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Expense Reporting and Reimbursement Policy Template
The affiliate may use this information as a guide in developing a policy applicable to the affiliate. Reference the affiliate program of work and budget when setting dollar limits.
Each affiliate’s processing of checks and invoices varies. This template does not highlight a process, but it is recommended that the affiliate include in this policy a general procedure that a traveler should use to submit an expense report (ie, reimbursement form, who to send the form to, when to anticipate the check, etc).

All expense reimbursement requests received must be approved by the affiliate treasurer.

Reimbursement will not be processed and may be returned to the issuing party if:

1. Expense reimbursement requests are inadequately coded.

2. The amount requested exceeds affiliate expense reimbursement limits and/or budget.

3. Documentation included with the expense reimbursement request does not support the expense reimbursement amounts or lacks necessary detail.

4. Credit card statements and cancelled checks are submitted as proof of purchase.

General Expense Reimbursement Procedures

The <affiliate> reimburses individuals for ordinary, necessary, and reasonable expenses that are directly related to affiliate business. Reimbursement should be fair and equitable to the individual and the affiliate. Violation of the policy may result in denial of reimbursement.  

· Every reimbursable expenditure must be substantiated with an original receipt.

· Receipts should be attached chronologically as referenced on the expense report.

· Please be advised that a credit card statement alone is not considered proof of purchase. A receipt for each credit card purchase is required. 

· Tear-off tabs for meals are not considered appropriate receipts unless validated by a cash register.  

· If paying for other reimbursable individuals, it is preferable that each individual pay separately and obtain a receipt.  If this is not appropriate whoever pays the bill must note on the expense report who is covered on the receipt. 

· Entertainment expenses incurred by individuals are allowable for approved business reasons. Receipts must list each attendee’s name, their company, title, and business purpose.  

· If a receipt is lost, the traveler must seek a duplicate.  If this is impossible due to the nature of the receipt, a memo explaining the circumstances will be accepted.  
TRANSPORTATION
Reimbursable expenses may include transportation to/from airport, other local businesses, tolls, parking, subway, train, bus and/or actual car mileage. The most economical route and/or mode of transportation are to be used.  Automobile travel when properly authorized will be reimbursed at $0.575 per mile. Traffic fines, parking violations, and automobile maintenance or repair are not reimbursable. 

Car rental requires prior approval. Travelers should arrange to rent the least expensive vehicle that is safe and comfortable, up to a mid-sized sedan. A rental agreement should be in the names of the <affiliate> and the individual traveler.

HOTEL ROOM
Lodging expenses are eligible for reimbursement only when they are incurred more than 50 miles from the individual traveler’s home of record.  

When checking in the hotel, use the traveler name and the name and address of the affiliate. The traveler will need to pay all incidental room charges upon checkout (telephone calls, room service, hotel restaurant meals charged to your room, etc.). The traveler may submit reimbursable incidentals on an expense report. For individual travel, direct billing is not always an option.  The traveler is expected to pay for lodging and submit the expense on an expense report. 

Hotel expenses should be for room and taxes only.  Other expenses on bill for parking, meals etc. should be shown on the appropriate expense line item on the expense report form. Please be advised that a credit card statement is no longer accepted as standalone proof of payment for hotel expenses. A paid itemized hotel bill must be submitted along with the credit card statement to be processed for payment. A paid itemized hotel bill can be submitted by itself as proof of payment of hotel expenses.

AVERAGE DAILY EXPENSE ALLOWANCE

An average of <insert set amounts of specific cities or events> is allowed. This covers meals, tips, local non-business transportation, laundry and valet, and necessary incidental expenses while you are at the meeting site.  

FAILURE TO FOLLOW POLICY MAY RESULT IN REIMBURSEMENT DELAY.

