NEBRASKA COUNCIL ON 
DEVELOPMENTAL DISABILITIES

COUNCIL MEMBER FUNDING REQUEST GUIDELINES


As a member of the Nebraska Council on Developmental Disabilities, the Council can provide funding for you to attend conferences or trainings that will help you become a leader on the Council and in the state. This funding is restricted to non-agency representatives.

· You can apply each year to attend up to two in-state and one out-of-state training/ conference, as Council funds allow.

· To request funding, contact the Council office to receive the Council Member Conference Request Form and request time on the next Council meeting agenda to present your request. The completed Request Form must be submitted to the Council office prior to the event for required approval by vote of State Council members. Requests turned in for trainings/conferences between Council meetings will be reviewed and voted on by the Council’s Executive Committee.

· You must submit the following with your request: Conference Request Form, Conference Agenda, and the Conference Registration. Requests must be submitted to Council staff at least eight weeks in advance of the conference to allow for all necessary state accounting approvals to be obtained.

· Funding is for Council members only. Expenses for family members attending the training/conference are not covered by the Council. Exceptions can be made for family members who provide personal care to the Council member. 

· Funds allocated to the Regional Councils are intended to be utilized as a resource only to the public and members of the Regional Councils, not State Council members or their immediate families. It creates a potential conflict of interest for Council members or their immediate families to request funding from the Regional Councils since these councils rely on the State Council to approve their funding.

· You must follow the State’s travel policies which are included in the Nebraska Council on Developmental Disabilities Handbook.

· [bookmark: _GoBack]Travel expenses will be paid by you and will be reimbursed after receipts are submitted and approved by Council staff. 

· Lodging for trainings/conferences within Nebraska can be direct billed to the state if the arrangements are made by Council staff. Airfare for conferences outside of Nebraska can be paid directly if reservations are made by Council staff. 

· 
When traveling, the most economical method of transportation must be used. "Most economical" means total cost including meals, lodging, and other travel expenses. Transportation can be by car, plane, bus, or train. If transportation used is not by the most economical means, reimbursement will be made based on the cost of the most economical transportation. 

· Receipts are required for meal reimbursements and should indicate the name of the restaurant, date, amount of the meal, and detail of what was ordered. A credit card receipt that does not identify what was ordered is not acceptable. Alcoholic beverages are not reimbursable. 

· State law requires that all expense reimbursements must be submitted to the DHHS Accounting Division within 60 days from the date of the incurred expense. When requesting reimbursement, send your expenses to our office with enough time to allow our office to review, approve, and prepare the request. Because this is in state statute, there is no exception to this 60-day rule. 

· Expense reimbursement forms will be emailed to you if are attending a training/conference. You may complete the forms yourself (contact Council staff) or have Council staff complete the Expense Reimbursement Document form for you. If you prefer to have Council staff complete the form, please only sign the Expense Reimbursement Document on the Employee/Council Member signature line. You must complete the Expense Reimbursement Sheet and return it, along with the signed Expense Reimbursement Document and original receipts to be reimbursed, to the Council office. Council staff will type the information from the worksheet onto the signed reimbursement form and email a copy to you for your review/approval before submission for reimbursement. 

· If you receive conference funding, you will be asked to complete a Conference Report Summary and give an oral report to the Council following their trip. The Conference Report Summary must be turned into Council staff with your expense reimbursement forms and receipts. 

· Your reimbursement request, original receipts, and conference report summary will be reviewed and approved by Council staff prior to being submitted for payment.

· The State uses a direct deposit system for reimbursements.  
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