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POLICY & PROCEDURE

SUBJECT:
Travel Guidelines and Expense Reimbursement


POLICY
All individuals representing the ONCB® shall make every effort to be cost effective when making travel arrangements. Reimbursement shall be provided to authorized individuals who use personal funds in performing tasks on behalf of the ONCB.

PROCEDURE
1. 
Expenses shall be incurred with the prior knowledge and approval of the President


and Secretary-Treasurer.

2.
Advance funds shall not be available. Expenses shall be charged directly to the individual and reimbursed based on expense policies.

3.
Individuals requiring expense reimbursement shall obtain Expense Report forms from the ONCB national office (see 6a-A). Receipts shall always accompany Expense Reports for any single expenditure of $25 or more and are requested for expenses less than $25 when possible.

4.
Each individual shall maintain his or her own expense records.

5.
Committee members shall submit their Expense Reports to the committee chair for signature before forwarding to the Executive Director.

6.
Expenses incurred by the ONCB members shall be submitted to the Executive Director no later than 30 days following a specified function for authorized reimbursement. Routine expenses shall be submitted to the Executive Director either quarterly or after $50 of expenses have been incurred, whichever comes first.  

 7.
The Executive Director can approve budgeted expenses up to $2000. These expenses may include the cost of airfare, transportation, lodging, etc. Expenses above $2000 must receive prior approval of the ONCB.
8.
Telephone expenses shall be reimbursed only if calls were made for the purpose of ONCB business; personal telephone calls during meetings shall be the responsibility of the individual.

9.
Non-reimbursable items shall include personal necessities; expenses covered by another supporting group or agency; unapproved, non-budgeted expenses.  

10.
Special requests for non-reimbursable, non-budgeted expenses may be made to the ONCB or as a separate budget allocation.

11.
All questionable expenses (those not conforming to existing policies) shall be brought to the ONCB for approval after review by two of the following:  President, Secretary-Treasurer, Executive Director.

12.
A written appeal may be filed with the ONCB if expenses are denied.

13.
A minimum of 30 days shall be required by ONCB after receipt of an Expense Report for reimbursement of personal expenses; 60 days shall be required for payment of corporate charges to the organization.

14.
Printed reimbursement checks shall be mailed from the ONCB national office or designated accounting service.
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TRANSPORTATION GUIDELINES
1.
Travel arrangements for approved meetings/functions may be made through ONCB's designated travel agent unless other arrangements are more cost effective. Arrangements must be made 14 to 21 days in advance of travel to ensure the most economical rate (round trip supersaver airfare, coach class only).  Any board member who makes late travel arrangements may be asked to reimburse the ONCB for the additional fare incurred; reason for late arrangement should be discussed with the President.  Airfare should not exceed $600 without approval of the Executive Director or Secretary-Treasurer.  
2.
Plane fares purchased at discount prices shall have the terms of the ticket sent to the individual with the ticket. If changes are made which do not comply with the terms of the ticket, any increase in fare shall be the responsibility of the individual unless given prior approval by the President with notification to the Secretary-Treasurer.

3.
Individuals shall obtain return transportation no later than the day the meeting ends.   See “Lodging Guidelines” below concerning expenses for individuals staying in the meeting city for additional nights.
4.
Private automobile transportation shall be reimbursed according to IRS guidelines but shall not exceed cost of round trip coach airfare.

5.
Taxi/shuttle shall be reimbursable round trip airport/home. Taxi/shuttle round trip airport/meeting location shall be reimbursable only if free transportation is unavailable.

6.
Individuals funded to represent ONCB at specified functions shall submit a written report to the Directors.

7.
Any materials received as a participant at funded events shall become property of ONCB (i.e., proceedings, resource materials, etc.)

LODGING GUIDELINES
ONCB shall assume cost of room and tax for approved meetings/functions.

1.
ONCB shall not be responsible for any expenses incurred by individuals staying for additional nights before or after meetings without prior approval.

2.
Accommodations for all ONCB meetings shall be for single rooms unless the board member chooses to share a room. If the board member chooses to share a room with a non-ONCB invited guest, any guest expenses beyond the room rate shall be the responsibility of the guest.  Any additional room expense that results from double accommodation will be the responsibility of the guest.
FOOD ALLOWANCE GUIDELINES
1.
Per diem expenditures shall not exceed $75/person/day during a meeting.

2.
Receipts shall be required for all meals.

3.
When meal expenses are for more than one individual, the names of all individuals covered under that expenditure shall be listed on the expense report.

4.
If meals are included as part of the meeting, individuals shall be expected to attend those functions.  If an individual chooses to make other plans, it shall be at his or her own expense.

INCIDENTALS
1. Other approved expenses incurred such as ground transportation and parking shall be reimbursed with receipts.  Receipts are not required for tips.
