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• Pursuant to NCGS 138-6(c), employee requests for reimbursement must always be filed within thirty (30) days a�er the 
travel period ends for which the reimbursement is being requested. 
    

• On the Travel Reimbursement Form, employees should use the drop-down menu in choosing the correct OSH sec�on 
– snapshot below.    
 

 
 

• Employees need to always u�lize their Beacon iden�fica�on (PERNR) number on the Travel Reimbursement Form. FSD 
staff will use this iden�fier to search for and track employees and their reimbursement requests within the new 
accoun�ng system. 
 

 
 
• Employees need to always u�lize their full legal name as listed in Beacon on the Travel Reimbursement Form because 

nicknames and/or other assumed names will no longer be permited once the State switches accoun�ng systems.  This 
is also how FSD staff will cross reference the employee’s legal name to ensure the correct Beacon ID was provided 
before issuing payment. 
 

  
 

• On the Travel Reimbursement Form, employees will check either yes or no on the first page regarding their vehicle 
usage - snapshot below.  If one of these boxes is not selected, mileage will not be calculated as expected.   This change 
came about due to staff being assigned a permanent MFM vehicle and op�ng to drive their personal vehicle.  When 
this happens, staff will be reimbursed at the lesser MFM rate rather than the IRS rate. If there are 
unforeseen/unavoidable issues that prevent their permanently assigned MFM vehicle from being u�lized, an excep�on 
process must be provided to FSD.  The excep�on process requires the reason for the excep�on, which must be 
documented and approved by the supervisor and submited with the travel reimbursement request. 
 

 
 

• All approved Travel Reimbursement Form and associated receipts being sent to FSD must always be legible.  If FSD staff 
cannot clearly iden�fy what is being requested for reimbursement, then this will delay issuance of payment because 
beter copies will be required.  Please be aware that under the State’s new accoun�ng system, the Travel 
Reimbursement scans sent to FSD will be uploaded electronically to the payment record for audit purposes.  

 



FSD Cheat Sheet 

 

Page 2 of 6 

• Employees need to indicate the reason for the trip, which starts on page 2 of the Travel Reimbursement Form – 
snapshot below.  If expenses are requested for this date and no trip reason is given an error message will be visible 
outside of the print range. 

 
 

 
 

• Employee meals may only be reimbursed if in overnight travel status. Overnight travel status includes the day of 
departure and the day of return.  Overnight status determines eligibility for meal reimbursement, however only some 
meals are reimbursement based on departure and arrival �mes.  Do not forget to complete the departure and arrival 
�mes, which start on page 2 of the Travel Reimbursement Form – snapshot below. 
 

 
 
If the employee is in overnight travel status, outlined below are the specific qualifica�ons to claim meals: 
 
 Breakfast:  depart duty sta�on before 6:00 a.m. 
 Lunch:  depart duty sta�on before Noon (day of departure) or return to duty sta�on a�er 2:00 p.m. (day of return). 
 Dinner:  depart duty sta�on before 5:00 p.m. (day of departure) or return to duty sta�on a�er 8:00 p.m. (day of 

return).  
 

• Employees need to u�lize the drop-down menu when other expenses are listed which starts on page 2 of the Travel 
Reimbursement Form – snapshot below.  This list is not exhaus�ve and includes the most common “other” requests.  
If the employee is claiming something that is not on the drop-down list, the botom two cells in the sec�on are free 
form and staff can enter the explana�on there. 
 

 
 

• Once the new accoun�ng system is implemented in October 2023, ini�al payroll informa�on will be ported over from 
Beacon to establish the employee’s Beacon iden�fica�on (PERNR) number and banking informa�on.  Any subsequent 
banking informa�on changes a�er the ini�al set up will s�ll need to be updated by FSD staff.  For security purposes, 
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please do not email bank account informa�on, please either send it to FSD via fax (919-715-9094), U.S. Mail, or 
interoffice mail.  A Non-Payroll Direct Deposit Request template is included for your reference. 
 

• Employees need to include the approved Blanket Travel or DOLB-8 Pre-Travel Authoriza�ons with the Travel 
Reimbursement request.  A Travel Reimbursement Review Checklist has been included and is part of the Travel 
Reimbursement workbook that will assist staff in ensuring that all required documenta�on is submited to FSD. 

 
• Safety Shoes – If NCDOL employees are required to wear safety shoes in the performance of their du�es, employees 

are eligible for reimbursement of these expenses. Eligible employees are allowed a reimbursement of $125 per pair of 
safety shoes every 12 months or a second op�on up to $250 per pair of safety shoes every 24 months as allowed per 
the OSBM Budget Manual.   Please note that NCDOL requires all safety shoes to be ASTM and ANSI cer�fied in order 
for employees to be eligible for reimbursement.   If this safety cer�fica�on is not printed on the receipt (and it generally 
is not) FSD will need addi�onal documenta�on that supports the ASTM and ANSI cer�fica�on, such as a picture of this 
informa�on on the shoe box or the tag within the shoe that shows this shoe meets the standard. There are two ways 
for staff to purchase required safety shoes: 
 
 Op�on 1 - Staff that would like to have the agency to purchase and pay for their safety boots will have to select 

from the available op�ons provided by Grainger – no excep�ons. Grainger is on mandatory STC 2711B which 
covers safety equipment.  This means staff cannot go into Saf-gard, Liner’s, Redwing, etc. and expect the agency 
to issue payment even though these businesses will direct bill NCDOL. 

 Op�on 2 - Staff that would like to con�nue purchasing from the vendor of their choice can s�ll be reimbursed 
through the monthly travel reimbursement process that must include a legible receipt and proof that the ANSI 
or ASTM standard has been met. 

 
• Prescrip�on Safety Glasses – Prescrip�on safety glasses are ordered ONLY from Correc�on Enterprise’s Nash Op�cal 

Plant.  Prescrip�on safety glasses can be replaced on an annual basis unless an employee's prescrip�on changes or 
when the safety glasses are damaged during normal wear and use.  Each employee may purchase/receive no more 
than two (2) pairs of prescrip�on safety glasses (�nted/un�nted) annually without NCDOL Management approval.   The 
ordering process goes as follows: 
 
 Prescription order forms may be obtained directly from the NCDOL intranet or from the FSD Purchasing Office. 
 The employee will take the RX form to a participating eye care professional who will complete and sign the form.  

Any examination and fitting fees will be the responsibility of the employee. 
 The employee returns the RX form to their respective office administrative staff member(s) for processing. Orders 

that are sent directly to the Nash Optical Plant will not be processed. 
 The FSD Purchasing Office will assign a purchase order number and forward the processed form directly to Nash 

Optical. 
 Nash Optical will complete the RX and ship the completed safety glasses to the eye care professional located in the 

"Ship To:" section of the form for verification. 
 The eye care professional will contact the employee to come into their office for dispensing of eyewear. Please 

note that safety glasses cannot and will not be shipped directly to employees. 
 The employee must notify the FSD Purchasing Office via email after receiving their order to ensure proper payment 

is issued to Nash Optical. 
 If employees should encounter any problems pertaining to their order or need any additional information, please 

contact the Purchasing Office via email at DOL.Purchasing@labor.nc.gov. 
 

mailto:DOL.Purchasing@labor.nc.gov
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