Town of Sullivan - Expense Reimbursement Policy

Town of Sullivan
Syrs
Effective Date: [Ins/ert/Date]

Approved By: Selecthoard Members

1. Purpose

To establish consistent guidelines for reimbursing employees, volunteers, and elected
officials for reasonable and necessary expenses incurred while conducting official town
business.

2. Eligibility
Reimbursementis available to:
* Town employees
* Elected officials
» Authorized volunteers or contractors acting on behalf of the town

All reimbursements must be pre-approved by the relevant department head or town
administrator unless otherwise specified.

3. Reimbursable Expense Categories

The following categories are eligible for reimbursement when directly related to town
business such as Training & Conferences;

A. Travel
* Mileage for personal vehicle use (at IRS standard rate)
* Public transportation fares (bus, train, ferry)
s Airfare (economy class only)

* Parking and tolls
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B. Lodging

* Lodging (following GSA standards which are available at
https://www.gsa.gov/travel/plan-book/per-diem-rates)

C. Meals

» Meals during overnight travel or full-day conferences (following GSA standards
which are available at https://www.gsa.gov/travel/plan-book/per-diem-rates)

* No reimbursement for alcohol

D. Training & Conferences
* Registration fees

* Required materials

E. Office Supplies & Equipment

¢ [tems not readily available through town purchasing

» Must be approved in advance

E. Miscellaneous

* Postage, printing, or other minor costs directly related to town business

4. Non-Reimbursable Expenses

The following expenses will not be reimbursed:
» Personal Entertainment (movies, tours, etc.)
* Alcoholic beverages
* Upgrades (first-class travel, luxury lodging)
* Expenses for family members or guests
* Fines, penalties, or traffic violations

» Lost receipts without sufficient documentation
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5. Submission Guidelines
To request reimbursement, individuals must:
1. Submit a completed reimbursement form within 30 days of the expense.
2. Attach original itemized receipts (digital copies accepted).
3. Include a brief description of the purpose of the expense.
4. Obtain required approvals before submission.

Late orincomplete submissions may be denied unless justified and approved by the town
administrator.

6. Approval & Payment

e Department heads or designated approvers will review submissions for
compliance.

e Approved reimbursements will be processed within 14 business days.

¢ Payments will be made via check or direct deposit.

7. Policy Review

This policy will be reviewed annually and updated as needed to reflect best practices and
regulatory changes.
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