DIVISION 29 TRAVEL REIMBURSEMENT PROCEDURES

 Approved by the Board of Directors

 September 2006 and amended February 2023
1. Elected Officers, Board of Directors, members of the Publications Board, as well as others invited by the President, will be reimbursed for the number of days necessary for them to attend meetings of the EC, Publication Board, and Board of Directors, depending on travel schedules, the philosophy being that those eligible for reimbursement should not have to assume a financial burden in order to attend the meetings.

2. Transportation and lodging will not be reimbursed for attendance at meetings held during or in connection with the APA Annual Convention.  Reimbursement of hotel costs for such meetings has customarily been only for extra nights outside of the actual Convention dates.  No double dipping allowed.

3. For attendance at the Mid Winter or Fall Board meetings, reimbursement will be provided for transportation costs as well as hotel (single room rate) for the number of days required and per diem. All invited guests will be reimbursed for expenses based on SAP’s Reimbursement Procedures unless otherwise informed at the time of invite.   

4. Airfare will be reimbursed at the lowest available advance purchase coach (main cabin/economy) rate.  In most cases, it is expected that the airfare would not exceed $1000. If attendees desire to fly business or first class, it is expected that they will personally cover the difference in fares. Individuals who choose this option should document the fare differences and get approval from the Treasurer before making the purchase. If attempts are made to purchase fares in accord with advance purchase requirements and the fare exceeds $800, the Treasurer may approve expenditures over this amount if no lower fare is found.  Pre-approval from the Treasurer must be obtained. If pre-approval is not obtained or provided, the member will only be reimbursed up to $800. The policy regarding the upper limit for airfares should be re-evaluated by the Finance Committee to coincide with fluctuating costs of airfares nationwide.  

5. A total per diem of $85.00 will be allowed for meals.  Original receipts will be required for all meal reimbursements.  Alcohol purchases will be reimbursed so long as they do not exceed 30 percent of the total bill/receipt.  
6. Local transportation and parking expenses are allowed but are expected to be at the most economical rate.  For example, airport vans, public transportation, ride-sharing services, a shared taxi would be encouraged over individual taxi rides.  Rental cars are not reimbursed.  

7. If traveling to meetings by personal car (in the cases where this is the most economical transportation method), mileage reimbursement rates will be consistent with the current IRS mileage reimbursement rate.   The Finance Committee will monitor rate changes and modify the Travel Reimbursement Form accordingly.  

8. ALL CLAIMS FOR REIMBURSEMENT MUST BE ACCOMPANIED BY ORIGINAL RECEIPTS, AND ACCOMPANIED BY A COMPLETED TRAVEL REIMBURSEMENT FORM (PROVIDED BY THE TREASURER).  

9. ALL CLAIMS MUST BE SUBMITTED TO THE TREASURER WITHIN 30 DAYS OF THE LAST TRAVEL DATE.
