LYNCHBURG COLLEGE
Business Expense Report

Instructions

The College requires business expense reporting and documentation as part of prudent business procedures and to be in compliance with audit procedures.  Without sufficient reporting to your employer, your reimbursement is considered compensation which must be reported to the Internal Revenue Service and would require that you claim the expenses on your tax return.  Therefore, every employee should want to make this report after each trip or any other business expense to avoid tax complications at year-end.

The Business Expense Report form should be completed and turned in to your supervisor within ten (10) days after the completion of any travel or business expense on behalf of the College.  All expenses should be supported by attaching your original paid receipts.  Please fill out the form completely, reporting all expenses for your trip.  Please indicate the purpose of the trip, destination, dates of your trip, and persons contacted.  If this report includes entertainment expenses, you must list the names of the individuals entertained and the business purpose.

The College maintains several cars and vans for use by College personnel when traveling on College business.  It is more costly to the College and to your department budget to use personal vehicles.  Therefore, you should use a College vehicle whenever possible.  If not possible, please include an explanation on the face of this report.

If you use your personal automobile for College business because a College vehicle was not available, you are entitled to be reimbursed at the rate of $.54 per mile.  This $.54 per mile covers all of the cost of operating your car such as depreciation, gasoline, tires, insurance and taxes.  However, you would be entitled to be reimbursed for parking fees and toll charges in addition to the $0.54 per mile.

Please note that you must sign the Business Expense Report; obtain your immediate supervisor’s signature, and the approval of the President, Dean or Vice President to whom you report.  If you are due a reimbursement, this form should be turned in to the Business Office so that you may obtain your reimbursement.  Generally, checks are written every week so that through the normal process you will receive your reimbursement within five (5) working days.  If your reimbursement is under $50 you can use a petty cash voucher to receive your money immediately.

Thank you for your cooperation.  Please call the Business Office if you have any questions or need additional information.  An additional supply of these forms may be obtained in the Business Office.
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