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 ASSP NEIL Chapter Travel Expense Guidelines

A. Travel Overview:  

Members of the Chapter Executive Committee or Chairs may be asked to travel for any number of meetings or conferences.  These may include Leadership Training, ROC meetings, or the Society PDC.  The following guidelines have been developed to assist in the facilitation and management of such travel.  Travel needs should be identified in the annual budget prior to the chapter year as a way to anticipate approximate travel cost needs.

B. Prior to Travel: 
1. The President shall represent the Chapter at meetings and conferences, unless other attendees are needed.  If the President is unable to attend, and wishes to send an alternate, they may do so with input from the Chapter Executive Committee.

2. The dates, location, and reason for travel must be identified and approved by the Chapter Executive Committee. 
· The vote to approve the travel shall include a discussion on the requested approximate travel expenses to be covered.  This should include the number of nights stay, the method of travel and any other expenses that will be expected to be covered.

3. The Secretary and Treasurer should note what the Chapter Executive Committee has approved to cover.

C. Immediately following travel:

· The attendee will complete the NEIL reimbursement form (available on the NEIL website) and include all generated receipts.  This will be submitted to the NEIL Treasurer. 

· The NEIL Treasurer will follow the accounting guidelines in this document before issuing reimbursement. 

· The disbursement of funds will be included in the Treasurer’s monthly report, and will be included in the meeting minutes by the Secretary.

D. Travel Expense Guidelines

a. Hotel - Prior approval will be given on how many nights the chapter will cover.  Typically, the ROC meetings are two half days and a one night stay needed.  This may be adjusted with prior approval based on the travel distance.  The NEIL Chapter will only pay for the lowest cost room and will not pay for upgrades.  In addition, the Chapter will not reimburse for hotel phone fees, in-room entertainment, workout fees, etc.  
b. Travel – The IRS sets the mileage reimbursement rate annually.  The current IRS rate is the maximum rate that can be reimbursed and this rate includes gas.  Reimbursement will not be made for the submission of gas receipts. The reimbursed mileage shall be submitted/verified using electronic maps to illustrate and document the length of the trip.
c. Airfare – no airfare will be covered for ROC meetings unless the ROC is in an area where the travel time and costs would exceed airfrare or if the travel (driving) time exceeds six (6) hours, one way.  Airfare may be acceptable for the HoD meeting held at the Society’s PDC.  All Airfare must be coach class, economy fare.   Coach airfare up to $500 will be reimbursed when purchased fourteen (14) days in advance.  The chapter will not cover any upgrades to airfare.  No airfare will be reimbursed unless the cost was first approved by a simple majority of the Chapter Executive Committee.  

d. Rental Car - Rental cars will not be covered without approval from the Chapter Executive Committee. 
e. Taxi – The Chapter will cover taxi charges to and from the airport with receipts when airfare is approved.

f. Public Transportation – The Chapter will cover costs for the use of public transportation when utilized instead of a taxi.
g. Parking – The Chapter will cover all parking expenses should an individual be flying (as per the guidelines above) or if they are staying at a location which charges a daily parking rate.

h. Tolls – The Chapter will reimburse individuals for all tolls incurred while traveling in accordance to the guidelines above.
i. Meals – The Chapter will cover the reasonable cost of meals, not to exceed $50 per day, with receipts.  All meal receipts must be itemized and alcohol is not reimbursable expense. 
E. ROC Meetings Additional Guidelines:

1. Region V holds two (2) ROC meetings during the Chapter year and at least one representative is required to attend each ROC meeting.  

2. The Chapter will cover expenses for up to two members of the Executive Committee to attend the ROC meeting to represent the Chapter.  Preference is given to President and President-Elect.  If they are unable to attend, the President may recommend an alternate to attend.  On certain occasions, more than one Chapter Executive Committee member may attend a ROC with a vote approval of the Chapter Executive Committee. 

3. If Officer Training is being held at a ROC meeting, the Chapter may increase the number of attending Chapter Executive Committee members based on the annual budget and available funds.  For these meetings, the Treasurer and any new members of the Chapter Executive Committee should be given preference.

4. When possible, travelers should consider ways to cut costs, such as carpooling.

F. Society PDC/House of Delegates Meeting 

1. Currently, there is one House of Delegates Meeting held during a Chapter Year with the Society PDC.

2. The NEIL Chapter will cover the expenses for two members of the Chapter Executive Committee to attend the Society PDC as a representative of the NEIL Chapter at the House of Delegates (HOD) meeting.  Preference is given to the current Past-President/Delegate position, but the President or President-Elect may be asked to attend if the Delegate cannot attend.  If they are unable to attend, the President may recommend an alternate to attend.  
G. Leadership Training

1. Currently, there is one Leadership Conference held in the Chicago area during the Chapter Year. 

2. The Chapter will cover expenses for up to 3 members of the Chapter Executive Committee, if needed and approved prior to attendance, that are interested in attending.  This number will depend on the annual budget.

3. While the intent is to provide training to newer members or potential members of the Chapter Executive Committee, attendance should be rotated.

H. Miscellaneous Travel 
· All other travel must be approved in advance by the Chapter Executive Committee, using the travel procedures provided above.
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