Travel and Other Reimbursable Expenses
Purpose:
The intent of the following policy is to ensure that a fair and efficient system is in place to reimburse staff for travel and other work-related expenses when appropriate.

Policy:
Travel, mileage, and expenses that accumulated from special assignments, programs, conferences, conventions, or other necessary business are reimbursable.

When using their personal automobiles, employees are entitled to reimburse for actual miles driven.  Highway tolls and parking expenses are also included.

Supervisors must authorize these expenses before hand and all proper forms must be filled out in order to receive reimbursement.

CDS will not be responsible for reimbursement of expenses not applied for within 90 days of expenditure.  Fiscal-year-end or grant-year-end requirements may create the need for exceptions to this policy.
 Mileage, meals and incidentals, and lodging charged to federal programs shall not exceed the rates published in the federal Travel Regulations, unless otherwise justified.

 Airfare is limited to coach and car rentals to mid-sized, unless otherwise justified. 

Procedure and/or Process:

Travel, mileage, and expenses for necessary business travel are authorized by one’s supervisor(s).  Travel advances may be negotiated with the employee’s immediate supervisor.  Approval by the Chief Executive Officer or Chief Operations Officer is required for such an advance.  When, in performance of duty, an employee makes payment for authorized items, he/she may be reimbursed for the items in accordance with the fiscal polices of CDS.  

All relevant receipts (tolls, gas, lodging, etc.) must be kept and turned in along with the reimbursement request form or travel form after the employee returns.  Additionally, the agenda or conference pamphlet must be kept if employees wish to be reimbursed for the registration fee of a training event.  A meal allowance for out-of-town conferences travel may be available.  To qualify for the breakfast allowance of $6.00, travel must begin before 6:00 am and extend beyond 8:00 am.  To qualify for the lunch allowance of $11.00, travel must begin before 12 pm and extend beyond 2 pm.  To qualify for the dinner allowance of $19.00, travel must begin before 6:00 pm and extend beyond 8:00 pm.  These meal allowances will only be paid for meals not provided at a training event.

Each employee is responsible for personal room charges.  These bills should be reconciled with the Fiscal Department immediately by the employee upon returning to their regularly assigned work location.

Proper forms for travel expense must be filled out and turned into the appropriate department for processing within 90 days of the expenditure in order to be reimbursed.  If the request for reimbursement is for mileage, please turn in the appropriate forms at the end of the month.  Fiscal-year-end or grant-year-end requirements may create the need for exceptions to this policy. 

Any or all travel expenses to be reimbursed to one individual may be put on a single travel form.  However, a separate travel form needs to be completed for every check issued.  For example prepare one travel form for lodging, one for registration for a training event, and one for meals. 

All expenditures must be submitted on the appropriate form or forms (either DCF or DJJ, as applicable).  When completing these forms please make sure the following is done:

· Verify that all mileage is added up correctly.

· Ensure that required signatures are in place before submitting forms for processing.

· Mileage claimed that is not found on standard distance charts located in Policy and Procedures manuals should include corresponding odometer readings.

· Keep in mind vicinity mileage refers to travel within 20 miles of your service site, and map mileage refers to travel outside 20 miles of your service site.

· Attach all relevant receipts and/ or other documentation.  For example include all receipts for incidental expenses such as tolls and gas, a receipt for lodging, and an agenda or conference pamphlet for training events that require a fee.

After all appropriate forms are completed and returned, the request for reimbursement is processed and a check can then be issued to the employee.
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