TRAVEL & EXPENSE REIMBURSEMENTS

INSTRUCTIONS FOR COMPLETING EXPENSE STATEMENT

GENERAL INFORMATION
1.
Report all business expenses incurred whether charged on a personal credit card or paid with cash.

2.
Identify the business purpose of the expenses reported in the diary section of the expense statement.  Identify the names of business associates attending and business purpose of expense for all meals and entertainment when the expenditure is for more than yourself.  (Required by the Internal Revenue Service)

3.
Original receipts (no copies) must be attached for all expenses, no matter what type of expense is incurred.  (Required by the Internal Revenue Service)

4. Expense for personal items should be excluded from the expense statement.

EXPENSE CLASSIFICATIONS:

1.a.
Auto - Miles Traveled:  Enter your personal auto business miles traveled each day.  Document business purpose for travel in the Diary section of the expense statement.

   b.
Auto - Mileage Expense:  Calculate business mileage reimbursement using the current mileage allowance (51 cents per mile effective January 1, 2011) and enter the daily total in the appropriate column.

2.
Air Travel:  Enter the total ticket price, including tax, for any type of commercial travel (air, bus, etc.).  Attach the original passenger ticket stub or receipt, not the travel itinerary or boarding pass.

3.
Parking:  Enter the total daily expenses for parking or storing a vehicle, including metered parking, as one daily total.

4.
Car Rental/Taxi/Tolls:  Use this classification for car rentals and fares/fees including tips for taxi, limo, hotel shuttle, etc.  Attach car rental agreements (including receipts for gas for rental cars) and receipts for each single fare/fee.  Enter the total car rental fees and the daily taxi, etc. fees in the appropriate column.

5.
Meals/Entertainment:  Use this classification for the cost, including tips, of personal meals, local business meetings, workshops, credit union functions and meals/entertainment paid for by you for business associates.  Identify the names of business associates for whom you paid and the business purpose of the meal/entertainment in the Diary section of the expense statement.  Attach receipts for all expenditures.

6. Lodging:  Attach a copy of the room statement to the expense report.  All charges reflected on the room statement should be listed on the front of the expense report form with meals/entertainment expense reported separately and in accordance with instructions for this category.  All other lodging expense should be reported in this column.

7.
Other:  Enter daily totals for miscellaneous amounts spent with a brief explanation of the item.  If a more detailed explanation is required to support business purpose of expense, use the Diary section of the expense statement.
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