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POLICY & PROCEDURE

SUBJECT:   Committee Meetings and Reimbursement



POLICY
Expenses for committee meetings shall be estimated annually and requested prior to preparation of the annual budget.  Expenses incurred by individual members for meeting attendance shall be reimbursed according to ONCB® guidelines.

PROCEDURE
1.
All committee meetings shall have prior approval of the ONCB President and Secretary-Treasurer.

2.
When requesting a meeting, the committee chair must provide a description of the meeting's purpose, suggested location, number of members requesting attendance, and estimated hotel/travel costs.

3.
Funded meetings shall be planned for no less than 1 full day at the least expensive geographic location, considering the travel costs for involved members, unless otherwise approved by the ONCB President and Secretary/Treasurer.

4.
Committee members shall be reimbursed for approved expenditures for travel, food, and lodging.

