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A. Preapproval of Education, Training or Travel

All education, training and travel must be preapproved. Since funding is limited, preapproval must
be obtained using a prescribed form, as described within these procedures. Use of the prescribed
form ensures that those incurring education, training or travel expenses have documented approval
to do so, and obligates the Supreme Court to reimburse them for their costs. The form also ensures
that funding is available and set aside in advance for the planned education, training or event and
that those who incurred the expense can be reimbursed expeditiously.

B.

Expenditure Request for Education,

Training or Travel

1.

The Expenditure Request for Education,
Training or Travel is the prescribed form that
should be used to request funding for
education, training or travel. The form is in the
I\Forms\Travel directory or online at

www.nvjudiciary.us. The form is also attached

as addendum #1.

2. The form is required for:

a. Judicial Education purposes;

b. General and limited jurisdiction judges
that request funding to attend a non-
Judicial education event to represent the
State Judiciary, or to attend as a
member of the organization holding the
event;
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¢. Supreme Court employees requesting education, training, or requesting to travel out-
of-state for business related purposes, or to travel in-state when airfare or overnight
lodging is required;
d. Supreme Court employees requesting a travel advance for lodging and ground
transportation travel costs when in travel status a minimum of 2 nights.
e. Supreme Court partners or service providers whose attendance at an event benefits
the State Judiciary.
3. All expenditure requests must be submitted timely and in advance of the event so they can
be considered and processed and so the requestor has sufficient time to make necessary
reservations and arrangements soon after they are notified that approval has been granted.

Completing, Submitting and Processing the Expenditure Request Form

1. The requestor must complete the expenditure request form describing the nature of the
request and the costs that would be incurred if the request is approved. The completed form
will describe who the request is for, what the expense is for, why funding such an expense
benefits the State Judiciary, when and where the expense will be incurred, and the estimated
itemized costs.

2. The requestor must attach information to support the request. Supporting information would
be in the form of an event brochure, a course description, an agenda, an invitation, letter, e-
mail, etc.

3. The requestor must sign the form, and:

a. If the requestor is a general or limited jurisdiction judge or trial court staff submitting
the form for Judicial Education purposes, the requestor should mail or fax the form
to the Judicial Education unit of the Supreme Court.

1. If the Judicial Education expenditure request is for a mandatory course, the
Judicial Education representative signs the form as the approver, notifies the
requestor of the approval, and forwards the approved form to the Supreme
Court budget manager.

ii. If the Judicial Education expenditure request is for a non-mandatory event
under the discretion of the JCSN education committee, a Judicial Education
representative obtains the committee’s approval. If approved, the Judicial
Education representative signs as to budget review on behalf of the
committee, and the Judicial Education manager signs as approver. The
requestor is notified of the approval and the approved form is forwarded to
the Supreme Court budget manager.

b. If the requestor is submitting the form for all other purposes, the requestor mails or
delivers the completed and signed form to the Supreme Court budget manager for
budget review.,

4. The Supreme Court budget manager:

Date stamps the request;

Determines if the cost estimates are reasonable;

Determines if funding is available;

Completes the “Charge to” section of the form;

Forwards the form as follows:

L. If the expenditure request is for Judicial Education purposes, the Supreme

Court budget manager forwards the approved expenditure request to the

o a0 op
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f.

Supreme Court’s accounting unit for immediate entry into the Court’s
financial system, Fundware, to reserve the funds.

il. If the expenditure request is for other purposes, the Supreme Court budget
manager makes a copy of the request to serve as an internal placeholder and
forwards the original request to the approving authority. The placeholder is
given to the Supreme Court’s accounting unit for entry into the Court’s
financial system where it is held in the budget review stage pending approval
by the approving authority.

Expenditure requests that are incomplete will not be processed until additional
information is obtained from the requestor. The Supreme Court budget manager,
upon review of the request, will work with the requestor to obtain the necessary
information before further action is taken.

If the expenditure request is for an event that is not budgeted, the Supreme Court
budget manager conducts a fiscal analysis and forwards the impact of funding the
request to the approving authority with the expenditure request.

5. The approving authority reviews the expenditure request. If the request is approved, the
approving authority signs the form and returns it to the Supreme Court budget manager. If
the request is not approved, the approving authority notifies the requestor and indicates on
the form that the request is denied and returns the form to the Supreme Court budget
manager,

a.

If the expenditure request is approved by the approving authority, the Supreme Court
budget manager moves the system-generated expenditure request held in budget
review stage to the purchase order stage in the financial system, notes the system-
generated expenditure request number on the original request and forwards the
approved request to the Supreme Court’s accounting unit. An accounting assistant in
the Supreme Court’s accounting unit retains the original of the approved request in a
pending folder, and forwards a copy to the traveler as part of notifying them that they
are authorized to proceed with the arrangements associated with the approved event.
If the request was denied by the approving authority, the Supreme Court budget
manager voids the system-generated expenditure request from the budget review
stage in the financial system, notes the action on the original and forwards the
original to the Supreme Court’s accounting unit to be returned to the requestor.
Before returning the original to the requestor, an accounting assistant makes a copy
of the original and files it in the requestor’s accounts payable file.

D. Event Registration or Tuition

1. Registration

a.

Supreme Court employees: Employees are responsible for registering for events at
the time the approved expenditure request is received from the Supreme Court’s
accounting unit. The employee should complete the registration form and include
the system-generated purchase order number in the payment portion of the
registration form. The employee should send the form to the sponsor/vendor and
request an invoice for payment. If the vendor will not invoice and requires pre-
payment with the registration, the employee then submits a memo to the Supreme
Court’s accounting unit requesting pre-payment. The memo should indicate why
pre-payment is necessary, and have supporting documentation from the
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sponsor/vendor attached. The memo should be signed by the employee and
approved by their approving authority. The employee should notify the Supreme
Court’s accounting unit of any changes or cancellations to the registration at the time
the changes or cancellations occur.

b. General and limited jurisdiction judges: Upon receipt of the approved expenditure
request, general and limited jurisdiction judges and trial court staff are responsible for
registering and paying for their attendance at the approved event. The judge or trial
court staff should include the expense on the travel claim submitted to the Supreme
Court’s accounting unit, along with proof of payment and the certificate of attendance,
within 30 days after the event ended.

1. An exception to this requirement is attendance at National Judicial College
courses in Reno. The National Judicial College bills the Supreme Court
directly for registration. Once the certificate of attendance is received from
the general or limited jurisdiction judge, the Supreme Court will process and
pay the invoice directly to the National Judicial College.

2. Tuition

a. Supreme Court employees who receive preapproval through the expenditure request
process for payment of their certification/credential efforts, which includes tuition
paid for graded courses, must submit a memo requesting reimbursement to their
approving authority with proof of payment and proof of successful completion of the
certification/credential event. For graded courses, the employee must submit
evidence of a passing grade of C or better in order to be reimbursed. The request for
reimbursement must be submitted within 30 days of successful completion.

b. The Supreme Court employee’s approving authority signs the memo as approved if
the preapproved requirements have been met. The approving authority then
forwards the memo, proof of payment and proof of successful completion to the
Supreme Court’s accounting unit who will process the request within 5 days of
receipt.

E. Travel Reservations

Once the requestor receives the approved expenditure request form, the requestor can make

reservations and arrangements for the approved expense.

1. Airline Reservations — Supreme Court Employees Only
a. Reservations can be made through SWABIZ.com (addendum #2) or through

Supreme Court designated travel agencies when Southwest is not a carrier to the
destination or when the Southwest airfare is unreasonable compared to other carriers.
When using Southwest Airlines, the employee should charge the cost to the
appropriate court travel credit card account in SWABIZ. When using designated
travel agencies, the agencies already have credit card information on file to charge
the expense to the Supreme Court’s credit card. Those agencies will contact the
Supreme Court’s accounting unit to verify the charges are approved. Airline
reservations can also be made directly through other carriers using the employee’s
personal credit card (costs will be reimbursed upon completion of travel and
submittal of a receipt). This is preferred to using the designated travel agencies as
they charge service fees.
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b.

C.

When charging airline reservations to the Supreme Court’s credit card, the employee
must send a copy of the receipt to the Supreme Court’s accounting unit. This should
be done at the time the reservation is made and the confirmation/itinerary is received.
The payment information needs to be included with any information that is
forwarded to the Supreme Court’s accounting unit. The information provided to the
Supreme Court’s accounting unit is used to reconcile the charges to the credit card
statement and to assure the budget of the program responsible for the charges pays
the expense. If using SWABIZ, the traveler can elect to receive an e-mail receipt
directly or to have it sent directly via e-mail to the Supreme Court’s accounting unit
using the judicialbranchairfares@nveourts.nv.gov e-mail address. If the employee
elects to receive the e-mail, the employee should forward the e-mail to the “judicial
branch airfares” e-mail address.

i. If any changes are made to the original itinerary, the receipt issued as a result
of the changes needs to be forwarded to the accounting unit as well as part of
reconciling the changes to the credit card statement.

If paying for the airfare directly and using a personal credit card, the employee
should retain the receipt and send it to the Supreme Court’s accounting unit with a
travel claim in order to be reimbursed.

2. Airline Reservations — General and Limited Jurisdiction Judges and Trial Court Staff

a.

b.

The Supreme Court will reimburse general and limited jurisdiction judges and trial
court staff for the cost of their airfare to attend the preapproved event.

In order to be reimbursed, the traveler must claim the cost on a travel claim, attach
an original receipt and send it to the Supreme Court’s accounting unit within 30 days
after travel status ends.

3. Transportation Reservations

a.

State Fleet Services vehicles (for State Court employees only) are generally the
cheapest mode of transportation when traveling between Las Vegas and Reno or
Carson City. The employee must complete the Fleet Services form (addendum #3)
and fax it to the Fleet Services Division. The Fleet Services Division will confirm
the reservation has been made. The employee then obtains and returns the vehicle as
part of their trip. The employee must keep all paperwork provided by the Fleet
Services Division and attach it to their travel claim upon completion of travel so the
Supreme Court’s accounting unit can verify the accuracy of the charges when the
Fleet Services Division bills the Supreme Court for the cost.

State Fleet Services provides fuel for all their vehicles so there is no need to fill the
vehicle before it is returned to Fleet Services. If traveling long distances, Fleet
Services will provide fuel credit cards with the vehicle if fuel will be needed during
the course of the vehicle’s use. Employees should not purchase gas at a gas station
to fuel a Fleet Services vehicle unless they risk running out of gas and a fuel card is
not with the vehicle.

When traveling in rural Nevada, use of a rental vehicle is the cheapest mode of
transportation. Rental vehicles do not charge mileage, only a daily rate. Per the
Court’s Travel Policy, the traveler must use the rental vehicles under contract with
the State of Nevada as they provide insurance coverage at no extra cost to the
traveler. [http://purchasing.state.nv.us/Vehicle Rentals/Vehicle rental.htm]. The
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traveler must provide a receipt with the travel ¢laim in order to be reimbursed for this
expense.

Per the Court’s Travel Policy, travelers using a rental vehicle should purchase fuel
and fill the rental vehicle before it is returned to the rental vehicle company. The
traveler should retain a receipt for purchase of the fuel and request reimbursement as
part of the travel claim. Fuel charged the traveler by the rental vehicle company will
not be reimbursed.

When traveling to Reno and Las Vegas for one day consider a taxi or shuttle if the
cost of the taxi or shuttle will be less than a State Fleet Services vehicle or rental
vehicle. The traveler must provide a receipt with the travel claim in order to be
reimbursed for use of a taxi or shuttle.

Per the Court’s Travel Policy, when traveling out-of-state, use of a shuttle or a taxi to
and from the event, whichever is cheaper, is required if the event is provided at a
full-service hotel. Use of a rental vehicle when traveling out-of-state must be
approved in advance. The traveler is responsible for fueling the vehicle before it is
returned to the rental vehicle company. Fuel charged the traveler by the rental
vehicle companies will not be reimbursed.

4. Lodging Reservations

a.

C.

Per the Court’s Travel Policy, with the exception of paragraph b. directly below, the
allowable amount reimbursed for lodging cannot exceed the rate established by the
United States Governmental Services Administration (USGSA). Go to
www.gsa.gov to determine the allowable lodging rate for the destination.

Per the Court’s Travel Policy, lodging must be at the location of the event if the
event is out-of-state and is held at a full-service hotel. Under these circumstances,
the traveler will be reimbursed the group conference rate the hotel charges, as long as
the traveler is staying at the hotel where the event is held.

Itemized receipts are required to be reimbursed for lodging (see addendum #4).

F. Travel Advances (For Supreme Court Employees Only)

Supreme Court employees can request a travel (cash) advance for certain travel costs incurred while
traveling for business related purposes if they will be in travel status for two or more nights. Only
the costs of lodging and ground transportation are advanced. All other travel related costs are paid
on a reimbursement basis. All requests for travel advances require review by the Supreme Court
budget manager for reasonableness and verification of potential costs, and approval of an approving
authority. Justices approve their own requests. Travel advances are not available to anyone outside
the employ of the Supreme Court.

1. Travel Advance Procedures for Supreme Court Employees Requesting an Advance:

a.

The employee completes and signs an Expenditure Request for Education, Training
or Travel form and indicates that an advance is requested in the space provided. The
expenditure request is then submitted and processed according to procedure.

If, after the form has been submitted, the trip has been cancelled or has changed, the
employee is to notify the Supreme Court’s accounting unit of the cancellation or
change.

The employee will be sent an e-mail from the Supreme Court’s accounting unit no
more than 7 business days before the planned trip. The e-mail notifies the employee
that a travel advance will be processed in the form of an electronic fund transfer. At
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that time the e-mail is received, the employee provides the accounting unit with a
copy of the reservation confirmation from the hotel to the employee, a copy of the
reservation confirmation from rental vehicle or other transportation company, and
written confirmation that the trip is still scheduled as planned and that the employee
understands the terms and conditions of the advance:
1. The advance will be used for the purpose for which it was approved and
issued.

ii. The employee will complete and submit a travel claim within 5 business days
after the last day in travel status for all costs and include required receipts.

iii. The employee will reimburse the Supreme Court for any costs related to the
trip that were advanced yet were not spent, i.e. the employee’s travel costs as
reported on the travel claim were less than the amount advanced.

iv. The employee will reimburse the Supreme Court immediately if the trip is
cancelled after receipt of the travel advance.

d. After travel status ends, the employee submits the travel claim within 5 business
days of returning to work. The employee includes on the travel claim all costs
related to the trip including the costs for which an advance was received.

e. The employee refunds the Supreme Court for any amount advanced in excess of the
total costs of the trip as itemized on the travel claim. The refund can be in the form
of a check, money order or cash, and must be submitted at the time the travel claim is
submitted.

2. Travel Advance Procedures of the Supreme Court’s accounting unit:

a. At the time the encumbrance is entered into the Court’s financial system (see C.4.
and C.5. above), the accounting assistant schedules two tasks using the Outlook
calendar to schedule processing of the advance and to set a reminder of the due date
of the travel claim from the employee after completion of the trip. The accounting
assistant includes the accountant as part of the tasks.

b. No more than 7 business days before the first date in travel status, the accounting
assistant e-mails the employee, and copies the approving authority, to obtain
verification of the amounts to be advanced and verification that the travel is still
planned, that no changes are anticipated that would impact the amount to be
advanced, and that the employee agrees as part of receiving the advance to the terms
and conditions of the advance:

i. The advance is issued as an electronic fund transfer to the employee’s bank
account.

ii. The advance will be used for the purpose for which it was approved and
issued.

ili. A travel claim will be submitted within 5 business days after the last day in
travel status for all costs and include required receipts.

iv. The employee will reimburse the Supreme Court for any costs related to the
trip that were advanced yet were not spent, i.e. the employee’s travel costs as
reported on the travel claim were less than the amount advanced.

v. The employee will reimburse the Supreme Court immediately if the trip is
cancelled after receipt of the travel advance.

c. Upon receipt of the verification from the employee, the accounting assistant will
prepare a voucher to initiate the advance no more than 7 business days before the
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employee is scheduled to enter travel status. The voucher debits the appropriation
unit and program numbers delineated on the expenditure request form, and must
debit expenditure object code 6005. The amount of the voucher cannot exceed the
combined estimated costs of hotel and ground transportation. The voucher is
supported by a copy of the expenditure request form and the verification received
from the employee.

d. The accounting assistant completes the travel claim disposition form and attaches it
to the original expenditure request for clear indication that the travel advance was
issued, and files the original expenditure request form in a pending file.

e. The accounting assistant forwards the voucher to the accountant or Supreme Court
budget manager for final approval, which initiates the electronic fund transfer.

f.  When the travel claim is received from the employee, the accounting assistant
retrieves the approved expenditure request form from the pending file and prepares
the a voucher to credit the appropriation unit, program number and object code 6005
previously debited as part of the advance. All actual costs as shown on the travel
claim are shown as debits on the voucher.

g. The accounting assistant forwards the voucher to the accountant or Supreme Court
budget manager for final approval.

G. Travel Status — Receipt Requirements
While in travel status, per the Court’s Travel Policy, the traveler must retain itemized receipts, and
attach them to the travel claim, in order to be reimbursed for the following costs:

e Airfare

e Lodging (addendum #4) up to the maximum
amount allowed by the USGSA for the
destination

e Meals in excess of the standard rates
(addendum #4) up to the maximum amount
allowed by the USGSA for the destination

e Public transportation (taxi, shuttle, etc.)

e Rental vehicles

When in doubt as to whether the
cost incurred during travel status
can be reimbursed, keep an
itemized receipt, claim the cost on
the travel claim and submit it with
the receipt. The Supreme Court’s
accounting unit will notify you if

. . the cost is not reimbursable.
e Fuel for rental vehicles

e Airline baggage fees R EEEsEEEEESEEEEREEESEEEEEEEE®
s Parking
e Any unforeseen expense. Reimbursement is subject to the Court’s Travel Policy.

1. If receipts are required, but not attached to the travel claim, the accounting assistant in the
Supreme Court’s accounting unit may reduce the amount of the claim by the amount
unsupported by a receipt.

a. If meals are not supported by a receipt, the accounting assistant will reduce the
amount claimed for meals to the maximum amount allowed without a receipt.

b. Iflodging is not supported by a receipt, the accounting assistant will contact the
traveler for a receipt. If the accounting assistant’s attempt at contacting the traveler
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lacks a timely response or yields no response, and a receipt is not provided, the claim
will be reduced by the amount claimed for lodging.

¢. For all other costs where a receipt was required, but not provided, the accounting
assistant will attempt to contact the traveler for a receipt. If the accounting
assistant’s attempt at contacting the traveler lacks a timely response or yields no
response, and a receipt is not provided, the accounting assistant will reduce the claim
by the amount not supported by a receipt.

d. The accounting assistant will notify the traveler via the Travel Claim Notification
(addendum #9) of any reductions or modifications made to the amount claimed and
the reason for those reductions or modifications.

2. The traveler can submit a second travel claim for any reduced or deducted costs and provide
applicable receipts or can follow the exception procedure described in the Court’s Travel
Policy in order to get reimbursed for costs that were not allowed under the Court’s Travel
Policy.

3. The Supreme Court’s accounting unit recognizes that sometimes receipts are lost. When
this occurs, the traveler must complete an affidavit of expense, attach supporting
documentation if applicable (credit card statement), and provide it with the travel claim in
lieu of a receipt (addendum #5).

H. Travel Status — Non-Reimbursable Expenses

Per the Court’s Travel Policy, the following costs are non-reimbursable. If such costs are claimed
on a Travel Claim, the accounting assistant reviewing the claim will deduct the travel claim by the
amount claimed for these costs:

e Tips. Tips are considered part of the incidental allowance and are not reimbursable as part
of a meal or fare.

e Alcohol

e Priority or upgraded airline seating

e Valet parking when self-parking is available

e Rental vehicle insurance

o Rental vehicle extras (satellite radio, global positioning satellite, etc.)

e Parking tickets or other fines

o Interest on credit cards

o Losses related to theft, casualty loss, or disappearance of personal effects including cash,
credit cards, luggage, and airplane tickets

The accounting assistant will notify the traveler via the Travel Claim Notification (addendum #9)

what costs were not allowed according to the Court’s Travel Policy. The traveler can follow the
exception procedure described in the Court’s Travel Policy to pursue reimbursement.
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L. Travel Status - Reimbursable Expenses

Per the Court’s Travel Policy, the following expenses are reimbursable. If such costs are claimed
on a travel claim, the accounting assistant in the Supreme Court will verify the amount claimed on
the travel claim falls within the Court’s Travel Policy, is allowable, and is supported by a receipt
when required.

e Airfare, lodging and registration costs are reimbursed in compliance with the Court’s Travel
Policy and under the conditions described in the Reservation section above. An original
receipt is required.

e Meals are reimbursed in compliance with the Court’s Travel Policy:

o Meals will be reimbursed at the standard rates as found in addendum #4.

o Meals will be reimbursed more than the standard rates up the maximum amount
allowed for the destination by the USGSA with the submittal of an original itemized
receipt with the travel claim. See www.gsa.gov.

o In order to be reimbursed for breakfast the traveler must be in travel status prior to
7:00 a.m. and end travel status after 9:00 a.m.

o In order to be reimbursed for lunch the traveler must be in travel status prior to 11:00
a.m. and end travel status after 1:00 p.m.

o Inorder to be reimbursed for dinner the traveler must be in travel status prior to 5:00
p.m. and end after 7:00 p.m.

e Mileage is reimbursed at the standard rates identified in addendum #4. Mileage claimed is
verified as to reasonableness using an official state map or internet mapping site. Refer to
the Court’s Travel Policy for certain restrictions.

e Public transportation when supported by an original receipt.

e Parking is reimbursed under the following conditions in compliance with the Court’s Travel
Policy and with submittal of an original receipt.

o Parking at an airport at long-term parking rates.

o Parking in parking garages for attending a Supreme Court approved meeting or
cevent.

o Parking charged by hotels will be reimbursed if the hotel charges to use their parking
lot.

e Other costs will be reimbursed if they are determined reasonable and necessary and if they
are consistent with the Court’s Travel Policy and supported by an original receipt.

J. Travel Status — Certificate of Attendance

When traveling to an education, training or other event where a certificate of attendance or
completion is issued, the certificate must be attached to the travel claim. For those traveling for
Judicial Education purposes such as general and limited jurisdiction judges and trial court staff, the
certificate must be attached to the travel claim in order to be reimbursed for all expenses associated
with the event.
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Travel Claim Form

L.

The travel claim form can be found in the
[:\Forms\Travel directory or online at

www.nvjudiciarv.us. The form is also attached
as addendum #6.

The travel claim form must be used to request

reimbursement of travel costs pursuant to the
Court’s Travel Policy.

The form is revised to reflect current rates as

those rates change so it is important to obtain

and use the most current form (see #1 above).

Completing, Submitting and Processing

Travel Claims

1.

o

n

o

10.

The travel claim must be completed and

submitted according to the travel claim

instructions (addendum #7).
Per the Court’s Travel Policy, the travel claim

must be submitted within 30 days after travel
status ends (within S days if a travel advance

M d Ldwwlare snder peaatfy of perjury that thiv ciaim aud +0opabTiRg evidesce has beew wTauned by e 544 1o 1k Bes
WaS recel Ve - baowisdzs aud beltef £ & e aud corract Clatm i conboviaasor with Seprias Couts sud ciber FEVErREE ITWATHT sininie; and

Itemized receipts and supporting

documentation (certificate of attendance when
applicable) must be attached to the travel claim
to support the amounts claimed. See section G
above for costs that require a receipt.

The travel claim must be an original and signed by the traveler. In most cases the travel
claim must be signed by an approving authority.

The travel claim must be sent to the Supreme Court’s accounting unit to be processed.
When the Supreme Court’s accounting unit receives a travel claim, it is immediately date
stamped by accounting staff responsible for the mail and given to the accounting assistant
responsible for processing travel claims.

The accounting assistant pulls the expenditure request from the pending file and compares
the travel claim to the encumbrance document to assure the claimed costs on the travel claim
are consistent with the authorized costs on the encumbrance document. If the costs are
consistent, the encumbrance document is attached to the travel claim and the travel claim is
processed. If costs are not consistent, the accounting assistant obtains additional
information from the traveler to document what changed and why in order to process the
travel claim. In certain cases, approval to pay any costs that exceed the authorized amounts
on the encumbrance document may be required.

The accounting assistant determines whether a travel advance was issued.

If the traveler traveled for training or education purposes, a certificate of attendance or
completion must be attached to the travel claim.

[f the traveler traveled for a court-sponsored committee or commission meeting, the
accounting assistant verifies the travelers’ attendance by attaching a copy of the meeting
sign-in sheet.
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11.

12.

13.

14.

15.

16.

17.

All travel claims are reviewed by the accounting assistant to ensure they are complete,
comply with the Court’s Travel Policy and with the travel claim procedures and instructions,
and that all itemized receipts for allowable amounts reconcile to the amounts on the travel
claim.

a. Accounting assistants are to reduce travel claims for amounts claimed that are not
eligible for reimbursement or that are not supported by an itemized receipt when
receipts are required. As part of reducing the travel claims, the accounting assistant
notifies the claimant of the reason for the reduction via the Travel Claim Notification
(addendum #9) and attaches a copy of the reduced travel claim to the notification.
The claimant can submit a second travel claim for the reduced costs if additional
information or an itemized receipt is provided by the claimant thereafter.

b. Accountant assistants are to contact the claimant when travel claims are missing
information or are incomplete in those instances when no expenses can be
reimbursed unless additional information is obtained. All attempts to obtain the
missing or incomplete information are logged on the AP Document Processing
Problem Log (addendum #8) by the accounting assistant and attached to the travel
claim when it is vouchered and submitted to the accountant and Supreme Court
budget manager for approval. The problem log documents the accounting assistant’s
efforts to process the travel claim timely.

If the travel claim complies with the Court’s Travel Policy, and is completed as instructed,
the accounting assistant creates a voucher charging the expense to the fiscal year in which
the dates of traveled occurred and codes the expense to the coding that conforms to the chart
of accounts and reconciles to the expenditure request. The voucher, the travel claim and all
supporting documentation is then forwarded to the accountant for review and approval. If a
travel advance was received, the voucher must credit expenditure object code 6005 for the
amount of the advance and debit the appropriate travel object codes for the costs incurred.
The accountant verifies the accuracy of the voucher and travel claim and that required
supporting documentation has been provided. The accountant approves the voucher, logs
the costs on the travel claim in the travel claim log, and forwards the voucher in a batch to
the Supreme Court budget manager final approval.

All completed travel claims must be vouchered by the accounting assistants, approved by
the accountant and submitted to the manager of budgets within 5 calendar days of receipt
unless supporting documentation is attached to the voucher to support any processing
delays.

When an expense is claimed on a travel claim for an amount that is not reimbursable under
the Court’s Travel Policy or these procedures, or if an expense claimed is changed, the
accounting assistant adjusts and initials the travel claim and attaches a Travel Claim
Notification form (addendum #9) to notify the traveler of adjustment and why it was
necessary.

Any changes made to the travel claim by the traveler, or a supervisor, must be initialed.
Any changes made to the travel claim by the accounting assistant must be supported via e-
mails or other supporting documentation and must be noted on the Travel Claim Notification
form sent to the traveler and maintained in the traveler’s accounts payable file in the
Supreme Court’s accounting unit.

All travel claims processed are subject to the exception policy found in the Court’s Travel
Policy. Requests for exceptions should be sent directly to a department head after the

Procedures for Payment of Education, Training or Travel Expenses

Revised Dec 2015, Page 12 of 13



traveler receives notification from the Supreme Court’s accounting unit that their travel
claim was processed, payment was received, and that certain costs claimed were not
allowable.

Outstanding Encumbrances for Individual Travel or Court-Sponsored Events

Accounting assistants are responsible for reviewing outstanding travel-related encumbrances
in the Court’s financial system to determine if any encumbrances have aged past the 30 day
requirement that travelers submit a travel claim after travel status ends.

Accounting assistants are to follow up with the traveler in writing via e-mail when travel
claims are past due 30 days after travel status would have ended and then again 60 days after
travel status would have ended. Accounting assistants are to attach copies of the written
correspondence to the paper copy of the encumbrance request to document their attempts.
After 60 days, travelers are notified by the accounting assistant that failure to submit a travel
claim within a week of the 60 day notice will result in a release of the funds that were
encumbered for the expense and that travel claims submitted after the funds have been
released will require the traveler to obtain approval from the approving authority for
payment of the past due expense.

Accounting assistants are to obtain the approval of the budget manager or designee prior to
cancelling encumbrances that are aged more the 60 days after travel status should have
ended so the budget manager or designee can notify the approving authority that the funds
set aside have been released.

The accounting assistants are to send a letter to those that participated in Judicial Education
or Court-Sponsored events notifying them of the requirement to submit a travel claim prior
to closure of the event. Closure means any outstanding funds are released to Judicial
Education or the appropriate program because no more expenditures or travel claims are
anticipated. Events are normally closed approximately 65 days after the event has
concluded.

All outstanding encumbrances aged more than a significant number of days are subject to
the Court’s Travel Policy. Travel claims that are received late may be returned to the
traveler unpaid.

Addendums

1.

N AN o b

Expenditure Request for Education, Training or Travel
SWABIZ Instructions

Fleet Services Form and Appropriation Units

Standard GSA Rates

Affidavit

Travel Claim

Travel Claim Instructions

AP Document Processing Problem Log

Travel Claim Notification

Procedures for Payment of Education, Training or Travel Expenses
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Supreme Court of Nevada SC Obligation #

Expenditure Request for Education, Training or Travel

Name: Title:

Court: Dept/Div:

Name of Event:
{Attach event brochure, agenda,
description, invitation, efc.)

Sponsor: Destination:
# of Education Credits Offered: Event Dates: From: to:
[JCLE [JCE [7] Other: Travel Dates: From: to:

Explain how attendance at
this event will benefit you
and/or your court. What
will be gained from your
attendance?:

1. HOW MUCH WILL IT COST TO REGISTER FOR THE EVENT? ARE THERE OTHER COSTS BESIDES TRAVEL COSTS?:
Registration or Tuition: | [ Requires a receipt and a certificate of attendance (COA) to be reimbursed.

Other Non-Travel Costs: { ‘ Describe: { % Requires a receipt.

2. HOW MUCH WILL IT COSTTO TRAVEL TO THE EVENT?:
Incidentals: [ ¥ For tips. $5 per day. No receipt required.

l # of Days: [:] GSA Rate:*:[
¥ # of Days: [::] GSA Rate:*:
] # of Days: E:] GSA Rater™:
i #of Nights:[j GSA Rate:*:§

Breakfast enter days & rate:

Lunch enter days & rate:

Dinner enter days & rate:

Lodging enter nights & rate: (Include the amount for tax in the rate)

|
|
|
|

Ground: I Car rental, shuttle, taxi, etc. Requires a receipt to be reimbursed.

Motor Pool: } State employees only. Estimate $29 per day +.17/mile.  # of Miles: f )
Parking: 1 Requires a receipt to be reimbursed. # of Days: t ;

Airfare: ¥ Only basic fare will be reimbursed. Requires a receipt to be reimbursed.

Other Travel Costs: ] Describe:

50.00]
S0.00% For Accounting Use Only:

Total Travel Costs:

3. TOTAL ALL COSTS:

|
|
|
|
|
|
Mileage enter # of miles: t { .54 (state convenience) or .27 (personal) per mile. # of Miles: { }
|
|
|
|
|

Budget Account, Cat, Object, Program, District to be charged

Was video-conferencing in lieu of travel considered? [(lYes []No [ ] Not available/applicable

State employees only: Is an advance for the costs of 2 or
more nights lodging & ground transportation requested? [JYes [No

*Meals that exceed $11 for breakfast, $12 for lunch, and $23 for dinner require a receipt to be reimbursed and cannot exceed the GSA rates for the destination, Receipts are
required to be reimbursed for lodging. The amount reimbursed for lodging cannot exceed the GSA rate for the destination unless the traveler stays at the hotel where the
event is held and the event offers special room rates. If the event is not held at a hotel, the traveler must contact three hotels and obtain the most reasonable rate if unable
to find a hotel at the GSA rate. Allowable GSA rates are found at www.gsa.gov.

Requestor (signature and date of request):

. Form Last
Budg et Review (Funding is available. Estimates are reasonable.): Gevicedd

Jan 2016

Supreme Court Approval (signature and date}):




ADDENDUM 2

SWABIZ ENROLLMENT INSTRUCTIONS
ONLY FOR SUPREME COURT EMPLOYEES TRAVELING ON SOUTHWEST AIRLINES
FOR BUSINESS-RELATED PURPOSES

Go to the www.swabiz.com website. Select “Traveler Account Login.”

Enter the followmg 1nformatxon in the three fields displayed:
The Company ID is and will always be 99665193,

The Account Number or Username box will be your rapid reward number (you can omit leading
Zeros).

The password is the password you established when signing up for a rapid rewards account.

S1gn up for a rapid rewards number by selectmg “Traveler Account Login™ at the www.swabiz.com
website. Select “Create a Traveler Account.”

The company ID is 99665193. Enter your name, address and other information requested.
When the system finishes enrolling you as a rapid rewards member, please maintain a record
of the number assigned. This number is what is needed to make reservations.

Once the traveler’s account is established, login into the traveler account. After logging in for the
first time, the Supreme Court travel manager will receive an e-mail from Southwest to authorize
you to use the Supreme Court’s credit card to charge for business-related airfare. Once
authorization is established you will be able to charge business-related travel to the Supreme
Court’s credit card. You can also call the Budget Manager or Accountant in the AOC Accounting
Unit for guidance or to verify your access for using the credit card.

To make reservations for airfare:

At the www.swabiz.com website, select “Traveler Account Login,” and enter the requested
information. After logging into your traveler account, select “Book a Flight” and proceed with
making your reservation. The website will prompt you for information. When you come to the
option for paying for the airfare, select the Supreme Court’s credit card to charge the cost of your
business-related airfare.

For each trip purchased through SWABIZ using the Supreme Court’s travel account and credit card,
print the ticketless itinerary and send a copy to the Supreme Court Accounting Unit with an
explanation of the purpose of the trip at time the reservation is made. You can also e-mail the
itinerary to judicialbranchairfares@nvcourts.nv.gov. The explanation provided will ensure the
accounting unit charges the cost to the correct budget account.

Revised May 2015



ADDENDUM 3
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Supreme Court of Nevada
Fleet Services Daily Vehicle Appropriation Units with Descriptions

An appropriation unit is a six digit number to be entered in the space provided on the

Motor Pool Daily Vehicle form under the Agency Name and in the Alternative Coding

section of the form.

148303 AOC employees paid from the AOC’s budget traveling for business related purposes.

148330 AOC employees traveling for their training or education purposes.

148403 Judicial Programs and Services (JP&S) employees paid from the JP&S budget traveling
for business related purposes.

148411 Court Improvement Program Basic Grant, for travel related to the grant’s purposes.
Complete the alternative coding section and include the job # for the appropriate grant.

148412 Court Improvement Program Training Grant, for travel related to the grant’s purposes.
Complete the alternative coding section and include the job # for the appropriate grant.
Court Improvement Program Data Collection Grant, for travel related to the grant's

148413 purposes. Complete the alternative coding section and include the job # for the
appropriate grant.

148424 Court Interpreter Program staff travel for both business and training related purposes
specific to the program.

148430 JPS employees traveling for their training or education purposes.

148603 USJR employees paid from the USJR budget traveling for business related purposes.

148630 USJR employees traveling for their training or education purposes.

148703 Judicial Education employees paid from the Judicial Education budget traveling for
business related purposes.
District judges traveling for judicial education related purposes. Also used for Supreme

1487XX Court employees presenting at Judicial Ed events. Contact Judicial Ed staff to determine
what XX should be.

148730 Judicial Education employees traveling for their training or education purposes.

148903 Court of Appeals Judges and employees paid from the Court of Appeals budget traveling
for business related purposes.

148930 Court of Appeals Judges and employees traveling for their training or education
purposes.

149203 Foreclosure Mediation Program staff traveling for business related purposes.

149230 Foreclosure Mediation Program staff traveling for their training or education purposes.

149313 District Judges traveling for business related purposes while carrying out their judicial
duties, either within their district, or in other districts as assigned by the Court.

149316 District Judges traveling to attend a Supreme Court sponsored committee meeting.

149403 Supreme Court Justices and employees paid from the Supreme Court’s budget traveling

for business related purposes.




Supreme Court Justices and employees paid from the Supreme Court's budget traveling

149430 for training or education purposes.

149603 Senior Judges and employees paid from the Senior Judge budget traveling for business
related purposes.

149630 Senior Judges traveling for training or education purposes.

149819 Judicial Selection commission staff traveling for Judicial Selection business related

purposes.

Alternative Coding Section of Fleet Services Form

Fund: 101

Agency: 090. Should be 091 when using an appropriation unit beginning with 1492
Org/Sub: 000000
Appr Unit: [enter code from above]




Supreme Court of Nevada Travel Policy

Standard Reimbursement Rates

As of January 2016

Description Rate
Mileage
* For use of privately owned vehicle for the Court's convenience $0.5400
* For use of privately owned vehicle for the traveler's convenience $0.2700
Standard Per Diem Rates (no receipts required)
* Breakfast rate per day (if starting travel before 7:00 a.m. and ending after 9:00 a.m.) $11.00
* Lunch rate per day (if starting travel before 11:00 a.m. and ending after 1:00 p.m.) $12.00
* Dinner rate per day (if starting travel before 5:00 p.m. and ending after 7:00 p.m.) $23.00
* Incidental expense per day $5.00
Lodging
* Traveler will be reimbursed their cost as evidenced by a receipt up to the amount $89.00

allowed by the GSA for the destination traveled to.

*These rates will be updated on an annual basis, consistent with the standard rates

established by the United States General Services Administration (USGSA) and found online
at gsa.gov. All those eligible for reimbursement of their travel costs under the Supreme Court's

travel policy will receive notification whenever rate changes occur.

Travelers can claim an amount for meals higher than the standard rate described above but

only to the maximum amount allowed by the USGSA for the city and state of destination.

ltemized receipts are required when claiming a rate higher than the standard rates.




Supreme Court of Nevada
Administrative Office of the Courts
Budget and Accounting Unit

ROBIN SWEET
Director and State
Court Administrator

AFFIDAVIT OF EXPENSE

This is to verify that I spent

ADDENDUM 5

on the date of

to pay for

while in travel status for the following reason:

I understand the Supreme Court's policy that requires submittal of an original receipt to be reimbursed, but

[ am unable to provide the original receipt because

Please reimburse me for this expense. If applicable, I have attached a printed copy of the credit card transaction.

Signature

Printed Name

Title

Date

Deanna Bjork, Budget Manager * Emily Rahmever, Accountant
Supreme Court Building * 201 South Carson Street, #250 * Carson City, Nevada 89701 * (775) 684-1700 * Fax (775) 684-1778



Name:

CLAIM FOR TRAVEL EXPENSE

SUPREME COURT OF NEVADA
201 S. Carson St., Suite 250, Carson City, NV 89701-4702

Mailing Address:
Telephone Number:
Judicial/Business Affiliation:

Official Station (city, state):

Purpose of the Trip:

Check here if the Supreme Court/Administrative Office of the

Courts paid for an airline ticket in relation to this travel claim.
I:|]nclude costs for airline tickets below only if the traveler paid for

an airline ticket and is requesting reimbursement.

Title:

ADDENDUM 6

City and Zip Code:

Facsimile Number:

Email:

Employee ID # (state employees only):

Traveleris a (check one):

Supreme Court Justice orSJpreme Céur;/AOCEm})loycc o

Senior Justice or Senior Judge

District Court Judge or Employee

Municipal or Justice Court Judge or Employee

State Executive Branch Agency Employee

Judicial Board, Committee or Commission Member

Independent Contractor

Other

Other Transportation Codes {Does not apply to personal vehicle, See personal vehicle column): AV

(agency vehicle) MP (State Motor Pool car) RC (rental car) GR (ground trans such as taxis, shuttles,
subway, city bus, etc.)

P (plane) X (passenger in car)

Destination

Date | (Cities/locations traveled
to and from)

Time in Travel
Status

Daily Expenses

piaay 24

Inciude am. of pm
Used to determine
nlgibity for meal

FEETDUT SeTent

Degan Ended

Transportation /"
Personal Vehicle Other Trans S11.00 | S12.00 | §23.00
"ol Cost per Enter
Miles | mile (either [ Code from!  Cost B'r'""" Lunch | Dinner
Driven | Sdor.27) | Above i

Total for
Meals

S5.00

Lodging

Incideatal

Total for
the Day

Airport or Other Parking Fee

Registration or Other Fee

Total Claimed

Original travel claims and signatures are required to be reimbursed. No fax transmittals are accepted. Maximum amounts to be reimbursed for

meals and lodging can be found at www.gsa.gov under the per diem link. Original itemized receipts are required and must be attached to the
travel claim in order to be reimbursed for: 1. Airline tickets; 2. Parking; 3. Transportation expenses (rental car, shuttle, taxi, etc.): 4, Lodging;

5. Meals in excess of the standard rates above; and/or 6. Registration or similar expenses associated with the reason for travel. The travel claim

must be submitted for reimbursement within 30 days of the last day in travel status. Prior approval of travel by the Supreme Court, AOC,
and/or the Judicial Education manager, is required in order to be reimbursed for travel to conferences or out-of-state.

policies.

Signature of Traveler

Date

I declare under penalty of perjury that this claim and accompanying evidence has been examined by me and to the best of my
knowledge and belief is a true and correct claim in conformance with Supreme Court and other governing authority statutes and

Signature of Approving Authority

Date

Please use blue ink when signing or approving this form. This form was approved for use and distribution by the Nevada Supreme Court Jan 2016.




SUPREME COURT CLAIM FOR TRAVEL EXPENSE

Instructions for completing the Supreme Court Claim for Travel
Expense form (travel claim)

Please Note: The Supreme Court's Claim for Travel Expense form has been revised. The revised form and
corresponding instructions are posted on the Supreme Court's internet at htip/www.nevadajudiciary us.
Search using the key word, "travel claim.”

Travel claims should be submitted within 30 days from the time the traveler
left travel status. Original receipts are required to be reimbursed for all
expenses except for meals at the standard rates, and incidentals.

Name: Enter the traveler’'s name

Title: Enter the traveler’s title

Mailing Address: Enter the traveler’s mailing address

Judicial/Business Affiliation: Enter the name of the court, program, agency or business
where the traveler is employed. Examples would be the Supreme Court, 2°d Judicial District
Court, Clark County Clerk’s Office, Carson City Municipal Court, etc.

Official Station: Enter the name of the city and state where the traveler’s place of business
is located.

Employee Identification Number (EID): Applies to state employees only. State
employees should enter their five digit EID number in the space provided.

Purpose of the Trip: Briefly describe the purpose of the trip or the reason the travel was
necessary. An example would be, “Attended a Specialty Court Funding Committee meeting.”
Please be specific and do not use acronyms.

Traveler is a ...: Check the box that most closely describes the traveler.

Airline Ticket Purchase: The check box on the form is for employees to indicate whether
the Supreme Court paid for the ticket on their behalf. Check the box if the ticket was
purchased by the Supreme Court in advance of the trip. If the box is checked, the traveler
should not include the cost of the airline ticket on the travel claim when itemizing his or her
expenses for the trip. The traveler should however attach a copy of the passenger
coupon to the travel claim.

Date: Enter the dates the traveler entered and left travel status in this column. Each day of
travel status should be on separate line.

Destination: Enter the city the traveler departed from, traveled to, and returned to in this
column. Include the state when the traveler traveled out-of-state or when the traveler traveled
to Nevada from out-of-state.

Time in Travel Status: Enter the time the traveler entered/started travel status (the time
the traveler left home or the office) on the first day/line and the time the traveler left/ended
travel status in the applicable column on the last day/line. Times must be entered in order
to be reimbursed for meals.

Transportation:

Personal Vehicle: If the traveler utilized his or her personal vehicle, enter the
number of miles driven while in travel status in the column provided. As of January 1, 2016,
mileage is reimbursed at .54 per mile if the personal vehicle was used for the convenience of
the state. Mileage is reimbursed at .27 per mile if the personal vehicle was used for the
traveler’s convenience and another means of travel would have been cheaper.

Other Transportation: If requesting reimbursement for other transportation
expenses incurred while in travel status, enter, in the column provided, the transportation
code found on the travel claim form that describes the type of transportation utilized by the
traveler. The cost incurred for use of other transportation should be entered in the column
next to the transportation code column. An original receipt must be attached to the

Revised Jan 2016




travel claim in order to be reimbursed if the RC (rental car), GR (ground
transportation), or P (plane) codes are used. If the traveler used a rental car, the
traveler will be reimbursed for the cost of a mid-size or smaller car. Insurance charges are not
reimbursable. If the traveler used a state motor pool car, the motor pool form that the traveler
received when returning the car must be attached to the travel claim.

Daily Expenses:

Meals: Travelers can be reimbursed for each meal on each applicable day of travel
within the time frames below. Enter the rate the traveler is claiming for meals in the column
provided. Meals will be reimbursed at the standard rates below without a receipt, or meals
will be reimbursed an amount equal to the federal allowance rates found at www.gsa.gov
under the per diem/meals and incidental breakdown links for the city/state of destination. An
original itemized receipt and a printed copy of the GSA meals and incidental rates for the
city/state of the destination from the GSA website must be attached to the travel claim in
order to be reimbursed an amount higher than the standard rate.

Standard
Travel Times (if starting before & ending after) Per Diem Rates  Meal
7:00 am -~ 9:00 am: $11.00 Breakfast (B)
11:00 am — 1:00 pm: $12.00 Lunch (L)
5:00 pm - 7:00 pm: $ 23.00 Dinner (D)

Lodging: Enter the amount the traveler paid for overnight lodging if the purpose of
the travel required the traveler to stay at a hotel overnight. The traveler can be reimbursed
an amount equal to the federal allowance rate for the traveler’s city/state of destination found
at www.gsa.gov under the per diem link. An original receipt and a printed copv of the GSA
lodging rate for the city/state of destination from the GSA website must be attached to the
travel claim in order to be reimbursed.

Incidental Expense: A $5.00 per day incidental expense can be claimed if the
traveler incurred costs for fees relating to luggage carts, metered parking, toll charges and
tips. Receipts are not required. Enter the amount in the applicable column for each day the
expense was incurred.

Parking: Enter the cost the traveler incurred for airport or other parking in the space
provided on the travel claim form. An original receipt must be attached to the travel claim to
be reimbursed for this cost.

Signatures: An original signature of the traveler at the bottom of the travel claim form,
using blue ink, is required in order to be reimbursed. A supervisory signature is required for
travelers working under the direction of a supervisor.

Questions about completing the travel claim form or questions about costs
that are eligible for reimbursement, should be directed to the Administrative
Office of the Court’s (AOC) accounting unit by calling 775-684-1700, or via e-
mail at judicialbranchacct@nvcourts.nv.gov.

Reviged Jan 2016



AOC ACCOUNTING UNIT
ACCOUNTS PAYABLE
DOCUMENT PROCESSING PROBLEM LOG

Document Description (vendor or obligation #)

ADDENDUM 8

DATE

PROBLEM

ACTION TAKEN

INITIALS




Supreme Court of Nevada
ADMINISTRATIVE OFFICE OF THE COURTS
Budget and Accounting Unit

TRAVEL CLAIM NOTICE
TO: DATE:

Your travel claim for has been processed.

Payment will be made under separate cover. Please note the following as it pertains to your travel claim:

MEALS:
[] Not eligible for breakfast. Travel status must start by 7:00 a.m. and end after 9:00 a.m.

L] Not eligible for lunch. Travel status must start by 11:00 a.m. and end after 1:00 p.m.

[ Not eligible for dinner. Travel status must start by 5:00 p.m. and end after 7:00 p.m.

The standard meal reimbursement rates for breakfast, lunch, and dinner without receipts
are $11.00, $12.00, and $23.00; therefore, the amount claimed was reduced.

] [temized receipts are required in order to be reimbursed for meals in excess of standard meal reimbursement rates up to
the maximum amount allowed by General Services Administration (GSA) for the destination traveled to.

[] Not eligible for meals if meals were provided as part of an event.

LODGING:

[] Lodging is limited to the maximum amount allowed by the GSA for the destination traveled to.

[ ] Itemized receipts are required in order to be reimbursed for lodging.

TRANSPORTATION:

Mileage claimed exceeds the number of miles to and from the destination as shown on MapQuest or the State's official
highway map. The number of miles claimed was reduced; therefore, the amount claimed was reduced.

Maximum allowance for travel by personal vehicle is $0.54 per mile. Maximum allowance for personal

convenience is $0.27 per mile.

Insurance charges from rental cars companies are not eligible for reimbursement. Travelers are to use the rental car
companies under contract with the State of Nevada that provide insurance at no additional cost to the traveler.

Charges for fuel from rental car companies are not eligible for reimbursement. Travelers must fuel rental cars before
they are returned to the rental car company and provide an itemized receipt in order to be reimbursed for fuel.

Charges from rental car companies for satellite radio, roadside assistance, or global positioning satellite (GPS) are not
eligible for reimbursement.

OTHER:

[ In the future, please submit travel claims within thirty (30) days after the last day in travel status.

O
]

L]

A newer version of the travel claim exists. In the future, please use the current version of the form available through
the Supreme Court's internet site at http://nveourts.gov/ via a keyword search of the term, "Travel Claim."

O
Ol

Supreme Court Building, 201 S. Carson St., #250, Carson City, NV 89701-4702
Deanna Bjork, Manager of Budgets (775) 684-1708 * Emily Rahmeyer, Accountant (775 684-1716 * Fax (775) 684-1778
Revised Jan 2016





