REVIEW OF EXPENSE STATEMENT PROCESSING
Receipts Scanning 

What HASN’T changed:

1. Receipts are necessary to substantiate all non-mileage expenses.

2. All  SC and SMT positions have the option of emailing, faxing or sending by postal mail their expenses statements and accompanying receipts (copies of all receipts is accepted).
SC returns must still be approved by the RC.

SMT returns must still be approved by the SC.

3. District Coordinators have the option of faxing or sending by postal mail their expense statements and accompanying receipts (copies of all receipts is accepted).
DC returns must still be approved by the SC.

4. All other leader positions are required to send by postal mail their expense statements and accompanying ORIGINAL receipts (copies of receipts are NOT accepted).
LC returns must still be approved by the DC.

What HAS changed:

All other leader positions, in (4) above, are required to submit original receipts over $74.99 securely fastened with tape to 8 ½ x 11 sheets of paper (not taped to the expense statement).  
All other receipts (under $75.00) can be sent loose, paper-clipped, stapled together/to the expense statement or taped to a separate 8 ½ x 11 sheet of paper.

T and W Expense Codes 
New this year, a “W” code is being introduced to isolate and better identify the total cost associated with State led Instructor Workshops/Train the Trainer Meetings.  Use of the “T” code should now be limited to only district and local level tax law training sessions.  
Also new this year, all attendees [including counselors] of these district and local tax law training sessions should use the “T” code.  Like with the “W” code, introduction and use of the “T” code by counselors will help to isolate and better identify the total cost associated with tax law training sessions.
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