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BCIT 
STANDARD OPERATING PROCEDURES 

EXPENSE REIMBURSEMENT  
 
 
ALL RELEVANT NJ STATUTES, NJ ADMINISTRATIVE CODES, DISTRICT POLICIES AND DISTRICT REGULATIONS 
ARE INCORPORATED HEREIN. 
 
Delegation of duties by the Principal does NOT result in his obviation from ultimate responsibility of the 
entirety of building level operations. 
 
Maximization of internal control effectiveness is predicated upon optimal management oversight, which 
begins, and is required, at the building level. 
 
Any and all procedures included herein are subject to modification by the BA and/or her designee. 
 
Reimbursable employee out-of-pocket business expenses are:  
 

1.) Mileage at $.31 per mile;  
2.) Tolls;   
3.) Parking;  
4.) Meals (where permissible, less tax);  
5.) Professional licenses;  
6.) Tuition.   

 
These expenses will be reimbursed via Payroll as a separate direct deposit and will not be subject to withholding 
taxes. 
 
Employees will request reimbursement for all reimbursable out-of-pocket business expenses incurred utilizing the 
BCIT Expense Reimbursement Form.  This is an interactive form, which can be located and completed by following IA 
below.  A sample form has been completed and posted to the website for your convenience.  Approved requests for 
reimbursement, along with the requisite supporting documentation, must be received by the Payroll Department by 
the 10th of each month immediately following the month that the expenses were incurred by the employee.  
Reimbursements will be paid in the second pay of each month. 
 
Holding expense reimbursements beyond the month they were incurred is not permissible.  Employees violating this 
rule may risk losing the reimbursement of any and all expenses not submitted for reimbursement in the month 
immediately following the month the expenses were incurred.  The exception to this rule is a request for 
reimbursement of Tuition Expenses. 
 
Approved Tuition Expense reimbursement requests are to be submitted to the Payroll Department by the 10th of each 
month immediately following the month that the employee received their grade for that course.  These 
reimbursement requests are to be submitted to Dr. Bonsall’s office for approval.   Dr. Bonsall’s office will then forward 
these requests to the Payroll Department for payment. 
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Supporting documentation for the respective types of reimbursable business expenses is as follows: 
 

1.) MILEAGE:  a print-out from Google Maps reflecting the total miles driven for each leg of a particular trip.  It 
should be noted that employees are never reimbursed for commuting miles.  Employees are reimbursed for all 
business miles driven in excess of their daily round-trip commute.  Business miles driven on weekends and 
holidays are reimbursed “door to door”.  This means that all business miles are reimbursed irrespective of the 
daily roundtrip commute.  There should be a Google Map reflecting the normal daily commute as well.  
 

2.) TOLLS:  an original receipt or EZ-Pass account statement reflecting the date the expense was incurred, the 
amount of the toll, the highway exit/location where the expense was incurred and the time the expense was 
incurred.  

 
3.) PARKING: an original receipt reflecting the date, time, location and amount of the expense incurred. 

 
4.) MEALS: the original itemized check, along with a paid receipt.  The itemized check will reflect the date, time 

and location that the meal was consumed.  The name(s) of the employee(s) consuming the meal(s) will be 
handwritten on the check.  Employees are not to consume alcohol during business hours.  Expenses related to 
alcohol and sales tax will not be reimbursed.  Employees should have approval from their supervisors prior to 
incurring reimbursable meal expenses.  Employees are to be guided by NJ OMB Circular 16-11-OMB-Section 
XI-Letter J for meal rates.  Accordingly, employees will not be reimbursed in excess of $32.00 per day for 
meals.  Tipping is allowed and is reimbursable; tips should not exceed 18% of the cost of the meal, EXCLUSIVE 
of Sales Tax – meaning you do not “tip on the tax.” 

 
5.) PROFESSIONAL LICENSES:  a copy of the actual license, along with proof of payment for said license. 

 
6.) TUITION:  a Transcript from the Registrar’s Office reflecting the employee’s final grade achieved for the 

course; proof of payment BY THE EMPLOYEE for the course; proof of Board approval; proof of approval by Dr. 
Bonsall. 

 
Any and all events/occasions wherein BCIT employees will be participating therein and incurring reimbursable 
business expenses must be pre-approved by the Board of Education.  Any and all reimbursement requests will be 
submitted to the Board of Education at their respective monthly meetings for approval of payment. 
 
I:  STAFF: 

A. Specific Steps For Employee: 
1. Go to district home page: www.bcit.cc 
2. Board Office/Business Office/Standard Operating Procedures. 
3. Download the BCIT Expense Reimbursement form. 
4. Enter your name, campus and month for expenses. 
5. Following the attached sample, complete the necessary information. 
6. Attach any and all supporting documentation to the form. 
7. Sign and date the form and forward to your Supervisor. 

 
II:  ADMINISTRATOR/APPROVER: 

A. Specific Steps to Follow: 
1. At the start of the school year, send a list of account #’s and the amount to be encumbered for your 

employee expense reimbursement. The Business Office will then encumber the funds and draw down from 
the balance as the expenses occur. 

2. Verify the accuracy of the data on the Expense Reimbursement Form and indicate the account # to be 
charged. Do not accept any form that does not have supporting documents attached. 

3. Sign and date the form and submit to Payroll for processing and payment. 

http://www.bcit.cc/
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4. Tuition reimbursement procedure will remain the same. At the start of the school year the Business Office 
will encumber the budgeted funds.  

5. The completed paperwork is submitted to Payroll for processing and payment. 


