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Review / Revision Record

	REVISION
	DESCRIPTION
	APPROVED
	DATE

	A
	Initial Release
	R.J. Smith
	2/10/04

	B
	Job titles have been updated to reflect the new roles.
	Lavanya Chennupati
	11/15/2023
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1.       PURPOSE:

1.1 To establish the minimum processing requirements necessary and to identify a standardized set of forms to be used by all employees in applying for reimbursement of qualifying employee business expenses.

2. SCOPE:

2.1 This document establishes control over implementation, preparation, approval, maintenance and payment of qualifying employee business expenses.       

3. DEFINITIONS:

3.1 None

4. RELATED DOCUMENTS:

4.1 Expense Report (SML-124)

4.2 Sales Meeting Report (SML-126)

5. RESPONSIBILITIES:

5.1 The employee who submits the request for reimbursement:

5.1.1 Pre-qualifies their expenses for eligibility.

5.1.2 Properly completes all required forms and supplies supporting documentation for “ALL” listed expenses.

5.1.3 Maintains insurance coverage (CA minimum requirements) for any personal vehicle use.

5.1.4 Tabulates and submits requests once each week.  Requests will include only qualifying expenses incurred in the previous week.   

5.2 The Department Supervisor reviews and approves or denies all requests: 

5.2.1 Approved requests are forwarded to the Operations Manager.

5.2.2 Denied requests are returned to the employee for corrections.

5.3 The Operations Manager authorizes payment. 

5.4 The accounting group verifies all approval signatures are in place and processes payment. 

6. QUALIFYING EXPENSES

6.1 LOCAL SALES / FIELD SERVICE CALLS

6.1.1 Reimbursement for personal auto use on SML’s behalf is covered at .30 cents per mile for the first 100 miles each week.  And at .28 cents per mile for any additional miles that week.

6.1.2 Personal auto mileage begins where the employee begins his/her workday and should be recorded accordingly.

6.1.3 The reimbursement amount per mile listed above includes all maintenance, fuel, and insurance costs incurred. The insurance coverage must meet or exceed California minimum requirements. Otherwise the vehicle is not to be used on or for Standard Meter Lab., Inc. business.

6.1.4 Reimbursement of personal auto mileage requires supporting documentation. A Sales Meeting Report (SML-126) must be completed for each contact made and attached to the Expense Report (SML-124) prior to being submitted.

6.1.5 The Sales Meeting Report (SML-126) must include as a minimum the company visited, contact name, topics discussed, results of the visit and any follow-up required.

6.1.6 Parking and bridge tolls are reimbursed with supporting documentation and receipts.

6.2 MULTI DAY BUSINESS TRIPS

6.2.1.1 Perdiem expenses are covered only on business trips outside a one hundred-mile radius or for trips in excess of one day.

6.2.1.2 Lodging, car rental, shuttles & meal expenses incurred by employees will be covered within reason and with receipts.

6.2.1.3 Air, train and bus fees should not be at issue, as they are normally arranged and paid for in advance. But in the event they are not, they will be covered within reason and with receipts.    

6.2.1.4 All expenses of this type must be economically prudent and justifiable as business minded in nature.

7. DOCUMENTATION REQUIREMENTS 

7.1 Requests for reimbursement must be submitted using an expense report form (SML-124). Supporting documentation must be attached. I.e. receipts, sales meeting report(s) etc.

7.2 Expense reports must contain all necessary information for approval and processing. Where applicable, requirements are as follows.

7.2.1 Automotive mileage summary

7.2.2 Transportation expenses

7.2.3 Living expenses

7.2.4 Other.

7.3 Completed reports require supporting documentation for all expenses. Acceptable forms of supporting documentation are as follows:

7.3.1 For auto mileage: Sales Meeting Reports (SML-126)

7.3.2 For all other expenses: Receipts are required.

8. REVIEW AND APPROVAL

8.1 Expense reports must be reviewed and approved prior to being processed for payment.

8.2 The signature block of the expense report is to be used to evidence approval.

8.3 The following Guidelines are provided to ensure Expense Reports are properly approved.

8.3.1 The Dept. Supervisors has reviewed the report for completeness, accuracy, and has approved eligibility of all submitted expenses.

8.3.2 The Operations Manager has approved the report for payment.

8.3.3 The Accounting Group has verified approval of the report.

8.4 The review period for each report shall be four (4) working days, starting on the date an approved request is first submitted to the Sales.

8.5 Payment will be issued on Friday of the week following approval.
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