Additional Instructions for SEMA4 Expense Form

The instructions on the back of the SEMA4 Employee Expense Report leave out a few things.  The consequences of this have been forms being incorrectly or incompletely filled out and reimbursements being delayed.  These additional directions and explanations will help to remedy that situation.  If you have questions about them, or need help with completing an expense form after reading them, please contact Michael O’Dea by telephone (285-7212), e-mail, or in person.  

1. Please complete the Employee Expense Report promptly upon returning from travel.

2. Block print or type everything except the signatures so the information can be easily read.  Please use black ink because it can be photocopied clearly.

3. “Employee ID” is the State of Minnesota employee identification number. This is the same number which is used to get access to salary check stub information.  It is not an RCTC identification number or a social security number.

4. “Expense Group ID” is the cost center to which the expense is to be charged.

5. Use separate copies of the form for to report In-State and Out-State travel and expenses.  Do not report both on the same form.

6. In the “Date” column, list each individual day on at least one line.  More than one line per day may be used, depending on the itinerary.

7. In the “Meals” column, use checkmarks to indicate the meals on that day which were eligible for reimbursement.  The employee collective bargaining agreement or plan will provide information about the eligibility qualifications.  These are different for the various bargaining units.
8. In the column headed “Total All Meals W/O Lodging”, enter the total amount of the reimbursement for meals that day that were not in connection with an overnight stay.

9. In the column headed “Total All Meals With Lodging”, enter the total amount of the reimbursement for meals that day which were in connection with an overnight stay.  Please do not make the mistake of adding the meal reimbursement to the lodging amount and entering the result in this column.

10. The column headed “Conference Registration Fee” is for registration for conferences, not for college classes.  Tuition and other training expenses should be included in the “Other Expenses” section.

11. The column headed “Itinerary” has two subsections for each line: “Time” and “Location”.  Each line in this column is divided into “Departure” and “Arrival” sections.  For each trip, fill in the time of departure and the location departed from and the time of arrival and location arrived at.  Use a separate line for each trip.  It may be necessary to complete more than one line in this column for a single date.  For example, on a day trip from Rochester to St. Paul and back the departure time and location from Rochester and the arrival time and location in St. Paul would complete one line and the departure time and location from St. Paul and arrival time and location back at Rochester would complete the next line.  Some people may find it convenient to complete the lines in this column before filling out the rest of the form.  The departure and arrival times provided in this section by the employee determine eligibility for meal reimbursements.  Please pay attention to the specific expense allowance language in the pertinent bargaining agreement or plan when completing this section.  Be aware, for instance, that a departure time of 6:00 AM leaving from Rochester does not put a person in travel status before 6:00 AM, which is what is required by all the employee contracts and plans in order for people to be reimbursed for breakfast.  Anytime that reimbursement for travel expenses is sought, the itinerary information must be supplied.
12. In reporting the number of miles traveled in the “Trip Miles” and “Total Trip and Local Miles” columns, round mileage numbers to the nearest whole mile.

13. In completing the mileage rate section, use $0.295 for the rate if a personal vehicle was used when a state vehicle was available for use and use $0.365 for the rate if a state vehicle was not available.  (These rates are subject to sudden change.  All employees will be notified when that happens.) 

14. In the mileage amount column, fill in the number that is produced by multiplying the total miles in that row by the mileage rate.  Round to the nearest cent.

15. The column labeled “Total” is for the total of all the expenses in each line across the form: meals, lodging, personal telephone, conference fees, parking, and mileage.

16. In the line labeled “TOTALS” across the bottom of the section, insert the total amount for each column.  The check on your arithmetic is that the total of the “Total” column and the total of the “TOTALS” line must be the same number.

17. The section labeled “Other Expenses” may be used to itemize purchases unrelated to travel as well as those which are.  When items are included which are unrelated to travel, please include an explanation as to why a purchase order was not used for them.

18. Remember to sign and date the form and to include a work telephone number.

19. Expense forms which omit required information will be returned to the employee for completion.

20. Send completed expense forms to Michael O’Dea, Box 9.

21. When the form is completely processed and has been forwarded for payroll entry, a copy stamped with the date it was forwarded is returned to the employee.             

