Missouri Ethics Commission

Travel Report

e Transportation,
e Lodging, and Meals.

Payment by the institution triggers the requirement for the full-time employee to file a re-
port for that quarter. Therefore, if payment by the institution is made on September 20,
2016, the employee will file an October 2016 Quarterly report due October 15, 2016. No re-
port is required unless expenses are paid or reimbursed.

In addition to quarterly reports, a one-time out-of-state travel report covering August 28,
2015 through August 27, 2016, must be filed no later than February 28, 2017, if applicable.
This report will contain any out-of-state travel incurred by the full-time employee’s spouse
and paid or reimbursed by the institution during the timeframe noted.

Employees must report their name, name of the institution paying for or reimbursing the
spouse’s expenses, position employee held with the institution, travel dates, location of
travel, trip purpose, and amount paid or reimbursed by the institution.

Reports must be filed electronically using the out-of-state electronic reporting system locat-
ed on the MEC website. Below is a reporting schedule for the next year.

Report Title If Travel Paid Between Report Due
October 2016 Quarterly 8/28/2016 to 9/30/2016 10/15/2016
January 2017 Quarterly 10/1/2016 to 12/31/2016 1/15/2017
One-Time Annual Report 8/28/2015 to 8/27/2016 2/28/2017
April 2017 Quarterly 1/1/2017 to 3/31/2017 4/15/2017
July 2017 Quarterly 4/1/2017 to 6/30/2017 7/15/2017

All out-of-state travel reports will be available to the public on the MEC website. Instruc-
tions for requesting an ID and password to electronically file a report are provided on page
2.



Instructions for requesting an Out-of-State Travel account filer ID and password

To electronically file the Out-of-State Travel Report, each filer must request a filer ID and
password from the MEC by completing an Out-of-State Travel Account Request on our web-
site. This request form can be found by selecting the “Login” button in the upper right cor-
ner of any page on the website. Select “Out-of-State Travel Account Request”, complete the
form and submit. Upon processing the request, an email will be sent to the filer with their
ID and password. The filer may then log-in to the electronic reporting system and file the
report.
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Missouri Ethics Commission

3411 A. Knipp Dr.

Jefferson City MO 65109

Phone (800) 392-8660 or (573) 751-2020
WWW.mec.mo.gov
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http://mec.mo.gov/OST/Create.aspx

