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	Purpose:
	To outline the procedures for reimbursing employees.

	Mandated by:
	Internal Controls

	Applies to:
	(ORGANIZATION NAME) corporate financial functions

	Definitions:
	· Purchase Order Number (PO#) a number issued by the finance department to keep track of expenses for authorized projects and programs. 

	For more information:
	n/a


Text of Guideline:

The following procedures are intended to be used by those who have purchasing authority over projects and programs. Purchasing of goods or services can only be performed through the use of the following procedures. All purchases require approval in advance by an authorized Project Director or Specialist.

Purchase Requests 
· A Purchase Order Number must be referenced and included on the receipt/invoice for all purchases. (ORGANIZATION NAME) prefers purchases be made through vendors that will bill (ORGANIZATION NAME) or accept payment by check at the time of purchase.  

· Please review the purchasing policy (003.08.01) before making or requesting a purchase and completing the Purchase Request Form. 
· Purchase requests must be submitted at least 5 business days prior to any purchase made or an order is placed. Rush requests must be authorized by the CFO or the Finance Associate in person or by phone only – not by e-mail, voice mail, or regular mail.

· Purchase request forms should be filled out completely and submitted to the finance associate. If e-mailed; a copy should be sent to the CFO, the Project Director who approved the purchase, and a copy should be retained by the PO# requestor.
· The Finance Department will notify the requestor of the assigned PO# within 5days of the request. 
· If a purchased is to be paid for by check, a check request from should be completely filled out indicating who will be making the order and where to send the check. 
· When the employee making the purchase request contacts the finance staff to obtain a purchase order number, the following information should be available in order to facilitate the PO# process:

· Vendor name

· Vendor address

· Phone number and/or fax number

· Item to be purchased

· Price of the item

· Price of shipping, delivery, or any other costs associated with the purchase

· Program name to be charged for the purchase

· Requestor’s name
Filling Out The Purchase Request Form
· When payment is required in advance, 
· A Purchase Request Form should be completed and submitted to the Finance Department with  

      the “Check requested” box checked to indicate that the order will not be placed until payment   

      is provided. 
· When purchasing any item or service through vendors that can invoice (ORGANIZATION NAME) directly, 
· A Purchase Request Form should be completed and submitted to the Finance Department with  

 the “To be invoiced” box checked. 
· When Employees request reimbursement for purchases of goods and/or services made with cash or personal credit cards,

·  A Purchase Request Form should be completed and submitted the Finance Department with 
       the “Reimbursement Request” box checked. 
Employee Travel

· A PO# will be assigned when an employee will be traveling to a meeting, conference or other work-related event. The Purchase Order will cover all travel related expenses for that trip and must be approved each time an item is added to the list of expected expenses.

Travel Reimbursement

· The appropriate (ORGANIZATION NAME) Employee Expense Report/Travel Reimbursement Request Form should be submitted in order to receive reimbursement for travel expenses paid for by an employee with cash or a personal credit card. The PO# for the trip should be included on the request.

· Complete all information on the form. Be sure to include the name of the event, the location of

       the event, and a copy of some documentation related to the conference or event, if possible, 

       for audit purposes.

· All meal reimbursements are made on a per diem basis, not by reimbursing individual meal

      expenses. Per diem rates are determined by the number of hours spent in work-related travel or

      activity for each day. The (ORGANIZATION NAME) per diem rates are $50.00 for twelve or more hours, $37.50 for 
      eight to twelve hours, and $25.00 for less than eight hours. For state funded programs, where 

      the travel is instate, the per diem rates are $35.00 for twelve or more hours, $26.25 for eight to

      twelve hours, and $17.50 for less than eight hours of work related travel or activity.

· Attach original receipts and any other backup documentation. Copies or faxes of receipts are     

       not accepted. 

· Any expense advances will be required to be cleared by submitting original expense 
                  documentation within 30 days of the advance. New advances will not be issued until old  

                  advances are cleared. 

Travel Expense Advances

· Travel Expenses that may be requested in advance include per diems for the expected length of the trip.
· An (ORGANIZATION NAME) Employee Expense Report/Travel Reimbursement Request Form may be used for travel expense advances. The completed form including the assigned PO#, dates of travel, name of the event to be attended, and other information about the trip should be submitted no more than 30 days before travel is completed. 
· All Travel Expense Reimbursements Requests must include reimbursements requests and advance requests and must be submitted no later than 90 days after travel or prior to the grant closing (whichever comes first). All advances made will be deducted from the total amount being reimbursed. 
Sales Tax

· (ORGANIZATION NAME) is a tax-exempt organization, and a tax-exempt certificate is available to any employee making a purchase. Contact the Finance Department for a copy of (ORGANIZATION NAME)’s Texas Sales and Use Tax Exemption Certification.

· It is the purchaser’s responsibility to obtain and present the tax-exempt certificate at the time of purchase. Charges for sales tax will not be reimbursed in states were tax exempt certificates are accepted - the amount of tax will be deducted from the total request and only the material and/or service costs will be reimbursed.

Other Purchases 
· Other non contractual non-recurring program specific vendors must have an approved purchase order. 
· Purchases under $25.00 may be made without a PO# being obtained in advance. However, a Purchase Request Form must be completed at the time reimbursement is requested and submitted with receipts and other paperwork documenting the purchase. If the purchase is not approved, the reimbursement request will be denied. 

PAGE  
3

