	POLICY:   TRAVEL EXPENSE AND REIMBURSEMENT POLICY  

	PURPOSE:  To establish a clear policy and procedure for anyone traveling for RAC purposes

	SCOPE:  In order to ensure that all funds expended by the RAC are done appropriately, the RAC Board of Directors requires that anyone traveling on approved RAC business be reimbursed for all or part of their travel expenses.  All travel must be approved in advance by the Executive Director, Executive Committee, or Board of Directors.

	REVISIONS: revised 7.1.22, revised 2.27.20, revised 4.8.15, revised 9.5.13, revised 6.13.12, revised 3.10.11, original 9.30.08 

	PROCEDURE:  
1. For approved meetings, conferences, and/or overnight travel, the RAC will reimburse some or all the following, when not paid in advance or by a business credit card:

· Coach airfare (refundable and transferable).  Tickets should be purchased 21 days prior to the trip when possible.
· Hotel lodging does not exceed the Federal guidelines as stated by General Services Administration (GSA).  Hotel lodging receipts must have a zero balance.
· Transportation expenses to include but not limited to:

· Only mileage for personal vehicle use will be allowed. Reimbursement rates will coincide with current IRS mileage rates.

· Car rental and fuel (must be approved in advance) 

· Parking fees (self or valet)
· Cab fares

· If the travel will be more than 300 miles round trip, the employee may utilize a rental car.

· If using a personal vehicle, a map of all travel routes (point-to-point) from an approved travel website (Google Maps or MapQuest), must be included with reimbursement request.
· A maximum daily allowance for meals and incidentals when a business credit card is used must not exceed GSA guidelines (www.gsa.gov), will be reimbursed accordingly.   
· Tips, internet fees, and other fees are included as incidentals as noted above.

· Tips shall not exceed more than 15% of the total food bill.

· Employees that do not use a business credit card will be reimbursed for meals and incidentals at the GSA rate.  This rate may be found on the internet at www.gsa.gov. 

2. Reimbursement must be submitted on the “Travel Reimbursement Request” and the form must be signed by the individual. (see attached form)
· An individual request must be submitted for each our of Region travel occurrence.

· Each employee must submit a separate request from other employees; no group requests without prior approval of the Director or Chair/Designee.

· Travel forms must be used consistently and saved on the shared drive, as well as “saved as” under the appropriate file in completed travel forms with the travel claim number.  Staff will enter “0” in each cell if there is no information available to ensure accurate formula calculations.
· Each form submitted must be approved and verified to ensure accuracy.

· The Director will verify and approve all staff travel.

· For the Director, the Chair/Designee will verify all reimbursement requests and approval will be completed by two of the bank signatories.
3. Travel reimbursements should be submitted within 14 business days.
4. Any charges to a business credit card must be noted on the original receipt.  All receipts must be clear as to the expenditure.  If not, a written explanation must be written on the receipt.  All credit card charges receipts must be accompanied by an itemized receipt.  Both copies must be viewable on any copies of the request.  Charges without receipts will be the responsibility of the employee.
Unallowable items include but are not limited to the following:
1. Handwritten pieces of paper substituted as receipts.

2. Alcoholic beverages.
3. Movies, games, etc. charged to a hotel bill.

	AUTHOR:  Christine Reeves, Director


	SIGNATURE:     CReeves                                               DATE:  7/1/2022

	


