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EXPENSE REIMBURSEMENT GUIDELINES FOR THE

ENLISTED ASSOCIATION OF THE NATIONAL GUARD OF MONTANA (EANGMT)

Updated: 25 February 2012

The following has been established to provide executive board members and other members with guidelines regarding policies related to the EANGMT reimbursement of travel and expenses incurred by executive members and/or designees.

I.
PROCEDURES
A.
Prior to submitting any EANGMT related expenses or obligations, members should obtain approval from the executive board.  Any expense may be disapproved by the EANGMT executive board if it is determined not to be compliant/ in accordance with parameters established.

B.
Approving Authority for the EANGMT reimbursement request shall be as follows:

	Position
	Approval Signature

	President
	Any other Executive Board Member

	Executive Board Member
	President and/or any other board member

	Committee Chairman/Member
	President and/or any other board member


C.
Expenses to be reimbursed by EANGMT must be submitted on an EANGMT Expense Voucher (available for download from the EANGMT Website at www.mteang.org.) The Expense Voucher form must be submitted to the Treasurer of EANGMT within 60 days of the date the expense was incurred.  Late filing may result in denial of reimbursement. The expense voucher must be signed by the requesting party and the approving Executive Member (refer to above table).  All original itemized receipts must be attached to the report prior to submittal to the Treasurer for payment. Copies of receipts are not acceptable and expense submission may be returned.

II.
TRAVEL REIMBURSEMENT GUIDELINES


Travel expenses will be reimbursed as follows:

A. Ground Transportation

· Personal car is reimbursable at the current federal rate or total of the gas receipts; to be determined by the board. Personal car mileage expense should never exceed the cost to fly.  If it does, reimbursement is limited to the lesser of the two costs.

· Parking, shuttles and/or taxis are reimbursable with a receipt. When the length of your trip is such that a roundtrip taxi fare is less than long-term/economy parking, we recommend that this option be exercised.  When available, please make use of hotel-provided van or shuttle services to and from the airport, which may be free of charge or for a nominal fee.

· Car Rental.  Any car rental must be preapproved by the executive board.  All vehicles rented for EANGMT business must include the comprehensive and collision insurance as offered by the rental agencies, unless covered under the members’ personal insurance plan or other coverage (i.e. credit card).  
B. Meals

Meal reimbursement will be up to the per diem standard rate.  Any higher expenditures for special circumstances will be upon executive board approval.  Meals may not be reimbursed without proof of actual expenditure.  If meal reimbursement covers other individuals besides yourself, please list their names.

C. Airfare

EANGMT will reimburse the price of “coach/ economy class” airfare only.  All air travel must be preapproved by the executive board. 
D. Hotel
Hotel reimbursement will be no more than the government rate for lodging.
III. MISCELLANEOUS INCIDENTAL EXPENSES

A. Printing, postage and other supplies/expenses
Submit receipts. These expenses are recognized as necessary operating expenses however, still subject to approval by the executive board.
B. Equipment and software

These expenditures should be budgeted and preapproved by the EANGMT executive board.  However, in some rare instances to simplify acquisition, a member may confer with the president*.  All equipment and software, whether purchased directly or reimbursed, remains the property of EANGMT.
C. Telephone

EANGMT will reimburse EANGMT business related calls only.  Please submit copies of personal telephone bill or hotel bill showing telephone calls with the EANGMT related calls highlighted.  If possible, do not place calls from your hotel room, as they tend to charge excessive service fees for in-room calls. When possible, please use a calling card, cell phone or pay phone.
D. Registrations
EANGMT executive board preapproval is required for reimbursement of any conference registrations.

*The EANGMT President and Secretary have up to $50.00 discretionary spending allowances in order to conduct necessary EANGMT day-to-day business.  Otherwise, an email vote may be conducted if expenditure cannot wait until after the next board meeting.  
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