Northern Arizona University

Institute for Future Workforce Development (IFWD)

Governor's Office for Children, Youth, and Families (GOCYF)

Reimbursement Form

For Sub Grantees, Commissioners, Board Members, 

Guest Lecturer/Speakers and Performers

Instructions

Please fill out the attached form completely and return to the GOCYF in order to expedite your reimbursement.  Please read each section carefully and pay special attention to the following:

· Check the New Vendor box if this is the first time you have received reimbursement from NAU.  Please provide a description of the purpose of the reimbursement/payment and fill in the amount(s) to be paid (see Fee/Amount to be paid on page 2 of the Substitute W-9 Form). 

· If being reimbursed for mileage, lodging or approved materials (NAU has strict policies about reimbursement for supplies purchased by non-employees), you must list the amounts on separate lines.  

· Please make sure to sign the form.

· Please be sure to submit all supporting documents.  

Reimbursement

Please clarify ahead of time with your contact person in the GOCYF whether or not you will be reimbursed for mileage, supplies and/or other expenses.  In order to expedite your reimbursement, you should include all supporting documentation.  Otherwise your reimbursement may be delayed. 


Mileage

Mileage reimbursement takes into consideration gas expenses and wear and tear on your vehicle.  Therefore, a separate gas expense will not be reimbursed.  The current State rate for mileage reimbursement is $0.445.   Car rentals are not an allowable expense.  If you are submitting for mileage reimbursement, please document and attach your reimbursement one of the of following ways: 

1.  Attach a MapQuest/Yahoo Maps printout indicating starting point and destination, the total number of miles traveled multiplied by $.445 per mile (e.g. Phoenix/Prescott/Phoenix round trip-100 miles x $.445 per mile = $44.50)

2. Attach a separate sheet showing odometer readings from the beginning to the end of the 
trip, and calculate mileage as shown above.

Lodging


You must submit original receipts to be reimbursed for any lodging.  The bill must 
reflect a zero balance.

Meals

Reimbursement for meals is on a per-diem basis and depends on the time of day and the duration of a conference/meeting.   You must attach an e-mail or agenda detailing the location and times for your meeting.  Meals included in a conference or meeting are not reimbursable.  
Continental breakfast does not count as a meal.  In general, breakfast can be claimed if travel begins before 6:00 a.m., lunch if travel begins 11:00 a.m. and return is before 2:00 p.m. and dinner is if travel after 5:00 p.m. or return before 8:00 p.m. or stay overnight.  In-state and out-of-state per diem costs vary.  Check with your GOCYF contact person to get current rates.

Speakers/Facilitators

GOCYF’s rate for speakers or workshop facilitators shall not exceed $540/day.  Speakers or facilitators should follow the same reimbursement procedures for mileage, lodging and meals.  In addition, a workshop description or speech outline must be submitted to your GOCYF contact two weeks prior to the scheduled meeting or event.


Approved Purchases

Any purchases other than mileage, lodging, and meals need to be pre-approved by your contact person at GOCYF.  Please note that you will need to attach a typed memo explaining the purchase and need of the supplies for which you are requesting reimbursement.  Also, any supplies purchased must 
be on a separate receipt and should not be co-mingled with any personal purchases.


*NOTE: You must submit original receipts to be reimbursed for any supplies.  Failure to 
do so may result in you not being reimbursed for those expenses.  Please submit these 
receipts taped or pasted onto a blank piece of paper and attach that paper to 

reimbursement request.

Timeline for reimbursement/payment

Following the return of the reimbursement form and appropriate documentation to the GOCYF, the form will be routed to Northern Arizona University, where the process for reimbursement will begin in the Institute for Future Workforce Development (IFWD) office.  Once the process has begun (usually within 3-5 working days), the reimbursement information will be sent to Accounts Payable.  Once the information is at the Accounts Payable office, you can expect to receive reimbursement/payment within approximately 6 weeks.  After 6 weeks if payment has not been received please contact NAU at (928) 523-2199.

Questions
Please direct inquiries to your contact person at the GOCYF.

Reimbursement Checklist

Please complete the following checklist and provide the supporting documentation for reimbursement being requested.

Mileage
$ ____________
(see Mileage section for proper documentation and attach)

Lodging
$ ____________
(see Lodging section for proper documentation and attach)

Meals

$ ____________
(see Meals section for proper documentation and attach)

Supplies
$ ____________
(see Supplies section for proper documentation and attach)

Speaker/
$ ____________
(see Speakers/Facilitators section for proper

Facilitator 



documentation and attach)

Fee

Grand Total
$ ____________
(Grand total figure should match the Fee/Amount to be

paid on page 2 of the Substitute W-9 Form) 
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