Expense Reimbursement
Policy Number 504.1
Revised:  July 31, 2008
 
GENERAL POLICY
Reimbursable expenditures generally consist of transportation and living expenses incurred by employees away from their regular place of business, and expenses at their regular place of business, which are not part of normal living costs.
While traveling on County business, the employee should exercise the same judgment as if they were paying for the expenses personally.  It is not the intent that employees use personal funds on business trips.  Original receipts must be obtained for all expenses incurred in order to provide accurate reimbursement for all expenses.  Only allowable expenses will be reimbursed.  Effective February 21, 2008, employees must submit and substantiate all expenses within sixty (60) days utilizing an Employee Expense Statement.
Department Heads and supervisors are responsible for ensuring that employees know and understand what expenses are reimbursable and those expenses that are not reimbursable.  It is also the responsibility of Department Heads and supervisors to review expense statements and question expenses of the employee as necessary.  Exceptions to the policy may occur.  The Department Head must fully justify, in writing, the request for exception to policy.  Exceptions may be approved by administrative action by the Commissioners.
The Department Head/supervisor will review, approve, and enter proper departmental charge cost codes and forward to the Fiscal Services Office for processing.  Department Head expense statements must be approved by the Director of Administration and/or a Commissioner prior to being submitted to the Fiscal Services’ Office.
The Lycoming County Controller may audit expense reports.   
Cash Advances
Cash advances for travel are to be used to cover anticipated expenses associated with County business, for emergencies and/or when unusual circumstances occur.  Upon return, the employee is responsible for reimbursing the County and substantiating all expenses for all cash advances within sixty (60) days utilizing an Employee Expense Statement.  The Lycoming County Expense Statement can be accessed on the County Intranet under Fiscal Services/Forms.  An Expense Statement can also be found following this policy.   A coding sheet and all original expense receipts must be attached to the Employee Expense Statement to substantiate all expenses made with the cash advance. 
Past due advances must be settled before any employee is eligible for additional advances.  Failure to comply with the rules set within will result in the employee’s Department Head being notified or revocation of future cash advance privileges.
      1.  Fiscal Services’ Office Cash Advance    
 Employees requesting a cash advance through Accounts Payable must submit to the Accounts Payable Office in Fiscal Services a signed memo from their Department Head detailing the purpose of the request and a breakdown of the amount requested.  A coding sheet must be attached to the memo along with supporting documentation to verify the request.  Once the cash advance request is approved, a check will be processed and drawn.  All requests must be received by the Accounts Payable Office no later than noon on Friday, for the cash advance to be made as part of the following week’s check run.  
 The employee must prepare an Employee Expense Statement, and utilizing the accounts payable process, proceed within sixty (60) days to verify all expenses made with the cash advance.  If the employee expends more than the amount requested through the cash advance, the employee will be reimbursed for the full amount of allowable expense(s).  If the employee expends less than the amount requested through the cash advance, the employee must prepare an Employee Expense Statement and submit it directly to the Controller’s Office.  
The Controller’s Office will audit the expense statement and notify the employee of the dollar amount to be reimbursed to the County.  All reimbursements to the County must be given to the Treasurer’s Office in the form of a personal check made payable to the County of Lycoming within sixty (60) days of the cash advance request .  
2.  Treasurer’s Office Cash Advance
Cash advances through the Treasurer’s Office are to be used only for emergencies and/or when unusual circumstances occur. To request a cash advance, employees must submit to the Treasurer’s Office a signed memo from their Department Head detailing the request is an emergency and/or unusual circumstance, detailing the purpose of the request, and a breakdown of the amount requested.  Cash advance requests through the Treasurer’s Office are limited to $300.00.  
 All borrowed cash must be returned to the Treasurer’s Office in the form of cash within sixty (60) days of the cash advance request.  The employee must prepare an Employee Expense Statement, and utilizing the accounts payable process, proceed to verify all expenses made with the cash advance.  If the employee expends more than the amount requested through the cash advance, the employee will be reimbursed for the full amount of allowable expense(s).  Failure to comply with the rules set within will result in the employee’s Department Head being notified or revocation of future cash advance privileges.  
Lycoming County employees must present a Sales Tax Exempt Form for purchases in excess of $50.00 made on behalf of the County.  This includes car rentals, hotel reservations, as well as any purchases made on behalf of the County using a personal means of payment or cash advance.  (Pennsylvania Exemption Certificate located on the County Intranet under Controller)
             Meals
· Actual cost of breakfast, lunch, and dinner, including meal tips, while out of the County on business are reimbursable. 

 
· To qualify for all three meals, you must be out of the County overnight and meals must not be provided as part of your travel fare (i.e., meals served on an airplane).  For day trips, only the lunch meal is reimbursable.  
 
· Maximum Allowable Expenses - See Cost of Meals Guideline (Pages 7 of Policy). 

 
· When responsible for a tab for expenses for a group of people, the purpose of the group and names of the people attending should be explained within the expense statement. 

 
· Business related lunches are authorized with Department Head approval. 

 
· Meals are not paid when an employee is scheduled for a night meeting or training session. 

 
Transportation
The County, in an attempt to provide the most cost-effective means of business travel, has centralized this process in the Fiscal Services Department under the Purchasing Agent to determine the most cost-effective means of travel for the County employee.    Departments must complete and submit a Travel Request Form to the Purchasing Agent to obtain approval for the following travel requests:
· one (1) day-trip mileage exceeds 124-miles; 
· one (1) overnight trip mileage exceeds 247-miles; and 

· all airline travel requests 

A day trip is defined as a trip made within one (1) day, which requires no overnight stay.
An overnight trip is defined as a trip made within two (2) days, which requires one (1) overnight stay.
 
Employees who travel to Harrisburg and State College frequently are only required to submit one (1) Travel Request Form per year.  A Travel Request Form is not required for each trip if the overall destination is within the Harrisburg or State College location.
 Employees who have early morning meetings and who request to depart from their residence must indicate on the Travel Request Form the mileage from their residence and the mileage from work.  Reimbursement will be limited to the shortest distance traveled.
 All Travel Request Forms must be filled out and submitted to the Purchasing Agent no later than twenty (20) days prior to the scheduled travel departure to allow sufficient time for analysis.  The Travel Request Form can be accessed on the County Intranet under Fiscal Services.  Upon receipt of the Travel Request Form, the Purchasing Agent will establish whether travel by personal vehicle, rental vehicle or air travel is the most cost effective means of travel to the County.  Should the County employee choose an alternate method of travel, reimbursement will be limited the Purchasing Agent’s recommendation.
1. Departments are encouraged to utilize County vehicles when available for business travel as this is the cheapest mode of transportation.
2. When County vehicles are not available, departments will be encouraged to utilize their personal vehicle or a rental vehicle.  Mileage reimbursement for driving a personal vehicle will be at the prevailing County rate per mile.  
3. Employees are responsible for securing a rental vehicle when it is the most cost-effective means of travel. All employees utilizing a rental vehicle must obtain a 
     City gas card from the Purchasing Agent in Fiscal Services.  An exception is if a department currently has an assigned City gas card.   All rental vehicles, upon    return to the rental vehicle facility, must be fueled at the City gas pumps.  Rental       vehicle procedures are located on the County Intranet under Useful Information.  
4. Airline travel is permissible only when airline travel is the most cost-effective means of travel.  Prior approval for air travel must be obtained from the Department Head, the Purchasing Agent, and the Director of Administration.  Airline tickets shall be secured only by the Purchasing Agent.  The Purchasing Agent will secure airfare at the best and lowest available rate utilizing the County Procurement Card.  Employees will be responsible for reimbursing/refunding the County for the purchase of any non-employee airline ticket(s), the purchase of travel insurance, and of any non-used airline ticket(s).  All other related travel reservations must be secured by the employee utilizing their own personal credit card or a cash advance request.  
Lodging
All hotel and motel room expenses must be substantiated by original receipts.  It is the responsibility of each employee to utilize available discounts available to County/Government employees.  Tax Exempt forms should be provided to the hotel/motel when making reservations.  Reasonable tips for baggage valets, parking valets, room maids, etc. are acceptable.  Valet parking will be reimbursed. 
Miscellaneous
· Registration seminar fees are 100% reimbursable and must be approved by the Department Head. 
 
· All calls made to the County for official business shall be made with a personal cell phone or a hotel phone.  No call shall be made collect.  Original receipts must be obtained for all expenses incurred in order to provide accurate reimbursement for all expenses .   

Specific Items That Are Not Reimbursable
· Personal air travel insurance.
· Travel, lodging and meals for spouse or family member.
· Room and meal charges on personal stay-over.
· Late check out charges (most hotels will allow extended check out time if requested in advance).
· Fines for traffic violations or parking violations.
· Fees for travelers checks. 
· Pocket flight guides.
· Credit card membership fees. 
· Other personal items (i.e., phone calls, newspaper, snacks, etc.).
· Property that is lost or stolen.
· Alcoholic beverages.
· Normal lunch meals while in the County
· Movies charged by hotels.
 Cost of Meals Guideline
 
· Cost per meal presented below is intended to be a guideline.  Actual cost of meals should be reported on your employee expense statement along with original receipts for meals. 

· Cost includes 15% tip 

· Daily Limit – only applies if out of County for a full day ($52.00) 

· Per Meal Limit – only applies if out of County for a partial day 

· Exceptions: 
· If a seminar or convention is held at the place of lodging and meals are included in the total cost. 

· A one day seminar or meeting where dinner or lunch is provided at a fixed price. 

                                                             Breakfast          $12.00
                                                            Lunch               $15.00
                                                            Dinner              $25.00
                                                            Total               $52.00
 
Travel Request Form Flow Chart
(See attached Flow Chart)
 
1.      Employee initiates Travel Request Form and submits to Department Head.
 
2.      Department Head reviews, approves and forwards to Purchasing Agent to determine mode of transportation. 
 
3.      Purchasing Agent determines mode of transportation – if travel by auto (County, rental, personal vehicle), then the form is returned to the Department Head with a copy to the Controllers office.  If travel is determined to be by air, then a request is submitted to the Director of Administration for Commissioners approval.  
 
4.      Travel Request Form is reviewed for approval by air.  The form is then returned to the Purchasing Agent. 
 
5.      Purchasing Agent secures all reservations for air travel and returns completed information to the Department Head to give to the employee, with a copy being sent to the Controller. 
Vehicle Rental Procedures
 
Enterprise Rent-A-Car is the provider of vehicle rental services for the County of Lycoming.  Enterprise will honor all rates provided to the County of Lycoming for business purposes to all County employees.  
 
Please use the following as a reference for a clear understanding of daily rentals and procedures:
 
To take advantage of Enterprise Rent-A-Car’s services, employees need to contact the local office in Williamsport.  The Williamsport Enterprise franchise can be reached at 326-9669.  Enterprise services are also available online at www.enterprise.com/car_rental/home.do  
 
Employees who reserve rental vehicles online, must call the local office in Williamsport to ensure that the reservation was received.  All reservations must be prescheduled for promised availability and the desired vehicle of your choice.  Employees who need a rental vehicle early in the morning or before Enterprise opens will need to secure the rental vehicle the day before.  An additional fee of $9.99 will be charged to the County for this service.
 
            HOURS OF OPERATION:    Monday – Friday     8:00 A.M. to 6:00 P.M.
  Saturday                   9:00 A.M. to 12:00 P.M. 
  Sunday                      CLOSED
 
Employees must inform Enterprise that they are a Lycoming County employee and provide Enterprise with the County’s business account # (57BW138).  Employees also need to provide Enterprise with his/her name, department, phone number and the dates of use.  Employees who prefer not to pick up the rental vehicle at Enterprise, can arrange for Enterprise to drop off the vehicle at his/her home or work at no additional charge to the County.  To complete any reservation, employees must provide Enterprise with a valid 
Driver’s License.  Enterprise will not accept reservations without a valid Driver’s License.  
 
Remember to confirm your reservation and to ensure that all information is accurate, especially if you have arranged for Enterprise to drop off your rental vehicle. 
 
When renting a vehicle, employees are not to take the optional CDW/LDW Collision Damage Waiver and Supplemental Liability Protection.  In the event of an accident, the 
employee is covered under the County’s vehicle insurance with PCoRP Insurance          Group.  Please see Human Resources for further information on vehicle insurance or call 570-320-2100.
 
Enterprise will have all rental vehicles filled with a full tank of gas upon departure.  Employees must return all rental vehicles with a full tank of gas by fueling all rental cars at the City Pumps utilizing a gas card.  Employees must make arrangements to obtain the gas card from the Purchasing Agent in Fiscal Services prior to travel departure.
 
Before filling up, employees will be required to enter a PIN #, an employee #, and the current mileage.  Once completed, employees will be able to begin fueling.  The Purchasing Agent in Fiscal Services will provide employees with a PIN # once the gas card is obtained.  Once the rental vehicle has been returned to Enterprise, employees must return the gas card to the Purchasing Agent in Fiscal Services. 
 
Employees returning rental vehicles after hours of operation, must place the keys into Enterprise’s drop-off box.  The drop-off box is located outside Enterprise’s front entrance door.  Employees must call Enterprise and leave a message stating his/her name and the time that the vehicle was returned so that Enterprise can properly bill the County.
 
If you have further questions about rental procedures, please contact the Purchasing Agent at 570-327-6746 or contact Enterprise Rent-A-Car at 570-326-9669.
 
Thank you for your cooperation!
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ATTACHMENT “B”
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