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Purpose:  To define the policies for travel and entertainment by members of the NNAHU Board of Trustees, its committees, task forces, advisory groups and subsidiaries and others traveling at NNAHU expense for meetings where attendance has been requested or required. 
Policy and Procedures: Each member is reminded that NNAHU’s image can be best served by the use of restraint rather than extravagance in spending the chapter’s (and therefore the members’) money.  Expenses reimbursed under this P&P must be budgeted in the annual budget, authorized and becomes available for reimbursement when consistent with the rules of this P&P.  Attendance and involvement in activities associated with NNAHU approved travel is expected.  An individual cannot be reimbursed more than 100% of their actual expenses from any source.  Any reimbursement should only be made available to members who have been active participants in the calls and work of their respective committee or who have been selected and approved by the Board of Directors to be an at-large member at an event. 
1. Attendance/Participation Expectations

a. Since the primary purposes of attendance and participation in these events is to learn, participate and promote NNAHU in a positive manner, attendance is required in order to receive reimbursement for any travel or entertainment expenses.

b. Reimbursement may be approved by the NNAHU President despite a failure to attend a required activity when the person requesting reimbursement has given the NNAHU President a reasonable explanation, in the judgement of the President, as to the reason for the failure to attend.

i. If the member’s reimbursement is disallowed by the President, that member has a right to petition the Board of Directors to override the President’s decision.

ii. An override of the President’s decision will make the member eligible for reimbursement consistent with this P&P.

c. A member, who has been provided advanced funding for travel or entertainment to an approved event, but who does not meet the attendance and participation requirements of this P&P will be required to reimburse NNAHU for the advanced payments unless that member petitions the Board of Directors and the Board votes to suspend this requirement for that member.

i. A member seeking advance funding must petition the Board of Directors and be approved by the Board for such funding.

ii. The Board will decide the amount of the advance funding and must approve that level of funding by a majority vote.

iii. An advance funding payment will be made by check and will be sent to the member who has been approved by the Board for such funding with a requirement that the check be cashed within 30 days or that member will be sent a notice that a stop payment will be processed on that check after seven days from the date of the notification.

2. Eligible Travel and Entertainment Expenses:

a. Hotel expenses will be reimbursed up to the cost of one-half (1/2) per night (plus one-half (1/2) of the room taxes) of a double occupancy room at the hotel for the dates of the event including the night before the event and/or the night that the event ends before traveling home.

i. Reimbursements for one-half of a double occupancy room will be based on the hotel at which the event is being held, the nearest hotel that has been designated by the event host as the event hotel or the hotel that the NNAHU President has designated as the chapter’s selected hotel for its attending members.

ii. When circumstances arise that makes it not possible for two members to share a double occupancy hotel room, the NNAHU President, with the agreement of the Vice President of Finance, may authorize the reimbursement of a single hotel room rate, but such authorization must be sought by the member and approved in advance of the event.

iii. Additional room charges of any kind (except taxes and surcharges), including tips, are the responsibility of the member occupying the hotel room and will not be reimbursed.

b. Transportation expenses –

i. Airline tickets will be reimbursed at the cost of economy fare only.

ii. Airlines tickets will only be reimbursed if purchased within two weeks of the member being approved to attend the event and the Vice President of Finance will notify the member selected to attend as to this deadline as soon as it is known who has been approved.

iii. Airline charges for luggage will be limited to the cost of two checked pieces of luggage unless the carrying of material related to chapter business requires more pieces of luggage, at which time that it is known, advance shipments to the event site should be considered.

iv. Airline charges for meals, drinks, infight entertainment, inflight computer or phone access and any other optional services besides those listed in this P&P will not be reimbursed.

c. Personal car usage, rental car, cab or private car services –

i. Personal car usage may be reimbursed at 50% of the IRS standard, plus applicable toll charges and parking fees with receipts being required to be submitted, but total car expense reimbursement may not exceed the reasonable economy airfare as defined in this P&P.

ii. Rental car reimbursement, plus gas, toll charges and parking fees may only be approved for the cost of driving to and from an event and not for driving in the area of the event or the areas nearby the event.

iii. Cab and private car services, such as, but not limit to, Uber, Lift or other similar services, may be reimbursed, when receipts are submitted, if such expenses are incurred for destinations within the single urban at which the event is being held and reimbursements for such services are not allowed for travel between cities.

d. Meal expenses –

i. Meal reimbursements will be limited to no more than $75? per day.

ii. Receipts or credit card transaction records with the name of the eating facility clearly stated are required for reimbursement. 

3. Maximum Reimbursement Per Event

a. The Board of Directors will approve the maximum amount of reimbursement for any member attending and participating in any event authorized by the Board in the annual budget each new Board Year.

b. The approval of a maximum reimbursement amount by the Board of Directors does not guarantee a member that such a member will be paid the maximum amount unless that person submits receipts that fit the directive of this P&P and are equal or exceed the maximum reimbursement level.

c. Submitted receipts that in total exceed the maximum reimbursement will not be reimbursed and such expenses over the maximum reimbursement level, are the responsibility of the member that attended the event.

d. Expenses that are being reimbursed by any business entity or association other than NNAHU may not be submitted for reimbursement to NNAHU.

i. If NNAHU becomes aware of a member being reimbursed from other sources for expenses submitted for reimbursement to NNAHU, the Vice President of Finance may not reimburse for the same expenses.

ii. If in the mind of the Vice President of Finance there is doubt about another source reimbursing for the same expenses to the member requesting reimbursement from NNAHU, the Vice President of Finance will contact the member requesting the reimbursement and request clarification while making clear to that member NNAHU may contact the entity that may be reimbursing for the same expenses before deciding whether to approve or reject that member’s reimbursement request.

4. Procedures For Requesting Reimbursement

a. All requests for reimbursement of travel or entertainment expenses must be submitted using the standard NNAHU expense reimbursement request form.

b. All expense reimbursement request forms must be received by the Vice President of Finance within 60 days of the closing date of the event for which the expense reimbursements are being requested

c. All expense reimbursement request forms must include related receipts or other forms of proof of the expense.

d. The member requesting the reimbursement must sign a declaration on the form that they understand that they may not be reimbursed more than 100% of their actual expenses from any combination of sources and that the NNAHU may contact other businesses or associations to confirm that the member is not collecting any more than 100% of that member’s actual expenses.

e. The member who experiences a conflict about what should be the approved amount of reimbursement may petition The Board of Directors to seek review and have the amount of reimbursement adjusted if the Board approves such an adjusted to the payment.

Financial Impact:  

Enhanced fairness to a member representing NNAHU at various association events along with enhanced protection and more efficiency in the use of NNAHU finances when the chapter is reimbursing members for travel and entertainment expenses.

