Point of Contact (POC)

Checklist for T&E Sub-Committee Funded Course 
Current as of 9/25/2012
Name of POC: ___________________________________________

Course Title: ____________________________________________

1. __ POC obtains the signed T&E Sub-Committee Expense Request Form from DEMA  

         Training.  (This document signed by your discipline lead and the Chairman   

         authorizes all expenditures and is the source document)
2. __Coordinate with your finance section on how to pay for your expenses for out of state    

        training or in state training courses you are sponsoring.
a. State Employee Travel; 

The following documentation is required before DEMA will reimburse for State Employee Travel.  DEMA will only reimburse traveler’s state agency.  DEMA will NOT reimburse any Non-DEMA employee directly for any travel or other expenses. 1. An IV document to process the reimbursement. 2. Copy of Signed and Approved PE1. All applicable supporting documentation to include a copy of their Agency’s Travel Authorization Form; a copy of the GSA Web Site showing allowable amounts for Lodging and M & IE.  Copies of all receipts for Hotels, Airline tickets, taxis, parking, etc. as required by the state’s travel policy.

b. Non-State Employee Travel; 
A copy of parent agency travel policy.  We will reimburse up to the parent agency’s allowable amounts as long as they do not exceed GSA and/or state maximums.  Federal and State maximum allowable costs will not be waived.

DEMA will NOT reimburse any Non-DEMA employee directly for any travel or other expenses All Applicable supporting documentation to include a copy of their Agency’s Travel Authorization Form (if applicable); a copy of the GSA Web Site showing allowable amounts for Lodging and M & IE.  Copies of all receipts for Hotels, Airline tickets, taxis, parking, etc.  as required by the state’s travel policy. Copy of payment documents and/or copy of the check issued or a copy of the ledger page showing reimbursement processed in the parent organization 

3. __  Forward reimbursement requests for student fees, registration fees, tuition fees if they   

          are paid prior to travel, when the fees are paid.  You do not have to wait to request 
          reimbursement for these particular fees until after you complete your travel.  These fees 
          are often required weeks or months in advance and we know agency budgets are tight.
4. __ Coordinate “ALL” your travel requirements, (plane tickets & rental car), lodging 
          and personnel equipment you may need for the course. (Save receipts, tickets. 
          etc…) Note: The reimbursement rate for each day will not exceed the value of what 
          the State reimburses for each days per diem and are based on GSA rates. All 
          expenses must be in accordance with state travel policy.  First and last days of travel are  

          reimbursed at 75% per diem.
5. __ Once the courses is complete, coordinate with your finance section and ensure they 
         review all expenditures and make payment to you. Ensure they send proof of payment i.e. 

         copy of check or cancelled check etc. DEMA will NOT reimburse individuals directly for 
         any travel or other expenses. Make copies for your personnel file.
6. __ Ensure total expenses do not exceed the maximum amount allowed on the signed 
         T&E Sub-Committee Expense Request Form.   (If it exceeds the maximum amount, 
         contact Tom Nesbella at 659-2353)

7. __ Mail receipts; except meal receipts, proof of payment, copy of course certificates, class 
         roster and tuition expenses (if applicable) with in “60 days” of course completion to; 
        (DEMA Attention:  Tom Nesbella; 165 Brick Store Landing Rd. Smyrna, DE 19977)

