EXPENSE REIMBURSEMENT DOCUMENT MANUAL

PURPOSE


To initiate payment for an employee, or a contracted employee’s reimbursable expenses incurred in the line of duty and to provide details and supporting documentation.

EXPENSE SUBMISSION
Effective May 27, 2009 expenses will need to be submitted to NDE Central Accounting by 3:00 pm 60 calendar  days after the final day on which expenses were incurred for which reimbursement is sought.  LB 533 states:  “. . . shall be required to present a request for payment or reimbursement to the Director of Administrative Services not later than sixty days after the final day on which expenses were  incurred for which reimbursement is sought.”  

Breaking down number the 60 calendar days from the date of last expense(2):

present a request for payment or reimbursement to the Director of Administrative 
Services . .

This means that the request for reimbursement must be submitted to NDE Central Accounting by 3:00 pm within 60 calendar days after the final day of which expenses were incurred.  NDE Central Accounting date stamps every document received in Central Accounting and the Accounting Clerk responsible for pre-auditing and posting the document in NIS will check the travel dates against the 60 day requirement.

not later than sixty days after the final day on which expenses were  incurred for 
which reimbursement is sought.
This means that if expenses occurs June 15 – June 18 and again on June 22 – June 25, the request for reimbursement may include both trips, but the request for reimbursement for the first travel period must be submitted no later than 60 calendar days after June 18.  

If an employee typically requests reimbursement for non-travel expenses and accumulates the receipts for which reimbursement is sought, each expense will have its own 60 day limitation for reimbursement.  (Travel is defined as being away from headquarter city longer than one day.)

Per the statute and DAS policy, if an employee does not submit an Expense Reimbursement Document (ERD) within 60 calendar days after the final day of which expenses were incurred, NDE Central Accounting cannot post the document in NIS.  The ERD will be returned to the employee.  The employee may choose to submit the request to the State Claims Board.  The State Claims Board may or may not approve the reimbursement payment.

PREPARATION INSTRUCTIONS

As you review these instructions, refer to the example.  Type or print.  (R indicates data must be entered in these fields to process the document.

1. Employee’s Address Book Number - (R) - Enter the employee’s or contracted employee’s address book number.

2 – 8.  Enter the name, address, city, state, zip code, title, and headquarter city (R)

· Title - enter title for NDE employee, or “contract” or “committee” if appropriate.
·  Headquarter City - Enter the name of the city where the place of employment is located (State employees only).  For Committee members enter their resident city.  For contracted employees enter their headquarter city.
9.
AUTO OWNER - LICENSE NUMBER - Enter personal car owner and license number if any personal automobile expenses are claimed.  If claiming gas purchased for a State car, enter “State” as Auto owner and list the State car license number.

NOTE: Do not change Payment Handling.  Effective September 1, 2009 all  employee’s expense reimbursement shall be set up for Electronic Fund Transfer, NIS will default to that setting. 

10. 
BATCH NUMBER (R) - Number is assigned by NIS when first entering document into the system.
11. 
DOCUMENT NUMBER (R) - Number is assigned by NIS when entering document into the system.
12. 
INVOICE NUMBER (R) - This will appear on the warrant stub and bank statement.  Enter the dates of travel.  If entering for the entire month, enter the name of the month (i.e., January 2010 travel.  For part of the month, enter 1/15-1/25/10).  

13. 
INVOICE DATE (R) - Enter the current date.

14. 
REMARKS (R) - This will appear on the warrant stub and the bank statement.  Enter a description that is meaningful to the employee.

15. 
DATE (R) - Dates expense was incurred.
16. 
PARTICULARS-NAME OF PLACE & NATURE OF SERVICE (R) - Enter the services provided.  For travel include beginning point, destination and reason, listing each day separately.  If 
additional space is required write “SEE ATTACHED” on the last particulars line and continue on an ERD. NATURE OF SERVICE MUST BE COMPLETED (e.g., attended XYZ Conference, attended ABC Committee Meeting, presented at 123 Workshop, etc.).

· Complete travel log or receipts as required (See Meal Reimbursement Documentation in item 18).

· Enter reason for exceeding daily eligible NDE meal guidelines when necessary.

· Cross reference batch number of direct bill lodging paid or to be paid by NDE.

· Cross reference batch number of registration paid by NDE.

· Cross reference batch number of airfare paid by NDE.

· Cross reference batch number of any payment made for your travel paid by NDE.

· Cross reference any numbered contract (and letter contract) employee.  Write the number of the contract (or Purchase Order Number for letter contract employees) on the expense document.

· Agenda required for conference/meeting reimbursement.  Agenda needs to include the date(s) and purpose of the conference/meeting.  The terms meeting and conference are used interchangeably and would include such meetings as a local School Board Meeting or Reading First Meeting.  Traveling to Omaha to meet with the local VR office would not be included.  If an agenda has been provided prior to or at the meeting, it must be submitted with the ERD.
17. 
TIME (R) - Enter the time travel status began and ended for each trip.  NOTE: Use of the 24-hour clock eliminates the need for “AM” and “PM”.

18. 
MEALS - (AMOUNT AND B,L,D)  - Effective with travel starting May 27, 2009, any meal exceeding $4.99 will require detail receipts for all food/meal expenses.  An employee may exceed the IRS guidelines.  However, anytime the daily IRS eligible meal guideline is exceeded, an explanation must be provided.  The IRS guidelines can be found at http://www.gsa.gov.  Each daily amount specified for meals and incidental expense is listed.  For example, the meal and incidental expense for Washington, D.C. is $71.00 of which $5.00 is for incidentals, therefore $66.00 is for meals.
Note:  One or two meals claimed in a day see example below.  

· If an employee qualifies to claim one meal during the day, the limit is the per meal limit specified by the IRS guidelines for that area (city).
· If an employee qualifies to claim two meals during one day, the limit is the sum of the IRS guidelines for each of the two meals for that area (city).  In the example below, if an employee is in Washington DC and qualifies for reimbursement of Breakfast and Dinner, the limit is $48.00 regardless of the actual distribution of costs between Breakfast and Dinner.  Keep in mind that only actual meal expenses may be claimed and must be itemized and must have a detailed receipt.  

· Example:  


IRS guideline for Washington DC

· Breakfast


$12.00

· Lunch


$18.00

· Dinner


$36.00

Meals claimed and combination amount

· Breakfast 

$12.00

· Breakfast & Dinner 
$48.00

· Breakfast & Lunch
$30.00

· Lunch & Dinner

$54.00



NOTE:
· Meal expenses incurred in the city or town in which the residence or primary work location of such employee is located are not reimbursable.

· Cross-reference any meals paid in advance. (i.e. meals included in the cost with the pre-paid registration).

· If meals are provided by the conference and paid through conference registration, employees are to make every effort to eat those meals and not eat elsewhere.  If the conference provided meals are not eaten, provide a written explanation on the ERD as to why you are claiming reimbursement for those meals eaten elsewhere.

· Employees are to make every effort to obtain itemized receipts (the definition of a receipt is “a written statement acknowledging the receiving of goods or money.  To mark as paid.”) for meals.  Itemized receipts for meals typically contain the name of the restaurant, date, detail of items ordered, and cost per item as well as an indication that the bill has been paid.  If the receipt does not contain those items, indicate on the Employee Reimbursement Document or on the receipt, any of the above required information that is missing including items ordered and cost per item.  Also, provide a written explanation on the ERD as to why this was the only receipt received.  If the employee does not provide the detailed information and explanation, the ERD will be returned and the employee will be limited to $4.99.  
· Reimbursement to one employee for two employees’ expenses will not be allowed for one-day meals because the IRS considers one-day meal reimbursement to an employee exceeding $200 in any one year (December 1 – November 30) as taxable income.

19. 
LODGING - Enter

· The actual cost of lodging, including tax, supported by attached detailed receipts or

· “DB” if the lodging is directly billed to the agency. If direct bill has been paid, in the particulars column, cross reference the batch number of the payment. 
· If the direct bill has not been paid, in the particulars column, type “direct bill has not been paid” and enter the name of the hotel/motel and city.  When direct bill is subsequently submitted for payment, cross reference on the direct bill invoice the employee’s reimbursement document batch number.
· Cross reference any pre-paid hotel bills included in the cost with the pre-paid registration. 

· When more than individual stay in a room, the expense of only the NDE employee for whom the travel is required may be paid.  Only the available government room rate (must be written on the bill), parking and phone can be paid. 

· When the lodging is for a contractor pay only according to the terms of the contract.

· One employee may be reimbursed for actual expense incurred on behalf of another employee, such as when sharing a motel room and one pays the bill.  The employee to be reimbursed must include for DAS Accounting the same detailed information that would have been required of each state employee had they billed individually.  Original receipt guidance must be adhered to, employees’ names listed, and documents cross-referenced.  If two employees are billed jointly, but each pays half and each requests reimbursement separately, the documents must be cross-referenced.  To facilitate cross-referencing, the documents should be submitted together.
· Lodging will not be paid, or reimbursed, unless a person is more than 60 miles from his or her workplace.  Lodging for distances less than 60 miles may be approved by a Team Leader for extraordinary reasons.  In those instances, the reason must be clearly stated on the ERD.

20. 
TRANSPORTATION - Complete when a personal automobile or aircraft was used or when claiming commercial transportation in lieu of mileage. Report actual miles driven.
Effective with travel starting August 1, 2015, if the employee received prior approval to use their personal vehicle,   the rate of reimbursement shall be the standard rate established by the Internal Revenue Service through its Revenue Procedures as directed by Administrative Services-State Accounting.  Enter the rate in the rate column and enter the number of miles in the miles column.  The employee will also need to provide a copy of the approval that specifies the use of their personal vehicle.

· Actual city to city mileage is accepted; provide explanation for additional city miles driven (e.g., went from Westside High School to Millard West High.  From Millard West to Millard North).
· NDE Central Accounting verifies mileage through an internet site (MapBlast, MapQuest).  When using an internet site for verification of mileage, please attach a printed copy to the expense document.

AMOUNT – The spreadsheet will multiply the rate times miles. 
NOTE:  Per Administrative Memorandum 201, Employees are to use the most economical method of transportation calculated using the cost of the transportation and the cost of employee time.  LCMs may approve more costly transportation under exceptional circumstances with the rationale documented and filed with the travel authorization.  If an employee uses a more costly method of transportation than what the LCM approved, the employee will be reimbursed the less costly method of transportation.  Documentation of costs of the less costly reimbursement must be submitted with the expense document.
21. 
MISCELLANEOUS - (Description, Amount and Original Receipt Required)

· Airline, train, or bus tickets -  When claiming reimbursement for expenses incurred while traveling by commercial carrier, the ERD or supporting documents must show the cities/towns between which such travel occurred, the departure and arrival times, the purpose of such travel and the actual expense of such travel.  

The same information must be provided when the Department is billed directly. In addition, the line of coding, approval signature, and fiscal review must be provided. This can be recorded directly on the invoice from the travel agency or by attaching an original approved travel request. After coding an invoice and obtaining payment approval, submit the invoice to the fiscal staff member for the team.  If reservation and payment are made via the internet, the confirmation statement showing payment is required.

· Telephone calls - The department will pay for all business related and emergency telephone calls.  Employees are encouraged to use a State calling card for all such calls.  The Department will pay for one personal phone call not to exceed five (5) minutes each day an employee is on overnight travel.  

· Postage - in excess of $1.00



· Copies - with an explanation.
· Registrations or conference fees - copy of agenda is also required

· Claims for chartered or personally rented aircraft or automobiles 
· Miscellaneous purchase - explain the reason for purchase on the ERD or attach an explanation to the ERD
Example: copies personally purchased for distribution at a meeting.

· Cellular calls - provide copy of cellular company detail billing showing date, length of calls, number called and/or calling number, and cost of call for each call submitted for reimbursement).  A log should be provided if the cellular company billing does not provide this detail.  The calls must be billed on a per minute basis and are reimbursed for airtime above and beyond that provided by the monthly fee.)

· Rental Car - provide original statement of lease and receipt.  Additional insurance is not reimbursable.

· Gas purchase for TSB vehicles when not using the Voyager Credit Card - Must have original receipt.  Use Account Number 41340.132200

· Airline luggage fees.  
22.
MISCELLANEOUS (Receipts not required)
· Tips - Meals, taxi’s, hotel services, baggage handling

· Tips and taxes on meals where alcohol is consumed and included in the detailed receipt is considered unallowable and shall be prorated based on the percentage of the dollar amount of the food items as to the total cost of the detailed receipt.  Example:  cost of food items $20.00, cost of alcohol $7.00, tip left $4.00, taxes $2.00.  The prorate percentage would be $20 divided by $27 = 74%.  Therefore, 74 percent of the tip ($2.96) and 74 percent of the taxes ($1.48) are reimbursable.

· Taxi service

· Intercity bus fares

· Tolls

23.
MISCELLANEOUS (Receipts required)


When submitting the ERD, the following items require receipts:



a)
Airline, train, or bus tickets



b)
Lodging



c)
Meals exceeding the NDE daily limit  (see explanation above)



d)
Telephone calls  



e)
Postage in excess of $1.00





f) 
Copies with an explanation


g) 
Registrations or conference fees 



h) 
Claims for chartered or personally rented aircraft or automobiles


i)
Miscellaneous purchases


j)
Cellular calls 


k) 
Rental Car 



l) 
Gas purchase for TSB vehicles when not using the Voyager Credit Card 


m)
Airline luggage fee.  

24. 
TOTAL (R) - Calculate totals for

Each day’s expenses (by line),


Each type of expense (by column) and

Total of all expenses (cross foot columns) 

NOTE:  All figures must be LEGIBLE.

25.
ACCOUNT (R) - (Business Unit, Object Codes, Subsidiary)

Object Codes- Enter the applicable object code from the Department’s Chart of Accounts.


Refer to Chart of Accounts in State Accounting Manual www.das.state.ne/accounting/



Common Object Codes include:



521200
Communications Expense (includes hotel phone bills, cell phones)



522200
Conference Registration Fees



571600
Meals-While Not In Travel Status (agency sponsored conference meals)



571100
Board and Lodging Expense (meals and lodging)



571900
Meals-One Day Travel



572100
Commercial Transportation Expense (includes bus/limo/taxi/rail/air)



574500
Personal Vehicle Mileage Expense



575100
Miscellaneous (includes parking, tips, and toll fees)

26. 
AMOUNT (R) - Enter a debit or credit amount corresponding to each line of transaction coding.  Debit amounts are reimbursable expenditures.

27. 
SUB-LEDGER and SUB-LEDGER TYPE - For best Accounting practice purposes, enter the employee’s address book number in the sub-ledger field and the letter A in the sub-ledger type field (non Vocational Rehabilitation employees).  

For contracted individuals, enter the NDE assigned contract number in the sub-ledger field and the letter “U” in the sub-ledger type field (See Administrative Memorandum 110 page 12)
28. TOTAL (R) - Enter a total of the DEBIT column and CREDIT column.

29. 
PURCHASE ORDER INFORMATION - For contracted employees to use in the procurement portion of NIS.  

30. 
EMPLOYEE SIGNATURE/INDEPENDENT CONTRACTOR/OTHER  (R) - Obtain the signature of the individual being reimbursed, and in the case of an Independent Contractor or Other put and “X” in the applicable box.  If reimbursement is being made to an employee, no “X” is needed.

31. 
AGENCY AUTHORIZED SIGNATURE (R) - Obtain the signature of Authorized Agent.  

If additional space is required, continue providing reimbursement information on Travel Log tab in the Expense Reimbursement Documents (ERD).  Attach all copies of the ERDs, complete a grand total on the top most ERD, and submit for processing.

If the employee is claiming personal vehicle mileage, the employee shall report actual miles driven and include a copy of the MapQuest or equivalent with the ERD for Central Accounting to verify reasonableness.
When a required receipt is missing or a dollar amount is incorrect, the expense document will be returned to the employee to be corrected.  In the case of a committee member, the document will be returned to the section for correction.  For any dollar amount change that increases the amount to be paid, the LCM or designee must initial the change.
The original itemized billing receipt is required unless direct billed.  In the absence of original receipts, canceled checks, charge card slips, or subsequently acquired receipts may be acceptable. Facsimile copies will be acceptable if this is the only copy available.  This will need to be marked on the billing with an explanation.  Check with Central Accounting if required detailed receipts are unavailable.  

PAGE  
Appendix A:  Employee Expense Reimbursement
September, 2015
Page 2 of 7

