SF-1164, Claim for Reimbursement for Expenditures on Official Business

The Standard Form-1164, is used primarily to reimburse staff for out-of pocket, non-travel related government expenses.  Travel related expenses, such as local travel charges for taxi, bus, subway, etc. , are to be processed using the Travel Manager system not using the SF-1164.  

Examples of expenses that could be processed using the SF-1164 are:  office supplies, registration fees and books (for supervisory approved training activities), liability insurance premiums for managers (the reimbursement for this insurance is limited to 50% of the per annum charge up to a maximum of $160), and fax and copier services (for example while on official government travel).   The SF-1164 should only be used when the expense cannot be procured using a Department Government-wide Purchase Card or purchase order.

The following fields are required to be filled out on the SF-1164:

--1.  Put in FSA and your division/channel/office.

--4. a., b, and d. (c is not required as your reimbursement for an approved SF-1164 will be processed using payroll information (electronically deposited in your banking account or processed by check through Treasury)).

--All of Field 6.  As noted in the columnar heading for 6(c) and (d), you must explain your expenditure in specific detail (provide the "purpose" for the expenditure).

--7.  Put in the totals.

--8.  Your immediate supervisor must sign and date here.  Also, the Budget Contact for your area must initial/sign in this area as well.  

--9.  The approving official (warranted officer) in FSA Administration will sign in this area.  

--10.  You must sign and date this area.

--ACCOUNTING CLASSIFICATION:  This area is VERY important.  Your full accounting classification code must be reflected here.  Your Budget Contact is responsible for making sure that it is filled out and correct.  Therefore, it is important that you make sure that your Budget Contact reviews and signs your SF-1164 before it is sent to FSA Administration.  If you do not, it will delay your reimbursement.
You are required to submit receipts for ALL charges that are submitted for reimbursement on the SF-1164.  If you have lost your receipt, you must submit the SF-1164 Lost Receipt Statement form instead.

Basic Process for the SF-1164:

--Employee fills out the form and attaches all receipts.  Employee signs and dates form in block 10.  Employee makes a copy of the form and all receipts for his/her records.

--Employee gives completed form and receipts to supervisor.  Supervisor signs and dates form in block 8 and gives back to Employee.

--Employee takes completed form and receipts to their Budget Contact.  The Budget Contact fills out the ACCOUNTING CLASSIFICATION section of the form and signs or initials in block 8 above the supervisor's signature.  The Budget Contact will make a copy of the form/receipts for their files.

--The completed form and receipts are submitted to FSA Administration to Kimmeo Christmas in 54B3, UCP 3.  Kimmeo will process the unmatched invoice and give all documentation to one of the FSA Administration approving officials (Annette Abell or Deb Wrabley) for approval.  Annette or Deb will approve the payment to be made.  The Employee will receive the payment in the same manner as they receive their salary.

If you have any questions regarding this procedure, please contact Deb Wrabley on (202) 377-3471.
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