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POLICY: Reimbursement of Travel/Expense(s)

Purpose:  To set guidelines for members to determine reimbursable/nonreimburseable expenses, what does not qualify, and the process of submitting expenses for reimbursement.

Policy Statement:  It is the policy of MeAMSS to reimburse board members and all others approved, for expenses incurred in conducting MeAMSS business.  MeAMSS maintains the right to refuse to reimburse for expenses and/or travel that did not receive prior approval directly from the MeAMSS board.

Procedure:
1. Requests for reimbursement must be submitted on approved forms (see Exhibits A & B), to the MeAMSS treasurer within 45 days after expenses are incurred.  Payment will be made within 30 days of the Treasurer’s receipt of the reimbursement request and applicable documentation.

2. Requests should include the member’s name, purpose of the expense, date on which expenses were incurred, amounts, and expense descriptions.  The following receipts (copies are acceptable) are to be attached to the reimbursement request:

· Transportation ticket stub/receipt (ie., coach airline ticket, taxi, bus)

· Hotel/lodging bill/brief phone calls

· Parking charges

· Meals (not charged directly to the hotel), not to exceed $50/day

· Meeting related expenses

· Mileage reimbursement (at current IRS rate) will be provided with prior approval (Board meetings excluded).

3. The following expenses are not reimbursable:

· Car rental is not a reimbursable expense except when prior approval has been obtained.

· Incidental charges (in-room movies, mini bar, dry cleaning, fitness room, etc.)

· Room/airline upgrades

· Expenses during an extension of stay at a meeting site or travel to other locations for personal reasons.

· Expenses incurred by guests accompanying a person in authorized travel status.

4. If Board meetings require an overnight stay, lodging will be provided at a reasonable rate.  

Sharing rooms is encouraged but not required.

5. Travel advance accommodations can be made by contacting the treasurer.

Note:  In the event of unforeseen circumstances, reimbursement will be considered on a case-by-case basis.

