LOS MEDANOS COLLEGE


December 11. 2009
To:

LMC Community



IMPORTANT

From:

Sandra Smith
Re:

Expense Claims –  Mileage Rate, Meal Expenses, Etc. 

Mileage Rate: 
Effective January 1, 2010 the standard reimbursement for mileage is 50 cents per mile for staff using their personal vehicle on approved college business.  Always indicate the dates, location, and purpose of the trip.  Expense claims received without this information will be returned.  Mileage prior to 01/01/09 will be reimbursed at 55 cents per mile.

Meal Expenses:
Meal expenses will be reimbursed only when an employee has received prior approval to attend an activity on behalf of the District, and the number and type of meals are stipulated on the expense claim.  Meals are reimbursed for employees only, not spouses or traveling companions.  You can claim meals for other employees provided you itemize who participated in the meal.  Meals include breakfast, lunch and dinner only.  If meals are included with registration costs, you cannot claim duplicate meal expenses.  Business procedures provide for reimbursement of meals, not between-meal snacks or coffee.  Alcoholic beverages will not be reimbursed.  Reimbursement will be made for the actual meal expense when the employee is assigned to be at other than a District location during a regular meal period subject to the maximums as follows:  

Meals Without a Receipt


Meals With a Receipt





Breakfast
$  5.00



Breakfast

$10.00


Lunch

$10.00



Lunch


$17.50


Dinner

$20.00



Dinner


$35.00

You must list each meal and the amount requested for reimbursement.  If you have a meal that falls below the maximum amount, you should claim only the expenses that you incur.  These amounts listed above should not be interpreted as an automatic per diem.

Meals must be listed separately by date order.  Meal receipts must be itemized.  You may be required to request a separate register receipt when you pay your bill.  Credit card charge slips or charges on an itemized hotel bill are not sufficient for reimbursement.  The receipt must have the name of the restaurant, the date and time of service, and an itemized list of the food items purchased.  If you order from room service, an itemized receipt is required.  You must list each meal and the amount requested for reimbursement.  If the actual meal costs including gratuities are less than the maximum, only the actual costs can be claimed.  Groceries purchased for an extended stay will be reimbursed for the employee only and must be accompanied by a written explanation of the type of meal (breakfast, lunch, etc.) and the dates covered.

Other Reimbursable Expenses – 

· Attach conference agenda and/or itinerary for all conference related travel expenses.
· Please tape all small receipts to an 8x11 sheet of paper in date order so they will not get lost and attach a calculator tape verifying your figures.

Lodging expenses plus any applicable taxes will be paid with an itemized closing hotel bill marked “paid.” Telephone charges required in connection with District business from your hotel room will be reimbursed as long as they are shown on your hotel bill.  Personal calls to family and friends will not be reimbursed as well as other room service charges and movies.
Other Expenses:  Car rentals, parking, airline tickets, taxi, bus fare, bridge tolls and registration fees will be paid upon submission of an original, dated receipt showing payment.  If you purchases books or tapes at a conference for your department, you may claim it as “other.”  Make sure you have an itemized receipt.  Maximum reimbursement per vendor for supplies is $500.00. 
You must attach to your expense claim an approved Request for Leave for any event away from the District.  If you do not have an approved Request for Leave form, you will not receive reimbursement for the expenditures incurred during your travel.  If your requested reimbursement is for mileage only and you are attending meetings within the District or with local agencies, which are part of your assignment, you do not need an approved Request for Leave form attached.
