Calumet County 4-H Funding Reimbursement Procedure

Approved by the Calumet County 4-H Leaders Council Board – January 21, 2009

A. BUDGETTED FUNDING REIMBURSMENT PROCEDURE

Personal reimbursement for program expenses specified in the 4-H Leaders Council budget requires submitting an itemized bill, along with receipts for all purchases.  This is in compliance with federal regulations, which state that all 4-H funds must be publicly accountable and used for 4-H purposes.  Bills should be submitted to the UW-Extension Office within 30 days of the event.

B. SPECIAL FUNDING REIMBURSEMENT PROCEDURE

PURPOSE

· To reimburse eligible persons for expenses incurred in relation to 4-H leader or youth leader training education that will benefit the county 4-H program. 
· To document a fair and uniform method of making such reimbursement.

PERSONS ELIGIBLE TO APPLY
· 4-H adult leaders who have successfully completed the 4-H Orientation/Youth Protection process.

· 4-H youth leaders in grades 6-13.

GENERAL RULES

· Approval of all special funding requests is at the discretion of the 4-H Leaders Council Board and dependant upon the availability of funds.
· Eligible persons seeking reimbursement are expected to share and utilize the leadership ideas and experiences gained with others in the county 4-H program.

· Eligible persons may request special funding for registration, mileage, lodging and/or supplies, as it relates to leader training education.
· Eligible persons seeking reimbursement must submit to the UW-Extension Office a “Request for Special Funding” form at least one month prior to the event.
· If the Leaders Council Board is not scheduled to meet prior to the event, the 4-H Educator will obtain a verbal/electronic decision by the majority of the Leaders Council Board members. 
· The 4-H Educator will inform the eligible person of the board decision.

· The Leaders Council Board is authorized to allow reasonable claims for reimbursement of expenses and any exceptions or variations from this procedure.
· All expenses shall be submitted via the “Special Funding Follow-Up Form” to the UW-Extension Office within 30 days after the event.
· REMINDER:  People who itemize their tax deductions can deduct the cost of any un-reimbursed mileage and other expenses accrued while volunteering.  For more information about the guidelines associated with this, consult a tax professional.

AUTO TRAVEL

· Eligible persons attending a leader training outside of the county may be reimbursed for mileage, via a direct route, to and from their home to the meeting site, for preapproved 4-H events.
· Persons eligible shall be reimbursed for automobile travel at 2/3 of the current IRS Business mileage rate (as of Dec. 2008: IRS = $.585, 4-H = $.39).
· Carpooling is encouraged.  If more than one leader’s vehicle travels to the event, the mileage reimbursement amount will be split between those vehicles.
PUBLIC TRANSPORTATION

· Eligible persons seeking reimbursement for travel by plane, train, or bus will be reviewed by the Leaders Council on a per situation basis.

LODGING EXPENSE

· Eligible persons seeking reimbursement for lodging will be reviewed by the Leaders Council on a per situation basis.

MEALS

· Meals are on your own unless already included with the cost of the registration fee.
