Walla Walla North County Fire District – Standard Operating Policies and Procedures
POLICY
4.5 Volunteer Reimbursement and Expense Reimbursement Policy
GENERAL
The Board of Fire Commissioners recognizes the importance of supporting volunteer personnel and authorized District representatives through fair and consistent reimbursement practices. The purpose of this policy is to establish procedures and standards for reimbursement of approved expenses, volunteer stipends, travel, training, and authorized District business activities.
Nothing contained in this policy or any other written policy of the District is intended to become part of any employment relationship or contract. These policies are merely statements of District policy and do not promise specific treatment. Furthermore, the District reserves the right to modify this policy at any time.
PURPOSE
This policy is intended to:
A. Support volunteer recruitment and retention.
B. Ensure responsible stewardship of public funds.
C. Provide clear procedures and documentation requirements for reimbursement.
D. Maintain compliance with Washington State law and District financial procedures.
SCOPE
This policy applies to the following individuals when acting on behalf of Walla Walla North County Fire District:
A. Volunteer firefighters and/or Volunteer EMS personnel.
C. District officers.
D. Commissioners acting on behalf of the District.
E. Other individuals authorized by the Fire Chief or Board of Fire Commissioners.
GENERAL REIMBURSEMENT POLICY
Reimbursements shall only be made for:
A. Authorized District activities.
B. Actual and reasonable expenses.
C. Approved participation in emergency responses, training, meetings, or assignments.
D. Expenses supported by proper documentation.
All reimbursements are subject to available budget appropriations and approval requirements outlined in this policy.


PROCEDURE
4.5.1 Volunteer Reimbursement and Expense Reimbursement
VOLUNTEER RESPONSE AND TRAINING STIPENDS
1. The Board of Fire Commissioners recognizes the need for volunteer personnel to provide emergency services and maintain training necessary to serve the District.
A. Volunteer Firefighter Reimbursement
Authorized volunteer firefighters may receive:

A. $20.00 per emergency response.

B. $20.00 per approved training or drill attendance.
B. EMS Reimbursement
Authorized EMS-certified responders may receive:

A. $30.00 per EMS or fire emergency response.

B. $30.00 per approved training or drill attendance.
	
2. EMS reimbursement applies only when:

A. The volunteer maintains current certification as required by the District.

B. The responder actively participated in patient care or EMS operations.

C. Participation is verified through incident reports or attendance documentation.
C. Eligibility Requirements
To qualify for reimbursement, volunteers must:

1. Be in good standing with the District.

2. Maintain required certifications and training.

3. Complete all required reports and documentation.

4. Meet attendance and participation standards established by the Fire Chief.

5. Follow District policies and safety procedures.



TRAVEL AND TRAINING EXPENSE REIMBURSEMENT
The District may reimburse approved expenses incurred while conducting official District business.
Eligible expenses may include:
A. Mileage.
B. Lodging.
C. Meals.
D. Registration fees.
E. Training materials.
F. Other approved necessary expenses.
PRE-APPROVAL REQUIREMENTS
A. Expenses exceeding routine local activities must receive prior approval from the Fire Chief.
B. Out-of-state travel must receive approval from the Board of Fire Commissioners unless previously approved through the annual budget process.
MILEAGE REIMBURSEMENT
Mileage reimbursement shall be paid at the current IRS standard mileage rate unless otherwise established by the Board of Fire Commissioners.
Mileage reimbursement applies only to:
A. Authorized District travel.
B. Training attendance.
C. Meetings.
D. Equipment transport.
E. Other approved assignments.
Commuting from home to a regular station assignment is generally not reimbursable unless specifically authorized.

Mileage claims must include:
A. Date of travel.
B. Destination.
C. Purpose of trip.
D. Total miles traveled.
MEAL AND LODGING REIMBURSEMENT
Reasonable meal and lodging expenses may be reimbursed when associated with approved travel or overnight assignments.
Whenever practical:
A. Lodging should be arranged at government or conference rates.
B. Shared lodging is encouraged when appropriate.
C. Excessive or luxury expenses are prohibited.
Alcoholic beverages shall not be reimbursed under any circumstance.
Receipts are required for all lodging expenses and for meals exceeding limits established by the District.
FIRE CHIEF CELL PHONE REIMBURSEMENT
Because the Fire Chief utilizes a personal cellular phone for substantial District operations and emergency communications, the District may reimburse the actual monthly cost of the Fire Chief’s cellular phone service used for official District business.
A. The Fire Chief shall be eligible for reimbursement of the actual monthly cellular phone bill, not to exceed $200.00 per month.
B. Reimbursement shall be made upon submission of a copy of the monthly billing statement.
C. The reimbursement is intended to cover use of the Fire Chief’s personal cellular phone for official District purposes including, but not limited to:
1. Emergency response coordination.

2. Volunteer and officer communications.

3. Dispatch notifications.

4. Administrative operations.

5. Vendor and agency communications.

6. Public contact related to District business.
D. Requirements for reimbursement:
1. A copy of the monthly cellular phone bill must be submitted to the District.

2. No additional reimbursement form shall be required.

3. Reimbursement shall not exceed $200.00 per month unless separately approved by the Board of Fire Commissioners.
E. The Board of Fire Commissioners reserves the right to review, modify, or discontinue this reimbursement program at any time.
REQUIRED DOCUMENTATION
All reimbursement requests must:
A. Include required receipts and supporting documentation.
B. Be signed by the requesting individual unless otherwise exempted by this policy.
C. Be approved by the appropriate supervisor or officer.
False, misleading, or fraudulent reimbursement claims may result in:
A. Denial of reimbursement.
B. Disciplinary action.
C. Termination of volunteer status.
D. Referral to law enforcement.
SUBMISSION DEADLINES
Reimbursement requests should be submitted within thirty (30) days of the expense or activity whenever possible.
Claims submitted after sixty (60) days may be denied unless approved by the Fire Chief or Board of Fire Commissioners due to extenuating circumstances.




APPROVAL AUTHORITY
	Reimbursement Type
	Approval Authority

	Routine volunteer stipends
	Fire Chief or designee

	Training expenses
	Fire Chief

	Major travel or out-of-state expenses
	Board of Fire Commissioners

	Commissioner reimbursements
	Board Chair or Board approval

	Fire Chief monthly cell phone reimbursement
	Board of Fire Commissioners


The District Treasurer or designated financial officer shall verify documentation prior to payment.
PAYMENT PROCESS
Approved reimbursements shall be processed through the District’s normal claims and warrant process in accordance with Washington State law and District financial procedures.
Reimbursements are not guaranteed and may be delayed due to budget limitations or incomplete documentation.
AUDIT AND RECORD RETENTION
All reimbursement records are subject to:
A. Public records requirements.
B. Financial audit review.
C. District retention schedules.










BOARD ADOPTION
This policy is adopted as an official policy of Walla Walla North County Fire District.
Adopted this ______ day of ______________, 20.

Chair, Board of Fire Commissioners

Commissioner

Commissioner

Commissioner

Commissioner

Commissioner

Commissioner

Commissioner


Attest:
District Secretary

