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REIMBURSEMENT POLICIES/PROCEDURES

GENERAL POLICIES

1. Requests for reimbursement of individual expenses should be submitted as
soon as possible following the event and in no event later than two weeks
following the close of the fiscal year in which the expense is incurred so that
the books for that year can be closed and audited.

2. All out of pocket expenses must be itemized.

3. Detailed receipts are recommended for all expenses but required for expenses
over $25.

4. Meal receipts for more than one person must indicate names of all those in
attendance unless the function is a section council meeting where the minutes
of that meeting indicate the names of those present. Seminar meal functions
should indicate the number guaranteed and those in attendance, if different.

5. Spouse expenses are generally not reimbursable.

6. Mileage is reimbursed at the current IRS approved rate for business mileage.
Reimbursement of mileage or travel expenses is limited to actual distance
traveled; not distance from domicile to the meeting site.

7. Receipts for lodging expenses must be supported by a copy of the itemized bill
showing the per night charge, meal expenses and all other charges, not simply
a credit card receipt, for the total paid.

8. Airline tickets should be purchased as far in advance as possible to take ad-
vantage of any cost saving plans available.

A. Tickets should be at the best rate available for as direct a path as possible.

B. First class tickets will not be reimbursed in full but will only be reimbursed
up to the amount of the best or average coach class ticket available for
that trip.

C. Increased costs incurred due to side trips for the private benefit of the
individual will be deducted.

D. A copy of the ticket receipt showing the itinerary must be attached to the
reimbursement request.

9. Reimbursement for car, bus or train will be limited to the maximum reimburs-
able air fare if airline service to the location is available.

10. Outside speakers should be advised in advance of the need for receipts and
the above requirements.

11. Bills for copying done by a firm should include the numbers of copies made,
the cost per page and general purpose (committee or section meeting notice,
seminar materials, etc.).

12. Bills for reimbursement of phone expenses should be supported by copies of
the actual phone bills. If that is not possible, the party called and the purpose
of the call should be provided.

13. The State Bar of Michigan is Sales tax exempt. Suppliers of goods and ser-
vices should be advised that the State Bar of Michigan is the purchaser and
that tax should not be charged.

14. Registration fees and refund checks should be made payable to the State Bar
of Michigan and forwarded directly to the State Bar for depositing. Checks
and money orders should not be deposited to a firm account and thereafter
submitted by firm check to the State Bar. Cash tendered must be deposited
and a check for the full amount sent to the State Bar of Michigan.

15. Reimbursement will in all instances be limited to reasonable and necessary
expenses.

SPECIFIC POLICIES—SECTIONS

1. Sections may not exceed their fund balance in any year without express au-
thorization of the Board of Commissioners.

2 Individuals seeking reimbursement for expenditures of funds must have their
request approved by the chairperson or treasurer. Chairpersons must have
their expenses approved by the treasurer and vice versa.

3. Checks or money orders tendered for payment must be fowarded to the SBM
and made payable to the SBM. They should not be deposited to a firm ac-
count and then paid over to the SBM. Cash tendered must be deposited and a
check for the full amount forwarded to the SBM.

4. Requests for reimbursement of expenses which require council approval must
be accompanied by a copy of the minutes of the meeting showing approval
granted.


