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NEBRASKA DEPARTMENT OF EDUCATION


ADMINISTRATIVE MEMORANDUM #205


ISSUED:  SEPTEMBER, 2015
TO:

NDE Staff

FROM:

Dr. Matthew L. Blomstedt, Commissioner of Education
SUBJECT:
EMPLOYEE EXPENSE REIMBURSEMENT
CONTACT:
For assistance contact Central Accounting at 471-3563.
PURPOSE 

To specify the Nebraska Department of Education’s (NDE) policy and guidance with regard to the reimbursement of employee expenses. (Administrative Memo #201 specifies the Department’s policies and guidance for authorization of job related travel.)

POLICIES
1.
Statutory Reference - Section 81-1174 of Nebraska Statute provides in part:

“. . . No personal maintenance expenses shall be allowed to any State officer, employee, or member of any commission, council, committee, or board of the State when such expenses are incurred in the city or town in which the residence or primary work location of such individual is located, except that individuals required to attend official functions, conferences, or hearings, within such location, not to include normal day-to-day operations of the department, agency, commission, council, committee, or board may be paid or reimbursed in accordance with policies established by the Director of Administrative Services. The approval to attend a function, conference, or hearing shall be obtained from the director of the department, agency, commission, council, committee, or board prior to an individual's attendance at such function, conference, or hearing.”
The Department of Administrative Services (DAS) travel expense policies may be found in the Nebraska Accounting Manual under section Travel Expense Policies.  A current copy of the Nebraska Accounting Manual is available at http://das.nebraska.gov/accounting/manual/manual_grouped.htnl.

2. IRS Accountable Plan - The State of Nebraska reimburses employee expenses under an IRS “accountable” plan.  As such, the State does not include the payments made to an employee for reimbursement of expenses in wages, salary, or other pay reported on an employee’s W-2.

Under an “accountable” plan, the Internal Revenue Service (IRS) requires an employee to adequately account to their employer for all expenses reimbursed.  Adequate accounting 
generally includes a statement of expenses along with documentary evidence.  Documentary 
evidence includes such things as detailed receipts or cancelled checks supported by itemized bills.

IRS guidelines state that employees must account to their employers for all amounts received during the year, providing the same supporting information that would have to be provided to the IRS if the IRS questioned a deduction on a return.  Per DAS Accounting policy, NDE is responsible to see that all submitted claims are adequately substantiated.  NDE has determined that the most efficient way to substantiate claims is to require receipts, except for immaterial items such as parking, tolls, intra-city bus fares, baggage handling, tips, and taxi fares, with every claim rather than review them periodically.  In addition, by having receipts submitted with each claim, employees are relieved of having to keep the receipts for the three year record retention period which begins on the date a tax return is filed, or the due date for a tax year, whichever is later for those expenses that are reimbursed by the Department.  This also takes care of the requirement to submit receipts when an IRS allowance for meals is exceeded.  Note that if you do submit receipts for immaterial items, they are also removed from the IRS record retention requirement.

Submission of meal receipts or the ERD with claims for reimbursement with actual expenses listed, including the amount spent for each meal and the name and city of the restaurant, serves as IRS acceptable documentation of actual expenses.  Submission of this form relieves the employee from keeping a record of actual expenses for IRS purposes.  This is a record keeping provision for the benefit of the employee and does not remove the requirement for receipts identified herein.

3. Request for Reimbursement - Employees may submit requests for reimbursement of personal expenses whenever the employee has expended his or her personal funds for the benefit of the State. Effective with travel starting May 27, 2009, Statutorily, such requests must be submitted by 3:00 p.m. to NDE Central Accounting within 60 calendar days after the final day on which expenses were incurred for which reimbursement is sought and will be processed promptly by Central Accounting.  Expense reimbursement documents that are not submitted to Central Accounting by 3:00 p.m. within 60 calendar days, after the final day on which expenses were incurred for which reimbursement is sought will not be processed by Central Accounting as per LB533 and DAS Accounting Policy and 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.
Forms -Claims for reimbursement of employee expenses will be submitted for payment on a State of Nebraska Expense Reimbursement Document-ERD.  ERDs are available 

at http://insidende.education.ne.gov/forms/expensedocument.xls.  Instructions for completing an ERD are available in Appendix A.

On Line Entry - Teams will use Enterprise One on-line entry for document processing.  

Expenses Incurred on Behalf of Another Employee - One employee may be reimbursed for actual expenses 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 NDE Accounting the same detailed information that would have been required of each state employee had they been billed individually.  Detailed 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.

Reimbursement to one employee for two employees' expenses will not be allowed for one-day meals because the IRS considers one-day meal reimbursements to an employee exceeding $200 in any one year (December 1 - November 30) as taxable income.

4. Reimbursable Expenses - Only allowed expenses associated with authorized travel, authorized conference, official function, or hearing attendance, or other business related activities will be reimbursed. Reimbursement may be allowed when an employee incurs miscellaneous expenses due to such things as a vendor being either unable or unwilling to bill the Department directly.  Expenses allowed for reimbursement are specified by DAS throughout the State Accounting manual and are identified under the guidance section of this document.  Expenses will be paid only for State employees.  In cases in which a non-State employee accompanies an employee on official business, only the expenses of the employee will be paid by the State.  Lodging and other receipts must indicate the appropriate single-person charges.

Meals - Only actual amounts paid for meals and gratuity may be claimed for reimbursement. The LCM or designee may approve meal amounts in excess of IRS guidelines specified in the guidance section of this Administrative Memorandum.  Such claims must include an explanation of why the IRS guidelines were exceeded. 

Reimbursement for meals during travel status is allowed under the following circumstances.   

Breakfast is reimbursable if an employee leaves for overnight travel at or before 6:30 A.M.
Lunch is reimbursable if an employee leaves for overnight travel prior to 11:00 A.M. and/or returns from overnight travel after 2:00 P.M. Noon meals for one-day travel are NOT reimbursable.
Supper is reimbursable if an employee returns from overnight travel after 7:00 P.M., or leaves for overnight travel at or before 5:00 P.M.
Meal expenses incurred in the city or town in which the residence or primary work location of such employee is located are not reimbursable.

Reimbursement for meals for an employee not in travel status may be paid under the following conditions (See Appendix B for definitions):

1. The employee is required to attend a conference, official function, or hearing.

2. The meal, snack, or nonalcoholic beverage is provided during the conference, official function, or hearing.

3. The expense has the prior approval of the Commissioner, Deputy Commissioner, or Administrator of Education Policy and Programs.  Prior approval is accomplished by 

submitting a written request, through the LCM or designee, which identifies the 
conference, official function, or hearing; the reason why the costs will be incurred; and the employee(s) who will be in attendance.

Lodging - 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 backup documentation submitted with the ERD.

Travel - Travel expenses will be reimbursed from an employee's permanently assigned work site(s) subject to any constraints or modifications contained in the remainder of this memorandum and in Administrative Memorandum 201.  An employee may be assigned more than one work site.  However, if, an employee travels from his or her residence directly to a work, location other than the employee's assigned work site(s), his or her residence is considered the travel starting point for mileage reimbursement purposes.

Phone 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.  The Department will reimburse business related cellular phone calls which are billed on a per minute basis and the cellular phone time to be reimbursed exceeds the minutes of air time provided in their cellular phone plan. 

Moving Expenses - Moving expenses may be reimbursed in accordance with provisions contained in the Department Personnel Rules, the NDE NAPE/AFSCME agreement and the DAS Accounting guidelines found in the State Accounting Manual.
5. Advancement of Funding - No funds will be advanced to employees, except that upon advance approval of employee travel, 1) air or rail tickets may be purchased and 2) conference registrations may be paid if the Department cannot be billed for such registration. Invoices for advance registration must show the cost(s), date, and agenda of the conference.

6. Expenses Not Reimbursable -

*
No reimbursement will be made for alcoholic beverages.
*
No reimbursement will be made for entertainment.

*
No expense allowance will be paid for time shown as vacation, military leave, leave

without pay, or sick leave taken in the residence or headquarter city.
7.
Expenses Reimbursed by Other Entities - When travel is reimbursed by entities other than the 
Department, the employee will be responsible for the cost of such travel and will claim 
reimbursement directly from the reimbursing entity.  Upon approval by an employee's supervisor,

the Department may advance purchase airline tickets or conference registration. In this instance, 


the employee is responsible for reimbursing the Department upon receipt of reimbursement by the 
original reimbursing entity. Timely employee reimbursement of the Department is required in this 
situation.  
8.
Expenses Associated with Temporary Assignment - A temporary assignment is a temporary change in work location away from the employee's permanently assigned work site(s) not to 
exceed one year.  When employees are on temporary assignment, commuting or travel expenses may be reimbursed.  If the employee travels directly between his or her residence to the temporary work location, his or her residence will be considered the travel starting and ending point.  Mileage will be reimbursed at the rate set by DAS, or a state vehicle may be provided.  If the temporary assignment requires the employee to be away from his or her residence overnight, expenses for meals and lodging are also reimbursable.  If the employee is expected to work at a single location as part of a temporary assignment for more than a year, the assignment will be treated as a geographic transfer pursuant to the provisions in the NDE-NAPE/AFSCME Bargaining Agreement and NDE Personnel Rules and ongoing commuting or travel expenses will not be reimbursable.

GUIDANCE
1.
Expense Reimbursement Document (ERD) - Instructions for completing an ERD are available in Appendix A.

2.
Required Receipts - Detailed vendor receipts must be attached to ERDs in support of the following expenses. 

(a) airline, train, or bus tickets

(b) lodging

(c) meals (if receipts are required under item 6 below)
(d) phone calls

(e) postage in excess of one dollar

(f) copies

(g) registrations or conference fees (copy of agenda also required)

(h) claims for chartered or personally rented aircraft or automobiles

(i) fuel purchased for state vehicle (state vehicle number also required)

(j) miscellaneous purchases (explain the reason for purchase on the ERD or attach an 

explanation to the ERD. [Example:  Copies personally purchased for distribution at a meeting.])

(k) cellular calls (Provide copy of cellular company detail billing showing date, time, 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 only reimbursed for airtime above and beyond that provided by the monthly fee.) 
(l) rental car (original statement of rental and receipt.  Additional insurance is not reimbursable.)

(m) gasoline purchased for TSB vehicles when not using the Voyager Card.  Use Account Number 41340.13220.

In the absence of detailed receipts, canceled checks, charge card slips, or subsequently acquired receipts may be acceptable. Check with Central Accounting if required detailed receipts are unavailable.

3.
Direct Billing of Lodging/Parking - The Department may directly pay hotels/motels for an employee’s lodging expense and parking charges at the lodging site for travel which results in overnight stays. The employee must have reservations and an advance agreement with the motel/hotel to charge lodging expenses to the Department. If an employee wishes to use a Direct Billing Authorization (DBA), a template is found at http://insidende.nde.state.ne.us/forms/DBA.dot.  See Appendix C for additional information on the direct billing of lodging expenses. 
4.
Record of Calls - Employees may wish to document all telephone calls charged to the Department while on travel status to verify the correctness of their monthly office phone bill.

5.
Mileage Reimbursement for Use of Personal Automobiles and Motorcycles - Effective with travel starting August 1, 2015 employees using their personal vehicle will be reimbursed at the standard rate established by the Internal Revenue Service through its Revenue Procedures and as set out in the State Accounting Manual found at http://das.nebraska.gov/accounting/manual/account_manual.html#t7  Travel Expense Policy 7.   Leadership Council Members may use their personal vehicle for in-state travel by providing an intent to travel and use of a personal vehicle e-mail to the Deputy Commissioner of Education prior to doing so.
An employee may only use their personal vehicle with prior approval from their Leader Council Member or designee.
VR and CAP staff will follow the VR State Car Policy regarding reimbursement for use of personal vehicle.

Reference Appendix D for examples of determining mileage to be reimbursed.

6. Meal Reimbursement Guidelines
a.   An Expense Reimbursement Document to document actual meal expense for the following.
Effective with travel starting May 27, 2009 any meal exceeding $4.99 will require detail receipts for all food/meal expenses.  The employee may claim up to the IRS meal guidelines.  IRS daily and per meal rates may be exceeded with an explanation on the employee’s expense document, receipts, and the approval of LC or designee.  The Internal Revenue Service meal guidelines may be found at www.gsa.gov.

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.

· 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 the example below, if an employee qualifies for reimbursement of Breakfast and Supper, the limit is $30.00 regardless of the actual distribution of costs between Breakfast and Dinner.  Remember only actual meal expenses may be claimed, itemized by meal type, and detailed receipts must be submitted.  
· Example:  
IRS guideline Example
· Breakfast


$  7.00

· Lunch


$11.00

· Supper


$23.00

Meals claimed and combination amount
· Breakfast 

$  7.00

· Breakfast & Supper 
$30.00

· Breakfast & Lunch
$18.00

· Lunch & Dinner

$34.00

Note: Each daily amount specified for meal and incidental expense in the Internal Revenue Service daily guidelines, includes incidental expense that is always $5.00.  Therefore, the amount that may be claimed for meals per the guidelines is the M&IE amount less $5.00. For example, the Internal Revenue Service M&IE rate for Washington, D.C. is $71 of which $5.00 is for incidental expense and $66.00 is for meals.  Incidental expenses as defined in the IRS guidelines are generally the same as Miscellaneous expenses in Nebraska travel guidance.  For non-overnight travel, the individual meal rates are specified at the M&IE button at the above website.

Note:  
Internal Revenue Service Documentation - The IRS requires that employees receiving reimbursement for meals on the basis of claims not supported by receipts must keep a record of meal costs for IRS audit purposes.  The Expense Reimbursement Document (ERD) and receipts, if required, serves as an appropriate record.  
7.
Tips - Record as a miscellaneous expense.

8.
Commercial Travel - When claiming reimbursement for expenses incurred while traveling by commercial carrier, the ERD 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.

9.
Privately Owned Aircraft - With documented advance approval, privately owned aircraft used at the convenience of either the Department or employee shall be reimbursed at $.965 per Statute mile. 

10.
Rented Aircraft - With documented advance approval, employees shall be reimbursed for the actual expenses of personally renting an aircraft unless the expenses are paid directly by the Department.

