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Purpose:  To require that expense reimbursement requests and accompanying receipts be submitted within the timeline defined by this Policy and Procedure.

Policy and Procedures:  Requests for reimbursement of expenses and all required receipts must be submitted to the Vice President of Finance in a timely manner.

1. Requests for the reimbursement of expenses and all accompanying receipts must be submitted to the Vice President of Finance within 45 days of the expense being incurred, except for certain travel related expenses.

a. Travel related expenses that require advance payment including, but not limited to, event registration, airline travel, hotel reservations or car rentals, may not be reimbursed before the travel is completed.

b. Such travel expenses must be submitted for reimbursement within 45 days of the travel.

c. If the travel occurs over a number of days, the 45-day window for submission of the reimbursement request and accompanying receipts begins on the last day of the travel.

2. Requests for reimbursement of expenses must be submitted on the appropriate Expense Reimbursement Request form and must be accompanied by all receipts for those expenses.

Financial Impact:

Timely reimbursement requests and the submission of appropriate receipts will keep each month’s financial report to the Board of Directors up to date without requiring the reserving of funds for expenses that are known, but have not been claimed over an extended period of time.
