Employee Reimbursement Document Check list

Reference Employee Reimbursement Document Manual for detailed description of requirements for each line item.
 FORMCHECKBOX 

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.  
 FORMCHECKBOX 

Travel Authorization included– prior to travel per State Statute 81-1175
 FORMCHECKBOX 

Employee’s Name, Address Book Number, Address, City, State, Zip Code, Title, and 
Headquarter City.

 FORMCHECKBOX 

Invoice number - Enter the dates of travel.  If claiming for an entire month, enter the month and 
year.  This information is printed on the warrant stub or email.
 FORMCHECKBOX 

Invoice date – Enter the current date.

 FORMCHECKBOX 

Remarks – Enter a description that is meaningful to the employee.   This information is printed 
on the warrant stub or email.
In the Grid portion of the ERD enter the following:

 FORMCHECKBOX 

Date – Enter the date of travel (i.e. Nov. 10, 2016 should be entered as 11/10)

 FORMCHECKBOX 

Particulars – Enter the name of place and reason for the trip. (From_____ To _________)
 FORMCHECKBOX 

Start/Stop times – Enter the starting time and ending time for each trip in military time. 
(i.e. 
8:am should be entered as 0800; 3:00 pm should be entered as 1500)

 FORMCHECKBOX 

Meals – Amount and B, L, D, S (Snack) (Administrative Memo 205 and Meal Reimbursement 
Documentation) 
· Any meal exceeding $4.99 requires detailed receipts for all food/meal expenses 
· In absence of detailed receipts, employee is limited to $4.99, must still provide name of establishment and city

· An employee may exceed the IRS guidelines.  However, anytime the daily IRS eligible meal guideline is exceeded, an explanation must be provided.  
· 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.
· NDE allows snacks as part of the eligible meals for the day

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

· Enter tips and service charges in the Miscellaneous Column
· Adjustments for meals that include alcohol
 FORMCHECKBOX 

Lodging - Actual cost of the lodging supported by original receipts.

· Enter DB, if direct billed, and the name of the establishment
· Cross reference of direct bill batch, if already processed
· If 2 or more individuals include single government rate
 FORMCHECKBOX 

Transportation – Rate, actual miles, amount (Personal vehicle use)

· If driving personal vehicle, was prior approval given.  Rate is the IRS standard rate in effect at the time of travel
· The object code for personal vehicle use is 574500.
 FORMCHECKBOX 

Miscellaneous – Description and amount (includes tips, taxi, parking, baggage fee, etc)

 FORMCHECKBOX 

Copy of the dated agenda if attending a conference/meeting/training
 FORMCHECKBOX 

Account – Business Units, Object, Subsidiary

 FORMCHECKBOX 

Amount – Debit and Credit (Total amount must match detailed grid portion of the ERD)

 FORMCHECKBOX 

Subledger and Subledger type 

 FORMCHECKBOX 

Employee Signature and Authorized Signature – REQUIRED
Common Object Codes include:



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



522200
Conference Registration Fees



571600
Meals-While Not In Travel Status (agency sponsored conference meals) must use address book number for subledger


571100
Board and Lodging Expense (meals and lodging)



571900
Meals-One Day Travel-must use address book number for subledger


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



574500
Personal Vehicle Mileage Expense



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