reimbursement Claim Form (i.e. early departure/late return necessary to conduct district business).

The 12-hour travel status must be documented on the Reimbursement Claim Form and timesheet.  The Reimbursement Claim Form should include both the number of hours in travel status and the number of hours in work status as reported on the timesheet (if different), i.e., 13 hours in travel status = 11 hours in work status + 2 hours for meals. Remarks must be added to the “Comments” section of the timesheet indicating the time spent in travel status.

An exception to the 12-hour travel status requirement concerns responding to a work related subpoena.  According to state and federal law, monetary compensation must be provided to staff subpoenaed for work related to the district.  If that compensation includes meals, the 12-hour travel status requirement does not have to be met.  A note about the subpoena must be included on the Reimbursement Claim Form and timesheet.  (Please refer to Responding to a Subpoena 4.04 for more details.)

Employee responsibility


Staff is responsible for completing the Reimbursement Claim Form accurately and timely for appropriately incurred expenses including the supporting documentation.

Supervisor’s responsibility 


The supervisor(s) (or board representative) reviews the request to ensure it is appropriate, reasonable, accurate, complete and that the necessary supporting documentation is attached.  Approval of the request indicates that the charges are necessary to conduct district business.   A supervisor may request further documentation for requested reimbursements.

If approved, the supervisor signs at the bottom of the form and reimbursement can be made. 
If not approved, the supervisor(s) (or board representative) returns the expense report to the employee for correction and resubmission if appropriate.
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