ADMINISTRATIVE MEMORANDUM #204

VOLUNTEER/PROVIDER EXPENSES

Nebraska Department of Education

March, 2011 
Page 2 of 2

NEBRASKA DEPARTMENT OF EDUCATION


ADMINISTRATIVE MEMORANDUM #204


ISSUED:  MARCH, 2011
TO:

Nebraska Department of Education Staff

FROM:


Roger D. Breed, Commissioner of Education

SUBJECT:

VOLUNTEER/PROVIDER EXPENSES

FOR ASSISTANCE:
Contact Central Accounting at 471-3563.
PURPOSE

Describe how to reimburse volunteer/provider expenses.

The General Policies in the Section Number AM005 of the State Accounting Manual provides for reimbursement of volunteer/provider expenses. It reads as follows. 

Agencies, boards and commissions may pay for the reasonable and necessary expenses for the recruitment, training, utilization and recognition of volunteers providing services to the State under a State recognized program. Approval for a Volunteer Program is given for one year from the date of the approval letter and may be renewed on an annual basis.  
Volunteers shall mean those persons providing services to the State who are not being compensated for their time.  In addition to volunteers, certain "providers" of service to the State are also eligible for expenses.  Providers eligible are those individuals/organizations providing services associated with a state aid program in which the provider receives nominal compensation for their services.  Foster care parents are an example of an eligible provider.

Examples of allowable expenses are:

a.   
Travel expenses incurred when performing services for the State. Such travel shall have the prior approval of the agency and be reimbursed under the same policies as established for state employees.

b.  
Food and non-alcoholic beverages provided at training and recognition events.

c.  
Providing tokens of appreciation such as certificates, plaques, pins, flowers or similar items of nominal value.

Note:  It is the intent of this memorandum that the value of service provided by the volunteers/providers to the State shall exceed the expenses incurred.

PROCEDURE

1.
Establish a Recognized Volunteer/Provider Program

a. To establish a recognized volunteer/provider program, the recommending Leadership Council member (LCM) or Commissioner’s designee shall complete the form “Request to Approve or Renew a Volunteer Program” and submit the form to the Deputy Commissioner. The Request form contains the following information.
(1)
The name and type of the program to be established.

(2)
The type of services to be rendered by the volunteers/providers for the State.

(3) 
The estimated number of volunteers/providers that will typically participate on an annual basis.

(4)
Types of expenses to be incurred.

(5)
The estimated annual cost and type of expenses to be incurred.

(6)
Identify how the expenses and number of participants will be tracked.

To renew a volunteer program the form also requires the following information.
(7)
Number of volunteers/providers who participated in the program during the past fiscal year.

(8)
Annual volunteer/provider expenses for this program for last fiscal year.

(9)
Number of events held this year.
(10)
Benefits this program provided.
b.
The Deputy Commissioner will note approval or disapproval on the request. If approved, the “Request to Approve or Renew a Volunteer Program” form, along with a letter (sample format), will be forwarded to Central Accounting. If disapproved, the request will be returned to the LCM or Commissioner’s designee with an explanation.

c.
Central Accounting will forward the “Request to Approve or Renew a Volunteer Program” form along with the letter to the Accounting Division of Administrative Services (AS) for approval. Upon (AS) approval, Central Accounting will communicate such approval to the requesting team. Central Accounting will maintain the Department's record of approved volunteer/provider programs.

NOTE:
EXPENSES FOR VOLUNTEER/PROVIDER ORGANIZATIONS CANNOT BE INCURRED UNTIL THE ORGANIZATIONS ARE APPROVED BY THE AS ACCOUNTING DIVISION.

2.
Payment of Expenses
a.
Expenses of members of approved volunteer/provider organizations will be reimbursed/paid for in the same manner as for approved committees (reference Memorandum #203). Travel expenses will be reimbursed under the same policies as established for State employees for travel approved in advance (reference Memorandum #201).  

b.
When paying such expenses, the agency will include with the disbursement documents(s) the name of the program, name(s) of the volunteer(s)/provider(s) for which the expenses were incurred, and a description of the activity being paid for.

NOTE:
FEDERAL FUNDED PROGRAMS, WHICH ARE CONSIDERING PAYING FOR EXPENSES UNDER THIS POLICY WITH FEDERAL FUNDS, SHOULD REVIEW THE GRANT AWARD, PROGRAM REGULATIONS, AND ASSOCIATED FEDERAL COST GUIDELINES TO INSURE SUCH EXPENSES ARE PERMITTED.

3.
Exceptions

Exceptions to this policy should be requested of AS Accounting Division in writing through the Deputy Commissioner and forwarded to the AS Accounting Division by Central Accounting.

