NORTH
HENNEPIN

COMMUNITY COLLEGE

A member of Minnesota State

To be reimbursed

Student Expense Report

« You must submit original itemized receipts
. Your request must be submited within 30 days of event.
. Attach conference event itinerary, if applicable
. Attach approved out-of-state travel form, if applicable.
. The check will be mailed to the address in eServices. Please make sure it matches the address on this form.

Email completed form with required documentation to AccountsPayable@nhcc.edu.

Accounting & Fees Use Only

(O BA/DP (O Imprest Cash (000153-8212)

Serial #

Date
Check #

Reminder: Tax is ONLY reimbursable for catered food.

Name Student Tech ID # |Home Address City State Zip Code [Phone Number
Cost Center Club/Organziation Reason for Travel Trip Location Trip Start Date Trip End Date
Travel Expenses Mileage for Personal Vehicle
= - - - - -
Date Vendor/Comments fcals - Parking | Registration A|rfa're Time | MI.IeS Tc?tal Mileage | Mileage Total
Breakfast Lunch Dinner Total Lodging To/From Location Miles Rate * | Amount
*Please see the attachments meal allowances and mileage rates. TOTALS Vehicle Control # -
Other Expenses
Expense Type
Date P yP Description/Event/Comments Amount
(Use drop down)
Subtotal
Accounting and Fees Use Only
Meals -1850 Student Activities - 2710 Student Travel - 2720 Supplies - 3000 Other Grand Total $
Student Signature Date Authorized Signature Date

| declare under the penalties of perjury that this claim is just and correct and that no part of it has been paid.

If you have questions about this form please email AccountsPayable@nhcc.edu





MMB Contract

Section 5. Meal Allowances

Employees assigned to be in travel status between the employee's temporary or permanent work
station and a field assignment shall be reimbursed for the actual cost of meals including a reasonable
gratuity. Employees must meet the following conditions to be eligible for meal reimbursement:

A. Breakfast. Breakfast reimbursements may be claimed only if the employee is on assignment away
from their temporary or permanent work station in a travel status overnight or departs from home in an
assigned travel status before 6:00 A.M.

B. Noon Meal. Lunch reimbursement may be claimed only if the employee is in travel status and is
performing required work more than thirty-five (35) miles from their temporary or permanent work
station and the work assignment extends over the normal noon meal period.

C. Dinner. Dinner reimbursement may be claimed only if the employee is away from their temporary or
permanent work station in a travel status overnight or is required to remain in a travel status until after
7:00 P.M.

D. Reimbursement Amount. Maximum reimbursement for meals including tax and gratuity, shall be:

Breakfast $ 9.00 / Metro Areas $11.00

Lunch $11.00 / Metro Areas $13.00

Dinner $16.00 / Metro Areas $20.00

For the following metropolitan areas, the maximum reimbursement shall be: Breakfast $11.00
Lunch $13.00 Dinner $20.00

PwnNe

The metropolitan areas are:

Atlanta Los Angeles
Baltimore Miami

Boston New Orleans
Chicago New York City
Cleveland Philadelphia
Dallas/Fort Worth Portland, OR
Denver San Diego
Detroit San Francisco
Hartford Seattle
Houston St. Louis

Kansas City Washington D.C.



https://mn.gov/mmb-stat/000/az/labor-relations/afscme/contract/2019-2021/AFSCME-2019-2021-final.pdf




A bulletin was received from Statewide Payroll Services regarding the new IRS mileage rate effective January
1, 2021 for the business use of an employee’s personal automobile.

The standard IRS mileage rate for the business use of an employee’s personal automobile has decreased on
January 1, 2021, from 57.5 to 56 cents per mile.

The state bargaining agreements and compensation plans base mileage reimbursement rates on the standard
IRS mileage rate that’s in place at the time of travel. As a reminder, two options are provided for determining
the mileage reimbursement rate for any given trip:

« If the employee travels in his or her own vehicle because no state vehicle is available, the reimbursement
rate is the current IRS rate (56 cents per mile for miles driven in 2021).

o |f a state vehicle is offered but the employee declines and travels in his or her own vehicle, the
reimbursement rate is 7¢ less than the current IRS rate (49 cents per mile for miles driven in 2021).

Please be sure to use the new rates of 56 cents per mile or 49 cents per mile on your
expense reports with dates effective January 1, 2021.
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