Instructions for Completing Form 14 – Total Expenses Reimbursement Form

This form must be completed for all expenses reimbursed to SCORE volunteers or SCORE chapters.

Box 1, Chapter and District Expenses

· Chapter expenses:  Complete the box in full.

· District expenses:  Omit the chapter number.

Box 3, Social Security Number

This information is required to properly reimburse a volunteer for expenses.  For reimbursement to the chapter, only the chapter number is required.

Boxes 9 and 10, Approval Signatures

· All Form 14’s must be signed by the claimant and approved by the chapter chair or the chair’s designate.

· The district director must approve all Form 14’s for the chapter chairs and reimbursements paid directly to the chapter.

· Form 14’s for district directors will be approved by the CEO or their designate.

Accounting Classification Codes

Form 14 contains the following accounting classification codes.  These codes are used to allocate expenses:

1. Counseling.  Includes all travel and related expenses incurred when counseling a client.  All volunteers may use this account.

2. Counseling Development and Support.  Includes expenses incurred that are not related to counseling.  These include travel to chapter offices, meetings, travel for non-counseling duties, expenses incurred by the chapter including telephone, office supplies, equipment, etc., and expenses for developing and conducting workshops and seminars.

3. Training.  Includes expenses incurred for volunteer training.  This includes travel to district meetings or special training sessions.  It also includes the costs of materials used in training.

4. District Director and Assistant District Director Travel.  Includes expenses incurred by the district director and assistant district director while administering district operations.  Only district directors and assistant district directors may use this account.

5. District Meetings.  Covers travel and all approved expenses while attending a district meeting.  Any volunteer authorized to attend the meeting may use this account.

6. District Director Annual Conference.  Covers travel and approved expenses while attending the annual conference.  All invited attendees may use this account.

7. National Meetings.  Covers the costs of travel and approved expenses for any meetings sponsored by the association office.  All invited attendees may use this account.

8. Board of Directors Meetings.  Covers the costs of travel and approved expenses to attend SCORE Association board meetings.  All board members and invited attendees may use this account.

9. Business Information Center Staffing.  Includes all expenses incurred by volunteers while staffing a Business Information Center (BIC), U.S Export Assistance Centers (USAEC), Business Resource Center (BRC) or Empowerment Zone.  All volunteers may use this account.

For additional information please refer to Chapters Five and Six of the SCORE Operating Manual (SOM).

