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State of Alabama
Department of Agriculture and Industries
Accounting Section
1445 Federal Drive ●Montgomery, Alabama 36107-1123

(334) 240-7112 ●1-800-642-7761, Ext. 7112
 

DATE:

April 3, 2015
TO:

All AGI Personnel
FROM:
Belinda Mulder
SUBJECT:
Updated Travel and Reimbursement Info – 4/03/15
*FROM THE GOVERNOR’S OFFICE:

Effective immediately, if you travel across the Alabama state line on a day trip with no overnight stay, you are now REQUIRED to submit a Request for Out-of-State Travel form for travel approval in advance of your travel.  You will be subject to the same guidelines as overnight out-of-state travel and should submit your expenses on the Out-of-State Travel Reimbursement form.  Please plan accordingly.  If you have any questions regarding this change, please contact Julia SooHoo at 240-7115.
 

MISCELLANEOUS IN-STATE TRAVEL AND REIMBURSEMENT INFORMATION

· Please submit only 1 in-state travel form per pay period.  Some employees are turning in a form after each travel event.  Travel is only paid through your payroll, so please incorporate your travels and submit only 1 form per pay period.  This will cut down on unnecessary paperwork and expense as well as duplicate submissions.  

· Reimbursement forms can be submitted at any time; however, please hold your receipts until you have a minimum of $10 to claim.  The exception to this rule is if at the end of each quarter you have not reached the minimum, you may submit your claim at that time.  Please note that small claims can be submitted on your in-state travel form even if under $10 in the “Miscellaneous Expense” line as long as you have other travel to claim.  

· Receipts for parking must be submitted on an in-state travel form (not a reimbursement form) and should be listed under the “Miscellaneous Expense” line.  You do not have to claim any other travel to submit your parking tickets.  Example:  you attend a meeting at which you pay $5 to park but are not gone from your base long enough to claim per diem.  In this case, all you need to do is list $5 in the “Miscellaneous Expense” line on an in-state travel form and attach a plain sheet with your taped receipt.  No other travel information concerning this travel event should be listed on the form when no per diem is claimed.

· Please securely tape your original receipts to a plain sheet of paper and attach to whichever form you are submitting.  If your receipt does not specifically state what was purchased, please write a brief explanation out beside the receipt.  These should be for small, miscellaneous expenses such as postage to mail your reports, etc., or emergency expenses while traveling.  The department’s guidelines should be followed for making all other purchases.    

· All submitted forms should show your address that Personnel has on file for you.  Please do not put the department’s address as your personal address.  Your base and home address locations are necessary to qualify you for per diem reimbursements.

· Please list your FULL SOCIAL SECURITY #  on your submitted forms.  We must have your full number to enter your claim into the state computer system.

· You may now submit forms with your electronic signature.  This must be your actual signature, not just typed in a cursive font.  The symbol /s/ must be computer printed in front of your electronic signature.  Forms with hand printed symbols will be rejected.
· Please submit ALL your forms and receipts in duplicate (original plus 1 copy).  Your supervisor’s signature is required on BOTH copies.  We must obtain a signed copy in our office for auditing purposes. 

The State Comptroller’s Office is regulated by state and federal laws regarding travel and employee reimbursements.  These rules are constantly changing.  We try to pass the information along to employees as soon as we are notified.  We apologize for any inconvenience this may cause you.
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