MEMO REGARDING REIMBURSEMENT
TO: 
MSCOD Council Members

FROM:
Linda Gremillion

DATE: 
9/25/2012

SUBJECT: 
Requesting Council Related Business Expense Reimbursement
Hello Council Members,
This memo serves to communicate the process and policy that governs business expense reimbursements for claiming your business expenses as council members.
For some of you this will be review, and maybe even a welcome one! For some of you this information will be new and perhaps a bit cumbersome, but alas, it is the world of checks and balances that we try to traverse with great adherence to the state’s accounting standards.
To claim reimbursement for business expenses, standards and limits are set forth in the State of Minnesota Commissioners Plan. It’s modeled on and closely follows the labor union contracts for reimbursement standards.
A full copy of the State of Minnesota Commissioners Plan can be found at http://www.mmb.state.mn.us/compensation/comp-commmissioner
Further, the items I’ll outline here for you are more specifically on page 15 of that Plan, http://www.mmb.state.mn.us/doc/comp/contract/CommissionersPlan.pdf
Additionally, the state requires whenever possible, for you to sign up for direct deposit, please contact me if you have not done so or wish not to have funds direct deposited.
Also, you MUST register as a vendor with the State of Minnesota to collect reimbursement funds. Contact me if you have not done so.
Per Diem: 
Currently, the per diem rate for attending meetings or other approved council business is $55/day. Mileage, meals, lodging and other expenses (as approved by the Commissioners Plan) are in addition to the per diem.
Mileage Reimbursement Rates
Currently, the Privately Owned Vehicle Reimbursement Rate is:
$0.645 per mile for modified vehicles (with lifts, etc)
$0.555 for standard vehicles.
However, this figure changes in accordance with the price of petroleum. I will inform you of changes in this rates, as it does change.
You will need to provide documentation of the amount of mileage you are claiming. I am happy to assist with this portion of the task. I regularly print mileage quotes from internet based mapping websites such as Google Maps, Yahoo, MapQuest, etc.
Additionally, there is a new state requirement (which has been reviewed and adopted by the MSCOD Executive Committee) that if any person is receiving reimbursement for mileage, the state must be in receipt of your driver’s license and insurance information. You may mail me a copy of these items, or you may scan or fax them to me. My contact information is listed on this letterhead.
Transportation Reimbursement

Transportation costs are reimbursed with receipt. Transportation includes taxi, and other methods such as airport shuttles, bus fare, light rail fare and Metro Mobility. MSCOD is currently negotiating with Minnesota Management and Budget to consider not requiring receipts for Metro Mobility.
Meal Reimbursement

You are also eligible for meal reimbursement if you meet the following requirements:
$7 ‑ Breakfast reimbursement may be claimed if the council member leaves home before 6:00 a.m. or is away from home overnight.

$9 ‑ Lunch reimbursement may be claimed if the council member is in travel status more than 35 miles away from his/her office or away from home overnight.
$15 ‑ Dinner reimbursement may be claimed if the employee cannot return home until after 7:00 p.m. or is away from home overnight.
You DO NOT need to provide receipts to claim meal reimbursements.
Lodging

We have direct billing relationships with two hotel vendors: Radisson Roseville or the Doubletree Hilton in downtown St. Paul. Tricia is happy to make your reservations at either of these hotels. If you choose another hotel, you will be expected to pay for the stay and then claim the expense on your expense report. You will need to provide an original receipt for hotel reimbursement.
Parking

Parking expenses are reimbursed with receipt. In the event that a receipt is not available, such as metered parking, please clearly indicate the parking you are claiming is metered parking.

Expense Report - Timeline Expectations
The MSCOD bylaws state that expenses must be claimed within 60 days of the expense occurring. Also, business expense reimbursements requested in any other fiscal year other than the current fiscal year require an explanation via affidavit.
Other - Miscellaneous

Please contact me on issues regarding PCA reimbursement.

Please contact me on issues of reimbursement not mentioned above.
If receipts for any expense that requires a receipt are not available, an Affidavit of No Receipt form must be completed. Please contact me for those forms if and when they are needed.
THANKS!
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