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EXPENDITURE REIMBURSEMENT

The volume and value of requests for reimbursement of expenditures have increased dramatically.  The purpose of this memorandum is to clarify for you those circumstances under which reimbursement is appropriate, and those that are not. Only appropriate expenditures will be reimbursed. 

Expenditures Allowable for Reimbursement

The reimbursement process is intended to allow for the immediate purchase of incidental or emergency goods and services that could not be contemplated in the normal course of business.  This process can be used when the aggregate purchase of goods or services does not exceed $100.

Examples of these goods or services include reimbursement for emergency postal usage, or unanticipated supply or repair needs which do not exceed $100.

The reimbursement process is also intended to allow individuals to be reimbursed for personal expenditures incurred in support of authorized Boston Public Schools activities.  This applies to travel expenses as defined in and consistent with the Boston Public Schools travel policy (refer to Superintendent’s Circular - Travel Policy / Procedures for Approval and Payment).

Expenditures Not Allowable for Reimbursement

Expenditures not allowable for reimbursement include those for the purchase of goods and services that are not consistent with the guidelines referenced above.  A detailed description of guidelines to be used for purchasing is found in Superintendent’s Circular  - Purchasing Guidelines.

Certain expenditures, such as the purchase of gifts for fellow employees, would constitute an inappropriate expenditure of resources and will not be allowable for reimbursement. 

The reimbursement process is intended to accommodate those limited instances where the general purchasing guidelines do not apply. It is not intended to replace, substitute for, supplant, or otherwise institute an alternative purchasing system.

The reimbursement process is also not intended for use as a mechanism to simply transfer funds among and between accounts. Student Activity Accounts, BEDF Accounts, Whole School Improvement Accounts, and any other school/department–based accounts have been established for specific and restricted purposes. They have not been established as pass through accounts.  That is, expenditures made from these accounts are not eligible for reimbursement from a general fund or grant account; any future requests of this nature will be rejected.

Gift Certificates: A Specific Issue

The purchase of gift certificates is discouraged.  The use of gift certificates does not allow for appropriate controls that document the nature and value of the items that are ultimately purchased.  Nor does this practice allow for the appropriate reporting of expenditures.  It is a practice that is highly susceptible to abuse.

The practice of purchasing food products from supermarkets for parent, school council, or other meetings is an acceptable (and more cost effective) mechanism than procuring catered services.  These expenditures will be reimbursed, but only upon the presentation of itemized cash register receipts.  Reimbursements will be made only for those items that can be appropriately documented.

Documentation Requirements

Allowable expenditures for reimbursement must be fully supported by appropriate documentation.  Acceptable forms of documentation include the following:

1. Itemized (not summary) cash register receipts.

2. Itemized invoice produced by the vendor.

3. Copies of the front and back of cancelled personal checks.

4. Credit card statement that details the item(s) purchased by an individual.
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