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DEPARTMENT OF FINANCIAL SERVICES

DIVISION OF ACCOUNTING AND AUDITING

Accountable Plan Check-Off
This form is to be completed and submitted with the voucher and supporting documents for Accountable Plan payments to employees for reimbursements, advances and allowance, for uniforms, foot wear, clothing and tools. 

Agency ____________________________________________________ Date _______________________

Type(s) of Expense(s): ____________________________________________________________________

_____ 1.Agency Plan reviewed for compliance by the Bureau of State Payrolls. 

_____ 2.Approval letter from Bureau of State Payrolls is attached.

_____ 3.Records, invoices, or receipts contain: 

a. Receipt Date

b. Receipt Amount


c. Specific description of each separate item

     
d. Business reason or business benefit gained

CHECK ONE OF THE FOLLOWING: 

_____ 4.Allowances for purchases or maintenance of uniforms, shoes, boots, tools: Fixed dollar amounts and receipts received are within or exceed approved allowance amount. 

_____ 5.Allowances for purchases or maintenance of uniforms, shoes, boots, tools: Fixed dollar amounts and receipt equals or exceeds allowance to be received within 60 days of allowance warrant date.  Unsubstantiated amounts are to be returned (within 120 days). 

_____ 6.Advances for the employee’s purchase of uniforms, shoes, boots, tools: Payments made within 30 days of when an expense is paid or incurred.  Receipt that equals or exceeds the advance to be received within 60 days after employer pays or incurs.  Unsubstantiated amounts are to be returned (within 20 days). 

I certify that I have read and understand the Accountable Plan Requirements issued by the Department of Financial Services.  These requirements are contained in Volume V, Section 6, of the Payroll Preparation Manual.   The payments applicable to this voucher comply with the Accountable Plan Requirements, including the provision that any uniform, clothing, or footwear applicable to this voucher is not suitable for everyday wear. 

Authorized Signature________________________________________ Date Signed___________________

Title______________________________________________________ Telephone____________________

INSTRUCTIONS ARE PROVIDED ON THE REVERSE SIDE OF THIS FORM

Instructions

Date:  The date of the check-off form is prepared. 

Agency:  The name of the department or agency making the disbursement. 

Type(s) of Expenses:  The item(s) for which an employee is being paid.  Examples are uniform maintenance allowance, boot allowance, tool allowance, uniform and shoe allowance, uniform/shoe maintenance allowance. 

Each one of the following should be verified and checked off:    

1.Agency Plan reviewed for compliance by Bureau of State Payrolls.

2.Attached approval from the Bureau of State Payrolls.

3.Records, invoice or receipts contain: 

a. Date-The receipt is dated. 

b. Amount-The amount is on the receipt and readable. 

c. Specific description of each separate item-three uniform shirts, three uniform pants, one ½” socket and one ¾” socket, one pair steel toed safety boots. 

d. Business reason or business benefit gained-dry cleaning-state trooper, tools-airplane mechanic, garage boot-mechanic. 

One of the following is to be checked:

4.Allowances for purchases or maintenance of uniforms, shoes, boots, tools: fixed dollar amounts and receipts received equal or exceed allowance.  This item would be checked when making payments of flat dollar amounts usually in accordance with a perquisite approval received through the Department of Administration.  Uniform, tool, boot or shoe allowances usually relate to a period of time, e.g. every six months, quarterly or annually and may be prorated based upon the period of time the employee has performed the related duties. 

5.Allowance for purchases or maintenance of uniforms, shoes, boots, tools-fixed dollar amounts and receipt that equals or exceeds allowance to be received within 60 days of allowance warrant date.  Unsubstantiated amounts are to be returned (within 120 days).  This item would be checked if the accountable plan document was approved by the Bureau of State Payrolls for this type of plan. The letter of approval would reference a paragraph number which corresponds to the check-off sheet. 

6.Advances for the employee’s purchase of uniforms, shoes, boots, tools: Payment made within 30 days of when an expense is paid or incurred.  Receipt which equals or exceeds the advance to be received within 60 days after employer pays or incurs Unsubstantiated amounts are to be returned within 120 days.  This item would be checked if the accountable plan document was approved by the Bureau of State Payrolls for this type of plan. The letter of approval would reference a paragraph number that corresponds to the check-off sheet. 

Authorized Signature: Employee as designated on the signature card file authorized to sign vouchers. 

The telephone number of authorized employee signing this form. 

If additional assistance in needed, call the Bureau of State Payrolls at 413-5513 or SUNCOM 293-5513. 
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