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hearingloss.org

CHAPTER COORDINATOR EXPENSE REIMBURSEMENT REQUEST
	Code
	Program Name
	Revised:  2.25.16

	02
	General & Administrative
	Requested by:
	
	

	03
	Development
	Date Requested:
	
	

	04
	Chapter Services
	Ck. Needed By:
	
	

	05
	Convention
	
	
	

	06
	Magazine
	
	
	

	07
	Membership
	Payee:
	

	08
	Publications
	Address:
	

	09
	Advocacy
	City, State, Zip:
	

	10
	RERC
	Notes: see attached documents

	12
	State Associations
	

	17
	Walk4Hearing
	

	22
	Loop Project
	


	Pgm.Code
	Item Code
	Item Name
	Brief Description of Payment or Expense
	Amount

	04
	5081
	Chapter Coordinator Expenses
	
	

	
	
	
	TOTAL:
	


Please allow 15 business days for HLAA to process this request. Should you have any questions please contact Chapters@hearingloss.org.

See the attached page for an explanation of the reimbursement procedure.

CHAPTER COORDINATOR 
EXPENSE REIMBURSEMENT PROCEDURE
All travel for HLAA business shall be conducted in the most effective and economical manner.
Instructions

Please staple all receipts to the form and submit itemized receipts, not just credit card receipts for the total. All rates shown below are for 2016.

Transportation

· HLAA covers the cost of roundtrip economy air travel and expects HLAA Chapter Coordinators to find the most reasonable fare.

· HLAA covers transportation by car. If you drive, please keep track of mileage per MapQuest or Google Maps and submit a copy of a document showing the route and mileage to and/or to and from the destination.

· HLAA will reimburse you for the standard IRS rate per mile driven. In 2016 the rate is 54¢ per mile.

· HLAA will reimburse mileage between home and directly to the local airport. Please use shuttles or drive to local airports rather than taking taxicabs.

· HLAA will reimburse you for parking fees and highway tolls when you submit such receipts. If you use a service like EZ-Pass, submit a statement showing the tolls; please circle or star the entries included in the trip.
Hotel

· HLAA will reimburse you for a hotel stay up to a maximum of $175 per night in metropolitan areas and $130 per night in towns and smaller cities.

· If you wish to extend your stay for personal reasons beyond the conclusion of the official event HLAA requires that you pay for the additional cost yourself. You will then use your personal credit card when checking in to the hotel for the extended stay.

(Continued)

Meals

· HLAA reimburses you for meals during travel on HLAA business. Please get all receipts, itemized (not just a credit card receipt) and submit those receipts with your reimbursement form.

· Meal limits are as follows: breakfast $12; lunch $15; dinner $29.
· HLAA does not reimburse the cost for any alcohol purchased including wine with dinner nor for guests.
Miscellaneous

· Plan to pay for any expenses that are personal in nature such as toiletries, movies, etc. 


