Form 603-EXP
(Rev. 01/2014)	North Carolina Department of Transportation

DOCUMENTATION ON PURCHASE OF SAFETY TOE SHOES (PR05)

	NAME OF EMPLOYEE           
[bookmark: Text1]      
	PERSONNEL NUMBER
[bookmark: Text2]     

	UNIT NAME
[bookmark: Text3]     
	COST CENTER
[bookmark: Text4]     
	CLASSIFICATION
[bookmark: Text5]     




I.	I request reimbursement or payment for the purchase of safety toe shoes required for use on my job with the N. C. Department of Transportation.

	Date of Purchase 
	[bookmark: Text11]     
	   Purchase Price*
	[bookmark: Text12]     



	Employee Signature: 
	[bookmark: Text18]     
	
	[bookmark: Text19]     


									                        DATE
· Payment or reimbursement is limited to a maximum of $150 per calendar year or $225.00 every other calendar year. 

Requested reimbursement – (check one) -  ____- Maximum of $150 per Cal.year  or   ____  $225 every other Cal. year         
   			
II.	I certify that these safety shoes conform to the N. C. Department of Transportation's
	Safety Policy regarding the selection and use of safety shoes. (SPP 1910.132 and ASTM)

	[bookmark: Text25]Employee's Supervisor: 
	     
	
	[bookmark: Text26]     


	                                                                DATE
	Next Eligible Date for Safety Shoe Purchase:
	
	
	



Supervisor will complete form and maintain a copy in employee file to reference when employee requests to purchase additional shoes.

Shoes purchased by means of:  	Approved Shoe Truck       
      (Check one)                                       Employee Purchased                                            

Employees who utilize the shoe truck should:

1) Complete the top part of the form
2) Check with Supervisor regarding shoe truck schedule and receive verbal OK to buy shoes
3) Take form to shoe truck and provide to vendor who will copy and RETURN to employee
4) Employee completes and signs section I
5) Return to supervisor who will complete section II and place in employee file for future reference

Employees who will purchase their shoes other than the shoe truck should:
1) Check with Supervisor and receive verbal OK to purchase shoes and complete top part of form
2) Buy shoes at retailer
3) Complete and sign section I of form and return to supervisor along with receipt
4) Supervisor will then complete section II, place copy of form in employee file and forward through appropriate channels for employee reimbursement via SAP


Supervisors may wish to maintain an Excel spreadsheet with employee data to facilitate easy retrieval of records.
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