CMG Travel Reimbursement Policy

The purpose of this policy is to document clearly the CMG travel reimbursement policies and procedures.  Each new CMG traveler will be given a copy of this procedure along with the current year’s expense EXCEL spreadsheet when they first travel on behalf of CMG.  Any person who has previously received a copy of the policy is expected to know about the travel policy and to follow it without receiving a new copy of the policy. A new copy may be downloaded from the CMG Board website area for reference at any time by any authorized individual or will be made available by request.  New updates to the Travel Policy will be emailed to the entire board and the entire conference committee.

Approvals
A limited subset of CMG volunteers are authorized to approve travel and associated expenses for volunteers and staff.  This approval to travel must be obtained before travel is undertaken or purchased, or CMG will not reimburse individuals for expenses.  However, all Board members are entitled to travel to agreed-upon Board meetings without such pre-authorization as long as they are within the standard limits for travel.
Conference Committee and staff travel must be approved by the General Chair (GC) of the conference for which the travel is undertaken.  For example, travel for CMG’07 must be approved by the GC of CMG’07 and travel for CMG’08 by the GC for CMG’08, etc.  When a GC has not yet been appointed, travel must be approved by the President.

An officer may not approve his or her own travel but must obtain approval as otherwise provided in the Policy.
The Vice President must approve travel to the U.S. regional meetings.

The President must approve travel to the international CMG meetings.

The President must approve travel of non-directors to the Board of Directors’ meetings.

Other individual travel cases are at the discretion of the President.

The Treasurer must approve the President’s travel.

The President must approve the General Chair’s travel.

If a traveler requests approval for a submitted expense report and does not receive acknowledgement from the approver within 7 days, then any 2 officers may approve the report unless:

· The approver has questions about the report or

· The expense report has been denied

If the expense report has not been denied or the questions are answered and approval is still not received, then any 2 officers may approve the expense report.

General
All expenses require a receipt.
All reimbursement requests (consisting of EXCEL form and receipts) should be approved and received by the bookkeeper within 60 days of the date that the expense was incurred or within 60 days of the last date that the travel occurred (where we will allow the later of the two dates).  They should certainly be submitted before incurring any new expenses.  They must be submitted within 30 days of the financial year end.  
Exceptions to other policies as stated herein must be approved in advance at the discretion of the volunteer responsible (President, Vice-President, Treasurer, GC) for approving the travel request.

One personal telephone call and/or Internet connection up to $15 each day is reimbursable.

CMG will not pay for personal 'entertainment' (shows, alcohol outside of group meals, movies, etc) expenses.

CMG will generally not reimburse for personal incidental expenses such as toiletries, laundry, etc.

When gratuities are normally provided (meals, taxis, etc.) the amount should generally be kept to 10 - 20% of the original bill.

In order to obtain reimbursement, travelers must complete an expense report and forward it according to the policies established by the Finance Committee.   A copy of the current electronic expense report can be obtained from the Treasurer or from the current bookkeeper.  The expense report must be in the proper form before it will be accepted.  See the section on proper expense reports.

The current procedure is to email the completed expense report to the person who approves it, to the Treasurer and to the bookkeeper.  Additionally the signed copy of the expense report along with the receipts must be mailed or emailed to the bookkeeper.  If email is used, make sure the receipts are readable by the bookkeeper before destroying them.
In cases where this policy is not specific, IRS rules and regulations will prevail. Detailed receipts are required for all expenses over $25.00.
Mileage, Parking, Taxis, Tolls
Miles driven using personal autos may be reimbursed at the rate then currently approved by the Internal Revenue Service.  

CMG will reimburse reasonable parking expenses.  Every effort should be made to obtain the best possible rate for parking without compromising the security of the individual or vehicle.  If parking at an airport, short-term parking should be bypassed in favor of long-term or even off-airport parking where available.

Taxi fares will be reimbursed as required.  When possible, ride sharing should be considered as an option to reduce expenses.

Necessary tolls will be paid when accompanied by a receipt.
Rental Cars
When approved in advance, rental cars will be reimbursed.  No more than one car for every four travelers will be reimbursed. 
Judgment should be used on fuel prices and deals.  Some rental companies are now offering flat fees for the gas in the car and the car can be returned with an empty tank.  If the anticipated amount of travel will consume a tank of gas, then this becomes economically attractive.  If the travel will not consume the tank, then gas should be purchased separately.

Air Travel

Air travel expenses for coach travel on scheduled airlines will be reimbursed when trips are necessary and approved by the person responsible for approving the travel required.  Charter flights, premium fares, and private planes are not reimbursable by CMG.


All domestic airfares exceeding $650 must be approved in advance by the person responsible for approving the travel for the specific trip (see Approvals above). The table below lists the airfare costs for international trips that need pre-approval for the airfare in addition to approval for the trip. If the responsible person cannot respond within 24 hours, then any other officer can approve it.  In the case of a documented medical emergency, the procedures listed above for medical emergencies will be used.  Officers include President, Vice President, Secretary and Treasurer.

International Airfare Limits needing approval 

Europe



$1,600
Asia 


            $1,800
Other International

$1,600
Individuals should make every effort to reduce the cost of air travel by maintaining a flexible arrival and departure schedule.  Where extra room nights are less than the incremental cost of airfares, CMG will reimburse room nights and meals for a Saturday night stay-over to reduce airfare.  

All flights should be booked as far in advance as possible, and must be booked no later than 21 days in advance of date of departure, to reduce the cost of travel.  Trips booked less than 21 days prior to travel without the prior approval of the President or Treasurer will .be reimbursed at the cost of the airfare or the spending limit, whichever is lower.  Fees charged for changing tickets will only be paid with prior approval of the President or Treasurer.  If none of the approvers can respond within 24 hours, then any other officer can approve it.  In the case of a documented medical emergency any two of the 4 officers may approve the travel.  Approvals required under this paragraph for the President’s or Treasurer’s travel must be approved by an officer other than the one making the request (e.g., for the President’s request, by the Treasurer).

Lodging
CMG will reimburse reasonable hotel room and tax charges.  Individuals are responsible for payment of their own room and tax charges, which they may then claim on an expense report for authorized CMG travel.

The sole exception to the above is at the annual conference.  At the annual conference, room and tax charges will be made to the CMG Master Account at various hotels under the following circumstances:

· Paid staff room nights before, during, and after the conference as required to support the conference.

· Volunteer room nights for volunteers working the period prior to the conference.

· Volunteer, staff, and member room nights the Friday following the conference for those attending the President's dinner.

· Fellowship winner's room nights throughout the conference.

· Room nights earned at conference and overflow hotels may be offered to volunteers or used for staff at the discretion of the General Chair and President.

· The General Chair and Program Chair must approve complimentary rooms in advance for speakers at the conference. 

· The President and General Chair must both approve complimentary rooms in advance for non-speakers at the conference.

The only charges allowable to the master account are room and tax and only under the above circumstances.  Charges to the master account will be reviewed by the conference Treasurer on a daily basis and inappropriate charges rejected.  Each individual must present a credit card to the hotel on arrival to cover other expenses.

Meals
For individuals traveling on behalf of CMG, the IRS standard daily meal allowance will apply.  

When groups are traveling together, it is expected that the volunteer in charge will organize meal functions and adhere to the rates.  Any shared meal receipts must contain the name of each person that attended the meal and must be a complete receipt not just an item on the hotel bill.  When the hotel or another contractor is picking up the cost of a meal everyone is expected to attend and CMG will not reimburse a meal for an individual not eating with the group.  The President or GC must approve any special circumstances to this rule in advance.  

Should the President choose to purchase other food and beverage items so that board members can share them during official CMG business meetings, then these will be reimbursed provided they are approved in advance by the person who approves the President’s travel expenses. There will be a daily limit of $30 per day unless increased by a vote of the finance committee.
At the annual conference, normal conference Food and Beverage (F&B) functions will be used for meals except where work schedules make that impossible.  Beginning the days before the conference and until the workshops/conference begin, meals will be organized for the volunteers and staff by the F&B coordinator of the conference.  During the conference, staff is expected to avail themselves of the conference meal functions except when their responsibilities conflict with the meal schedules.  When a scheduling conflict does occur, meals may be ordered, with the approval of the GC, and charged to the master account. Excessive meal charges or meals charged to rooms without prior approval are the responsibility of the individual traveler.   The President or General Chair must approve in advance any guest attending a food function.

Proper Expense Forms
Below is an example of a proper expense form.  Note that each city that a charge occurred in for a particular date must be on a separate line.  The date needs to be in the date column, the activity column must contain the actual activities that are being expensed on that line. The city where the expense incurred must be in the City/State column.  Lodging must be broken down by day so that the daily totals are available.  Anything in the Misc. column must have an explanation.   The name of the traveler, the current date, the dates of the trip, traveler’s phone number and destination city must be correct and completed.  The explanation must be a complete explanation for the why the traveler took the trip. The send check to section must be completed with the person’s name and full address and the hard copy version must be signed and dated.  The correct code must be in the account number section.  Account codes can be found in the chart of accounts either on the web or the traveler can request a copy of the account codes.
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1 |CMG Travel Name of Traveler traveler's name Today's Date __ 2113007 Dates of Trip: __2/7007 o 2m7

2 |Expense Repdrt Phone: traveler's phone numt  Explanation: CMG site visit and budget meeting

3| 2007 Destination San Diego, Ca

4

5

6 Taxi / Tolls/ Local Tran/ Explain

7 [pay | Date City, State___|Lodging | _Fare Parking Miles at 485 __|Auto Rental| Brkfst | Lunch | Dinner | Below) T

8 [Sun_[11-Feblcar Raleigh, NC §45.00 50.00

9 [Sun_|11-Feb|Breakfast San Diego, Ca 50.00 753

10 [Sun_[11-Feb|Lunch / Dinner [Atlanta, Ga 50.00 EEE]

11 [Mon [ 50.00}

12 [Tue 50.00

13 [Wed | 7-Feb|dmnner atlanta, Ga 50.00 EEE

14 [Wed | 7-Feb|hotel & nternet access San Diego, Ca $105 61 50.00 595

15 [Thu | &-Feb|hotel & group dinner San Diego, Ca $10.61 50.00 21442}

16 [Thu | 8Feb|mbound treasurer packages San Diego, Ca 50.00 60|

17 [Fri_| 9-Feb|hotel & group meals & nternet acqSan Diego, Ca $10.61 50.00 25570] 24793 51938 595 §
18 [Fri | 9-Feb|outbound treasurer package _|San Diego, Ca 50.00 5.00)

19 [Sat__[10-Feb|hotel & group meals San Diego, Ca FI0G61 50.0) 73300 11570

20 [Totals 543844 50.00 §4500 i 50.00 5000 §49753] 525176 $05338 53090] §
21

22 [Account Distribution

23 Account Number Description Amount

24 110,942 Board Travel §148.31

2% pproved by Date:

26

27 31094 Conf Travel §1,.057.66 | Check drawn Date.

28 T11.776 [Treasure Postage $11.00] (accounting) Check NO

29

an

El TOTAL 5211695

2 Send Check to: Expense Report Total

33 |1 cerify that this|trip was autharized prior to its intiation, that allthe expenses were necessary to conduct Traveler's name Less

34|CMG business, fhat the expenses have not been reimbursed by my employer or any organization, and that the Traveler's address CMG Paid Exp |
35 |expenses will ngt be reimbursed by others. All travel related expenditures are consistent with CMG's policies Raleigh, NC 27603 Advances ]
36 |on travel reimbuisement. | have attached original receipts (unless otherwise explained below)

37 | for ainftrain travel, auto rental, taxi, parking, lodging, and any other expenses in excess of $25.00, At Due Subriter [
)

39 | Explanations: |2 packages inbound, ane from Stermer and the other AG Edwards signature card

0 1 outbound package fee to Stermer

a1 all group receipts have the name of the peaple atthe meal listed on the receipt

a2 Lunch on Satwas comp'd

43 |Signed Date. At Due CMG

44 L
5
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a7
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