Memorandum

 To:
  All Board Employees
 From:
   Anthony Cooper, CFSO


State auditors have been in the central office for several months, examining all of our financial records.  In the process, they had many questions regarding some of our travel and professional development claims, and brought those to our attention. We must now take the steps necessary to correct this and prevent further problems. The majorities of the issues addressed are clearly stated in the Board travel policy and are simply being ignored. The following are some of the specific areas in which Board policies are not being adhered to as they should be:
Meal receipts must be included with the travel claim. They have to be itemized, rather than stubs or credit card copies. If there is another person’s meal on the receipt, circle or underline the charges that apply only to the employee.
Unallowable charges include gratuities, room service fees and any type of alcoholic beverage. The Board does not reimburse for groceries because there is no way to substantiate how many individuals the groceries were purchased for or how much cost is incurred per day.  There is currently a $35 per day meal allowance in the state of Alabama and a $45 per day allowance for out-of-state travel. Valet parking charges will not be paid unless pre-approved, by the Superintendent, for the individual’s personal safety. Also, phone calls and internet connection from the hotel room will only be paid if there is sufficient documentation that they were business related. In-room entertainment such as games and movies will not be reimbursed.
Claim forms are not being properly filled out, in many cases. Each day of a trip should be described in the boxes marked and provided for expense details. Multiple days’ meals and hotel charges should never be combined. The information given on the form should be easily matched to the attached receipts individually. There should never be more than one employee’s expenses on a claim form, even if the employees are a married couple. Receipts can be photocopied and marked with each person’s own expenses.

Reimbursement checks are processed around the 5th, 15th, and 25th of each month and will be mailed out as soon as possible. To insure that your claim is paid in a timely fashion, be sure the claim is received, in this office, no later than 5 days prior to the check run date. The claim form must be properly filled out and signed with the correct mailing address or it will be returned to the employee for correction and, therefore, delay payment. 

There will be no exceptions made to these policies, at any time. Please be sure you have read and understand the above information. If you have any questions, you can refer to the Board policy handbook or call our office for clarification.
We appreciate your cooperation.

