EDWIN FAIR COMMUNITY MENTAL HEALTH CENTER, INC.

ADMINISTRATIVE MANUAL

TRAVEL REIMBURSEMENTS
POLICY:
All requests for reimbursement shall be approved by the Program Coordinator .

PROCEDURE:
Request and documentation of expenses shall be completed by the employee and submitted to the Supervisor and/or Program Coordinator for approval.

Appropriate documentation shall include receipts and accounting of actual or approved calculated mileage.

The Accounts Payable Clerk shall process the request for payment.

All check requests for registration and fees will be payable to the vendor, if not paid as an employee advance, in which case receipts are required to document the advance.

Lunches will be paid for out of the service area for one-day meetings only.  On overnight stays, meals cannot exceed $30.00 and are to be submitted for reimbursement with itemized receipts.
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