For office use only:

FS / Connections PAID
Expense Sheet Check #
Name: Program: M/Y:
Please staple receipt(s) to the back of this form.
Date Client/Destination Odometer Odometer Miles Expenses
Reading to: | Reading from: | *mileage over 25 *receipt(s)
miles prior required for
approval (initials) reimbursement
Total Miles x .40 per mile ...........................Mliles x.40...=...$
Total Expenses (attach receipts to back of form) ......................... $

Grand Total

Employee Signature:

Supervisor Signature:

= Note: Expense sheets are due to your supervisor by noon on Mondays — expense sheets that are turned in after the
deadline won’t be paid until the following week. Expenses are paid out weekly (on Tuesdays) and are mailed after 2:00pm.
Only expenses that are accompanied by a receipt are reimbursable. Out of town trips require prior approval for reimbursement,
contact supervisor for details.
*Please refer to the back side of sheet for guidelines.

T Personnel Forms: Expense Sheet




Family Services / Connections Expense Sheet Guidelines

Expense Sheets/Checks

It is each employee’s responsibility to complete an Expense Sheet. Blank forms are included in
employee schedules mailed out monthly or may be picked up at the office.

To ensure Expense Sheet reimbursement, employees must have their completed Expense Sheet
with receipts attached to their Program Supervisor by noon on Monday.

The Program Supervisor will verify accuracy and submit the completed, signed Expense Sheet to
bookkeeping for payment the on Tuesday. Only Expense Sheets that have been approved by the
Program Supervisor will be paid.

Expense checks are mailed out to the employee’s home on Tuesdays by the Trillium Services
Bookkeeping Department.

Mileage

Employees transporting a consumer in the community will be reimbursed at $.40 a mile up to 25
miles.

Single trips over 25 miles require prior approval from the Program Supervisor.

Mileage expenses must include Odometer Reading “To”, “From”, and “Total”

Employees must write consumers initials and specific destinations on expense sheet.

Meals/Snacks

Meals are reimbursed on a very limited basis and are subject to approval from the Program
Supervisor.
Meals will be reimbursed at a rate no greater than the following:
$5.00 cap for breakfast/lunch meals and $7.00 cap for dinner meals.
Meals are reimbursed only when accompanying a consumer. Employees may not expense take-
out meals/food if the consumer has not chosen to eat out during the shift.
All expenses must be accompanied by a receipt for reimbursement. Receipts should be itemized
to show all food items ordered and not just the total.
Snacks, pop, candy, ice cream, coffee, desserts, etc....are not reimbursable.
Employees will not be reimbursed for “super-sized” meals or extra side dishes.
Staff should expect to bring their own lunch or snacks depending on the length of the shift.

Admissions/Parking/Program Supplies

Recreational expenses, admissions, activity costs, and parking costs will be reimbursed. Receipts
must be attached to the expense sheet to qualify for reimbursement.

Any expenses over $10.00 require prior approval from the Program Supervisor.

All expenses must be accompanies by a receipt for reimbursement.

Money used for gambling will not be reimbursed.
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