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Happy December! We hope everyone is having a wonderful holiday season thus far. Our team
has been working hard to stay on top of all of the vouchering while down a staff member. Last
week we had our first round of interviews to try and find a replacement Fiscal Analyst with our
goal to have a new team member on by January 4™

Here is a rundown of the holiday scheduled leave for the financial staff:

e Karla: December 22" — Jan 2"

e Debbie: December 19" — Jan 2™

e Courtney: December 17" — Jan 2"

e Melissa: December 24" 26" and Jan 2™

Happy holidays!

Travel Tip:

Since travel reimbursement is a complicated issue, we are now aiming to bring you a monthly
travel tip with rotating subjects. We hope you find this informative and helpful!

Over Per Diem Forms Reminder

®© The Exceeding Max Per Diem form must be filled out, signed by the district designee
before travel occurred, and included in the voucher packet before reimbursement
from SCC can be made.
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>  http://scc.wa.gov/wp-content/uploads/2014/04/exceeding-max-per-diem-
form.pdf

Miscellaneous Travel Expenses

Miscellaneous travel expenses essential to the transaction of official state business are reimbursable to
the traveler. Reimbursable expenses include, but are not limited to:

Taxi, shuttle, or limousine fares (including a customary tip or gratuity), motor vehicle rentals,
parking fees, and ferry and bridge tolls. However, tolls associated with the use of high
occupancy toll (HOT) lanes are considered a personal expense and not reimbursable.
Registration fees required in connection with attendance at approved conventions,
conferences, and official meetings.

Rental of room in a hotel or other place which is used to transact official state business. The
room rental is reimbursable as a separate item from lodging when authorized by the agency
head or authorized designee.

Charges for necessary facsimile (fax) services.

Charges for necessary stenographic or typing services in connection with the preparation of
reports and/or correspondence, when authorized by the agency head or authorized designee.
The actual cost of laundry and/or dry cleaning expenses, as evidenced by a receipt, is
authorized for travelers in continuous travel status for five (5) or more days in the continental
U.S.A. Either original receipts are required or agency policy may allow non-original receipts if
the agency ensures adequate controls are in place to reduce the risk of duplicate or improper
payments. Use of a coin-operated Laundromat is allowable. If a receipt for a coin-operated
Laundromat is not available, the traveler may claim actual expenses up to $50 on the "Detail of
Other Expenses" portion of the Travel Expense Voucher (form A20-A)

Mandatory fees charged by lodging facilities for items such as room safes.

Fees charged for internet access required in connection with state business travel.

Charges for checked baggage, if any, excluding overweight charges, for up to the first two bags
on domestic flights.

As part of their system for management and control of travel related costs, agencies shall
define the circumstances under which charges for transportation of equipment and materials
required to perform state business are reimbursable as a miscellaneous travel expense.
Charges for GPS devices required in connection with state business travel to ensure timely
arrival of the business destination.

DUNS & SAM

DUNS Number: Data Universal Numbering System
SAM: System for Award Management

NRCS has published a document that we think would be helpful for conservation
district staff to have. (Financial, Manager, Technicians, etc.) It explains the new
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procedures required for landowners and cooperators who intend to apply for federal
funds. They will be required to register in SAM, which is going to be a wholesale
change and will be difficult for many to work through the registration process. This
document has a very hand chart to make it easier to determine who need a DUNS
number and the accompanying SAM requirements.

Ultimately, it will assist the districts in doing the SAM search for the debarred and
suspended, because if they are getting (or gotten) federal funding, they will have an
official record where it will indicate their eligibility.

Here is the link to access the publication:

http://www.nrcs.usda.gov/wps/portal/nrcs/detailfull /wa/programs/?cid=nrcs144p2_03614
0

Upcoming Important Dates

<December »» e Dec 1-4™ WACD Annual Meeting,
......................................................... suncadia

i _ e Dec4™: SCC Commission Meeting,
e i g Suncadia

: : e Dec 10™: Monthly Vouchers Due

e Dec25™: Christmas Day, SCC Closed

e Jan 1%: New Years Day, SCC Closed

e Jan10™ Monthly Vouchers Due with
updated composite rates

e Jan 14™-15™: SCC Commission Meeting,
Clallam

Click for the link to our calendar on our website: http://scc.wa.gov/grants-finance/forms/
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Reminders

Composite Rates

It’s that time of year again! © We have updated the composite rate form for 2015 and uploaded it to
our website. Since you’re composite rates will be changing to update for your 2015 rates, each
employee that is vouchered for will require an updated rate to be sent in for costs on the January
voucher. You can submit them anytime, you don’t have to wait until you are vouchering for the voucher.

http://scc.wa.gov/grants-finance/forms/

SCC Surveys

We are pleased to provide you the opportunity to submit opinions and feedback to SCC on three
individual topics. Each topic has its own link and you may choose to complete one, two, or, all three
surveys. Each survey is identified below and you will be able to save your responses, allowing you to
come back and finish.

Please submit the responses to these surveys no later than December 19, 2014. Thank you for your
feedback and for helping us evaluate opportunities.

To complete survey on the Mission Statement, click link:
https://adobeformscentral.com/?f=5PB7rZETfzZWAmMJSMdI2WOA

To complete survey on the Grant Policy & Procedures, click link:
https://adobeformscentral.com/?f=ragF%2AqJVcAMh5IngVFEy9w

To complete survey on the CPDS Project Data System, click link:
https://adobeformscentral.com/?f=1Xolzfs2qg69owrwN3noWAw

Did You Know

Microsoft IT Academy is free to Washington residents

The Microsoft IT Academy is a collection of more than 450 online courses supporting Microsoft products
and technologies that is free to all Washington residents through special funding from the Legislature.
This project is supported by the State Library (Office of the Secretary of State) and available through
public, tribal, community college, and the State libraries. Increase your productivity with Microsoft
Office software by taking a free online class from the Microsoft IT Academy!

Question of the Month
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Q ~ Can | voucher for per diem meals from the trip to the WACD Annual Meeting at Suncadia?

A~ You cannot voucher for meals that have already been prepaid for you in the meeting
registration. If you choose to eat elsewhere rather than where the meal has already been
provided for you, the cost is your own. You are however, eligible to claim meals that were not
provided as part of the meeting registration. Also, if you district choose not to pay for the meals
with the meeting registration, you will be eligible to claim reimbursement. Please provide the
registration sheet as backup when vouchering.

Please feel free to submit questions you would like answered for our next newsletter. Send all
submissions to cwoods@scc.wa.gov.

Fun Fact about Washington

In eastern Washington the Hanford Works atomic energy plant was opened in 1943 and
played a major role in the construction of the nation’s atomic bombs.

Picture of the Month
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This gorgeous photo shows the beauty of Washington State in winter time!

http://paradiseintheworld.com/wp-content/uploads/2012/03/washington-state-winter.jpg

Please feel free to submit pictures for our next newsletter. We love to showcase your hard work!
Send all submissions to cwoods@scc.wa.gov
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