
INTERNATIONAL READING ASSOCIATION



Finance Policy: Travel and Related Matters

A. POLICY

The International Reading Association (The Association or IRA) approves and pays for necessary and reasonable travel and business expenses incurred while conducting authorized Association business.  The travel policy and related guidelines contained in this statement are designed to conform to the substantiation rules published by the Internal Revenue Service (IRS). 
B. SCOPE

This policy applies to the following individuals who travel or incur other business expenses on behalf of the Association, regardless of funding source:

· Employees of the Association

· Board and Committee Members whose travel and other business expenses will be paid by the Association

· Non-employees (including volunteers and job applicants) who have been invited to the Association or have been authorized to travel or incur business expenses on behalf of the Association


This document outlines policies and procedures in general terms to allow reasonable discretion for travelers and administrators and is not expected to cover every possible situation. Federally funded programs may have additional requirements.  Exceptions and unusual items should be discussed in advance with the approver or Executive Director.


C. RESPONSIBILITY

The Association
The Association is responsible for ensuring that all payments for travel and other business expenses are fair and equitable to both the individual and the Association, and are made in accordance with this policy and external regulations.  The Association has no obligation to reimburse employees, Board or Committee members, volunteers or non-employees for expenses that are not in compliance with this policy.
Division Heads
Divisions of the Association are responsible for ensuring that anyone traveling or incurring other business expenses on behalf of the Association is aware of, and will abide by, the policies and procedures outlined in this document.  Divisions may, at their discretion, impose greater but not less control than required by this policy.  Each Division Director, or his/her designee, is responsible for monitoring that expenses incurred in their Division or Department are within budgetary limits as approved by the Board of Directors.

Authorized Approver
It is the responsibility of the supervisor authorized to approve travel and other business expenses to ensure that all reporting and documentation requirements are met and that expenses adhere to these guidelines.  Because they are more familiar with expenses incurred on behalf of their departments than is the Accounting Department, authorized approvers must verify that expenses and the Travel Expense Voucher (TEV) meet the following criteria:

· The expense was incurred while conducting Association business.

· The information contained on the TEV and in accompanying documentation is accurate and in accordance with this policy.

· The expense is charged to the proper general ledger account(s).

· The expenses meet applicable Federal requirements in the case of expenses related to federally funded programs.

Employees, Board Members and Non-Employees
Employees, Board Members, Volunteers and other non-employees traveling on business, or incurring other business expenses on behalf of the Association, are responsible for complying with Association policy.  All expenditures by employees must be submitted via the Association’s Travel Expense Voucher.

To make sure his/her travel and other expenses are allowable, the traveler should:

· Review the accompanying travel policies before his/her trip, so he/she will know what is allowable and what is not.

· Make travel reservations through IRA’s designated travel agent.

· Use his/her IRA corporate credit card for all air and rail travel, rental car, hotel and restaurant charges for which the card is accepted.

· Use an IRA provided telephone calling card for business-related phone calls.

· Save receipts for expenses – the originals must be attached to the TEV report.

· Provide the business purpose for all claimed expenses.

· Decline car rental insurance offered by rental agencies if using an IRA corporate credit card.

Federally-Funded Travel
Travel charged to programs funded by Federal funds or other third parties should follow this policy unless the funding agency imposes greater restrictions.  The terms of a particular grant or contract should be referred to for specific guidance on what expenditures are allowed.  Federally funded programs are subject to the guidelines set forth in the OMB Circular A-21, Section 48, Travel Costs.

Fundraising and Development Travel
The Association recognizes the unique nature of certain travel and business expenses incurred for fundraising and development activities.  If these activities necessitate a departure from stated policies, the individual should seek prior approval of such expenses and should attach an explanation for the deviation to the completed TEV.  The business purpose must indicate that the expenses are directly related to development activity. 
D. GUIDELINES

Travel and other business expenses should be incurred at the lowest cost to the Association.  Good stewardship of the Association’s resources is the basic guideline. 
Under no circumstances should pre-trip expenses for personal travel or other expenses be charged to, or temporarily funded by, the Association.  For example, airline tickets for a non-business traveling companion should not be charged to the Association.  Co-mingled personal and business expenses that are incurred during travel should be repaid within ten business days following the traveler’s return.

Approval and Reporting Procedures

To qualify for approval, travel must bear a direct relationship to the employee, Board Member or non-employee responsibilities at the Association.  In order to have an expense reimbursed, a properly approved TEV (or check request, in some cases) must be filled out and submitted to the Accounting Department within 10 days of completion of travel.  Convention and other event per diems are exceptions to the policies outlined below, as long as they fall at or below the IRS maximum per diem amount for the city where the event is held. 
Approval Hierarchy
The position ultimately responsible for approval of expenses is referred to as the Division Director throughout this document.  While the Division Director is responsible for approvals, he or she may designate a person, such as manager or supervisor, to actually perform the review and approval.  (Where “Division Director” is used it is intended to include their designee, if applicable.)  Travel and other business expenses must be approved by at least one person “upward” in the Association’s reporting chain as follows:

· Staff – Division Director or designee

· Department Manager, Assistant Director and “designee” – Division Director

· Division Director – Executive Director or Deputy Executive Director

· Deputy Executive Director – Executive Director or Director of Finance

· Executive Director – Deputy Executive Director or Finance Director

· Volunteer or Committee Member – Program Manager, Division Director or designee

· Board Member – Executive Director, Deputy Executive Director or Designee

Please note that the person approving the TEV must also have approval authority for the proper amount of the total expenditures.
 It is the duty of the person who incurred the expense to accurately report the expense on his/her TEV.  Under no circumstances should employees traveling together shift expenses between TEV forms to avoid the approval hierarchy.

After the TEV has been approved, the form should be forwarded to the Accounting Department for processing and payment.  The TEV should be completed, approved and forwarded to Accounting within 10 days of completion of travel.  Attach receipts for all expenditures of $25 or more (see Supporting Documents for details).

Cancelled or Postponed Trips
If the Association has prepaid expenses for a cancelled trip, these expenses should be entered on the TEV along with appropriate documentation and approval signatures.  Any expenses eligible for refund must be documented on the TEV, and it is the traveler’s responsibility to ensure that the Association receives the refund.

A nonrefundable ticket associated with a cancelled trip must be used for the employee’s next trip.

Exceptions

Exceptions to the Association travel policies and guidelines must be pre-approved and documented.  Only under extenuating circumstances will exceptions be approved.

Travel Expenses

Prepaid Expenses
Transportation tickets may be billed directly to the Association by using the designated travel agency.  Travelers booking flights through the Association’s agency must supply a valid IRA budget code in order to complete the transaction.  These expenses will be billed centrally to IRA on a monthly basis.

Expenses Incurred During Travel

Expenses incurred during travel should be charged to the extent possible to the employee’s IRA corporate credit card if the employee has an IRA credit card.  Expenses charged on the employee’s IRA corporate credit card or by direct billing are to be included on the TEV in the expense line but are not reimbursable to the traveler.

IRA Corporate Card

Corporate charge (credit) cards are available to any employee who regularly incurs travel expenses relating to IRA business.  The Division Director and the Director of Finance must approve requests for new cards.  A letter of understanding may be required prior to issuing the card.  While issued through IRA, charges incurred on these cards and submission to the IRA for payment is the responsibility of the individual.  Only allowable IRA business expenses, as defined by these policies, may be charged on the corporate card. The card is not for personal use.

Cardholders will receive detailed monthly statements from the IRA Finance Office.  Employees should review this statement carefully upon receipt to ensure that all charges are correct as authorized by the cardholder, and to confirm that each was properly submitted on their TEV report for payment.  Charges made to corporate credit cards should be included on the TEV expense section and then deducted from the amount due traveler in the “advance” line.  Charges made on a corporate credit card are considered advances.  Any charges not included on a TEV must be coded to the proper expense account, approved by the cardholder’s supervisor and forwarded to the Accounting Department for reconciliation.  Credit card charges that are not reconciled in a timely manner are considered taxable income by the IRS and will be reported on the employee’s W-2 as taxable income.

Up to $50,000 of car rental loss and damage insurance is automatically included when the rental car is paid for with the IRA corporate card.  The cost for this coverage is billed directly to IRA.  Employees should decline the insurance offered by the agent if they have a corporate credit card.

Cash Advances
Employees without a corporate card may receive travel advances via the Accounts Payable system based on the published per diems for the destination.  The amount of the advance depends on the length of the trip.  Advances must be approved by the Division Director.

A cash advance must be returned immediately if an authorized trip is cancelled or indefinitely postponed. 
Cash advances are deducted from the amount due to the traveler on the TEV.

Petty Cash
IRA maintains a petty cash fund to pay for small expenditures by employees.  Disbursements from the petty cash fund may only be made for allowable expenditures set forth herein or for travel advances for those employees without a corporate credit card.  A budget account code and two signatures are required on the request.

Supporting Documents

The Association requires that all employees and non-employees traveling on behalf of the Association submit their travel expense voucher (TEV) within ten (10) days of returning from travel.  Compliance is the responsibility of the employee/traveler.  IRA acknowledges that there may be extreme circumstances when an employee’s travel expenses are not reported in a timely manner. 
Travelers must fill out the TEV completely, including date, destination and purpose of travel, sign and date the TEV reports and forward them to their supervisor for review, budget coding and approval.  Once approved, the supervisor will forward the TEV reports to Accounts Payable for processing.

Allowable expenditures must be supported by original documentation attached to the TEV.  Receipts for expenses greater than $25.00 are required to be submitted with the completed TEV.  The documentation must be presented in an orderly fashion.  Submit all receipts taped or glued to an 8 ½” by 11” paper, attached to the TEV.  Please place receipts in date order and include explanations and cross references to the TEV in the margins.  In all cases, there must be a clear trail from the receipted amounts to the amounts claimed on the TEV.
The Internal Revenue Code requires corporate expenditures to be supported by adequate records which clearly establish that they were (i) ordinary and necessary, (ii) reasonable in amount, and (iii) incurred for a valid business purpose.  IRA interprets this to mean that all of the following criteria must be met to qualify for payment:

· The identity of the vendor or supplier must be indicated.

· The business purpose for the expenditure must be stated.

· The identity and business relationship of others participating in the event (e.g., entertainment, business meal, etc.) covered by the expenditure must be stated.

· Original itemized receipts must be attached to the TEV report for all expense items regardless of amount, except for transportation expenses under $25 (such as taxi fares, tolls, etc.).  Photocopies of receipts will not be accepted.  Substitute or incompletely documented receipts will not be paid (e.g., guest check stubs, receipts without dates).  Receipts provided as part of the monthly credit/corporate card statements are not considered original receipts.  In order to qualify for payment, the receipt must include a description and sufficient evidence that the purchase was made for a legitimate business purpose.

Photocopies of receipts are acceptable if the expense was shared by another employee who submitted the original receipt on his/her TEV.  The photocopy should state with whom the expense was shared.

Only the original airline ticket or e-ticket confirmation, that includes the cost of the ticket, can serve as supporting documentation for air travel; the itinerary alone is not sufficient. (E-ticket confirmations are normally delivered to the traveler via email.)

Itemized hotel bills and car rental agreements, regardless of amount, should be attached to the travel voucher.

In the rare event that a receipt or proof of payment is not available (accidentally destroyed, lost, etc.), the specific item must be approved by the Division Director.  An explanation should be included along with the alternative documentation, if available.

The following are not considered valid receipts according to the IRS:  checkbook carbon copies of checks, cancelled check, personal credit card monthly statements, or credit card receipts.

Expense reports which are not properly completed and approved may be returned to the employee/traveler.  Any reimbursement due to the traveler will be withheld until proper documentation is presented.

Reimbursement requests for expenses included in this policy which are not related to travel away from the individual’s usual workplace (including local business meals) may be done via the Association’s check request form, provided proper documentation and approval is included with the check request. 

Transportation

Travel should be by the most economical means reasonably possible. Reimbursement normally will be made at this rate only.  However, if time and convenience of the traveler and time away from the Association cause a traveler to select a travel mode other than the most economical, those factors will be considered in the computation of the reimbursement.

Air Travel and Related Expenses
Airline and rail travel should be reserved at the lowest applicable non-penalty coach fare.  Business, first class or club car travel is allowable only when no other flights or trains are available, and such arrangements were made through IRA’s travel agent.

Upgrades to first class or other arrangements for travel other than coach class will not be paid by the Association.  Travelers are requested to make reservations as far in advance as possible to take advantage of airline discounts.

A higher-grade ticket may not be converted into two lower-class tickets to permit another person to accompany the traveler on a business trip.  If converted tickets are submitted for payment, only the expense for the traveler on IRA business will be paid.
Employees are not entitled to personal payments or rebates if they travel at a fare class lower than their otherwise entitled fare class.

Non-refundable or penalty tickets provide considerable savings opportunities and should be considered when it is highly unlikely that an itinerary will change.  If additional costs are incurred due to changes in travel plans, these additional costs are allowable only if the cause of the change was business-related.

Travelers should request airline reservations according to approximate necessary departure or arrival time rather than by specific airline or flight number.  This will allow booking of the lowest logical or negotiated fare for flights departing within one hour before or after the preferred departure or arrival time.

Travelers should consider the use of alternate airports when the fare differential represents a significant savings.

Only tickets actually used may be charged to the TEV report. 
Although it is unusual for a traveler to receive a cash refund or rebate against a credit card payment, it is possible upon check-in to receive a refund when a fare is reduced, or when a rebate is offered due to a promotion by the airline.  In such instances, the refund/rebate should be reflected as a credit on the traveler’s TEV report.  Failure to report such rebates could result in loss of the employee’s corporate card or other remedial action.

Saturday Night Stay
If the traveler chooses an otherwise unnecessary Saturday night stay to reduce the cost of an airline ticket, a worksheet must be provided with the completed TEV showing the airfare with and without the Saturday night stay and the hotel/meal costs for the additional days to document the savings.  Entertainment and other personal expenses will not be covered by the Association.
Lost or Excess Baggage

The airlines are responsible for compensating the owners of lost baggage.  The Association will not reimburse travelers for personal items lost while traveling on business.

Fees may be charged by airlines for extra bags and baggage exceeding weight limits.  Excess baggage charges will be paid by the Association when it is reasonable and necessary.

Cancellations and Charges
When a trip is canceled after the ticket has been issued, the traveler should inquire about using the ticket for future travel.  Incurring cancellation and change fees for airline travel is a cost of doing business.  However, travelers must explain the reason why the change was necessary on their expense report.  Travelers who incur additional charges due to a change or cancellation for personal reasons may not be reimbursed for those changes. 

Unused airline tickets are negotiable documents and must be returned for a refund.  If a change in itinerary results in an exchange of tickets, only the net amount actually paid for the tickets should be claimed for payment.  This amount may be less than the total fares appearing on the passenger receipts.  In such instances, an explanation of the amount claimed should be provided. 
Ground Transportation and Parking

Taxi and car service used for business-related travel to and from airports or within out‑of‑town locations are allowable expenditures.  Travelers are reminded that hotel shuttles may be available free of charge or for a nominal fee.  The amount of the payment is equal to the actual fare, tolls, “extra” charges for luggage, passengers and the like, and a reasonable tip.  Taxis and car service used for travel to and from local airports are allowable when they are a cost-effective means to transportation.
Travelers using their personal vehicles to drive to the airport will be reimbursed at the standard mileage rate.  Parking at the airport will be paid, but travelers are urged to use long-term, lower cost parking lots when available.  The traveler will not be reimbursed for personal mileage and parking in an amount exceeding the cost of shuttle transportation to the airport.  Shuttle quotes should accompany the TEV as documentation.

Rental Cars

Automobiles may be rented when public transportation and taxis are impractical, more expensive, or not available, and only when traveling out of town.  Travelers may rent a car to their destinations when driving is more convenient and less expensive than airline travel and/or when driving is necessary to transport large or bulky material.

Vehicles up to an intermediate (midsize) class are allowable for individual travelers.  The next size class may be rented when three or more people are traveling together.  Names of the additional travelers should be listed on rental receipts when payment is requested for size classes above midsize.

Allowable items include the actual cost of the rental, tolls, and gasoline purchases.  Non-reimbursable costs include, but are not limited to tickets, fines, and traffic violations.  Although allowable, one-way rentals should be avoided and must be specifically explained in the documentation attached to the TEV report.

Personal Automobiles / Mileage Reimbursement

Employees will be reimbursed for the use of personal automobiles when used for business purposes.  The mileage reimbursement rate is the maximum rate allowed by the IRS.  Please check with the Accounting Department if assistance is needed to determine the current mileage rate.  The reimbursement is calculated by multiplying the reimbursement rate by the number of business miles driven.  This mileage rate covers all transportation and operating costs, including gasoline. Tolls and reasonable parking charges will also be reimbursed.  The Association may limit reimbursement for personal mileage to the cost of airline tickets where excessive mileage reimbursement is requested.

Mileage amounts, expenses claimed, and destination should be included with supporting documentation submitted with the TEV report.  Supporting documentation may include routes from websites such as www.mapquest which include the estimated mileage of the trip.

Airline Club Membership

Airline club/lounge fees are allowable at the discretion of the appropriate Division Director for employees who travel extensively.  For purposes of this document, extensive travel is defined as more than 10 trips per year.  These fees should be limited to one airline club/lounge per year.
Commuting Expenses

Travel from an employee’s residence to a normal place of business is treated as a commuting expense and is not reimbursable.

Travel Accident Insurance

Travel accident insurance is available to employees traveling for business purposes.  In order to obtain this coverage, employees must fill out an Advance Travel Form.  This form is available from the Finance Office and should be returned to the Finance Office before the employee begins traveling.

Spousal Travel

Spousal travel expenses are not allowable unless incurred for a valid business purpose, in which case the employee is required to obtain advance written approval from the Executive Director.  A memo stating the business need for the expense and documenting the necessary approval must accompany the TEV report.

Tips
Tips to porters, skycaps, bellhops, and others of a similar nature are permitted where reasonable and appropriate.  Receipts need not be provided.

Lodging

Hotel Accommodations
When attending an out-of-town event or seminar, IRA staff should stay at the hotel(s) affiliated with the event in order to take advantage of special rates (if any) for attendees.  A single non-concierge level room should be reserved.  Suites are acceptable only when the suite accommodation is the standard type room of the hotel.  Room reservation guarantees should be made to the traveler’s corporate card at the time of the booking.  If the traveler is unable to use the reservation, it is the traveler’s responsibility to cancel by calling the hotel directly.  “No show” charges are not allowable reimbursable expenses.

The following types of expenses are considered to be of a personal nature and will not be paid:

· Personal or extra-cost services such as barber, beautician, manicurist, shoeshine, and massage;

· Additional charge charges for room upgrades, poolside rooms, or special floors; and
· Charges for health clubs, in-room video games and in-room movies.
Hotel Cancellation Procedures

Since hotel reservations are typically guaranteed to assure lodging for late arrivals, travelers are required to cancel these reservations in a timely manner to prevent no show charges.  Except under extenuating circumstances, the Association will not process expenses due to a traveler’s failure to cancel guaranteed room reservations.

Meals

Meal expenses are allowable under three circumstances:

· When traveling out of town on IRA business;

· When conducting prescribed business activities; and
· When working overtime (as defined below), weekends or IRA holidays.

Meals While Traveling

This section covers “non-entertainment” meals while traveling.  “Non-entertainment” meals are defined as those meals taken by an individual IRA staff member, or groups of staff members, which are not connected with the purpose of the business travel.  Examples of such “non-entertainment” meals include meals taken alone at a hotel or with another staff member during lunch breaks or after the workday.  Meals while traveling should be included on the TEV form with receipts attached.  Meals taken with outside parties which have a business purpose are covered by the “business meals” policy below.

When working out of town on IRA business or attending an out‑of‑town training seminar, and an overnight stay is necessary, employees are entitled to submit the actual costs of meals purchased while traveling.  These claims are not subject to the maximums quoted in the section regarding Overtime, Weekend and Holiday Meals quoted below, but employees are expected to use good judgment in selecting moderately priced meals.  The cost of alcoholic beverages purchased will not be reimbursed.  Receipts for each meal claimed must be submitted with the employee’s TEV report.  Substitute or incompletely documented receipts will not be accepted and the payment will be disallowed.

Business Meals

This section covers business meals by employees that are part of a business appointment with an outside party, or a planned departmental function including lunches, where an entire department is conducting a special project which represents an “out of the ordinary” workload. The policy is not intended to cover “non-entertainment” meals while an employee is traveling, which are covered in the section above.

The purpose of the business meal and the names of the IRA staff and guests must be indicated on the receipts attached to the reimbursement request. Business meals while traveling away from the traveler’s normal work location should be included on the TEV form.  The check request form can be used for business meals close to the individual’s work location.
Employees are expected to use good judgment in controlling cost of meals with outside parties.  The cost of one alcoholic beverage with dinner will be reimbursed as part of the meal expense. The IRA Executive Director and Finance Director have the right to reimburse the employee or volunteer less than the full cost of a business meal if they judge any part of the cost of the meal or alcoholic beverages to be excessive.

Overtime, Weekend and Holiday Meals
Employees (whether exempt or non-exempt) who have been authorized by their supervisor to work ten or more hours on a regularly scheduled work day are entitled to submit the actual out-of-pocket cost of dinner, up to a maximum of $10.  A valid receipt evidencing the actual purchase of the meal claimed must be submitted on the check request form.  Groceries are not considered an allowable meal expense.  Substitute or incompletely documented receipts will not be accepted and the payment will be disallowed.

It is sometimes more convenient to have one individual pay for his or her own meal as well as that of other team members who qualify for a meal allowance.  This practice is acceptable providing the individual lists the names of all others covered by the payment and abides by the above limitations.  The other team members are not entitled to submit their own claims for payment under these circumstances.

Meals with Fellow Employees
Meal expenses incurred as part of a planned department function are allowable if they are approved in advance by the Division Director, Deputy Executive Director or Executive Director and otherwise meet the criteria set forth in this document.  Reimbursement requests for these types of meals can be done with a check request form.  Receipts and the names of included individuals must be attached to the check request form, and the form must be properly approved. 
Reimbursements for informal meals among small groups of IRA employees are not allowable, even if the purpose of the meal is to discuss IRA business, unless the meal is approved in advance by a Staff Director.  If such a meal is approved by a Staff Director, only the meal will be allowable; expenses for alcoholic beverages will not be allowable.  The amount of any payment is equal to the actual amount of the expense incurred at the restaurant plus/including a reasonable tip.

Departments may not expend Association funds for occasions such as farewell gatherings for employees, employee birthdays, weddings or anniversaries.  The Staff Activities Committee and Human Resources Department have funds budgeted and approved by the Board for the purpose of recognizing the many contributions made by all employees; therefore, expenses for additional recognition should not be charged to departmental budgets. 

Alcohol
The cost of one beverage with dinner will be reimbursed as part of the meal expense for business meals only.  Charges for alcohol consumed without meals, bottles of wine and/or bar charges will not be reimbursed.
The federal government has mandated that no alcohol may be charged as either a direct or indirect expense of federally sponsored programs.  This means that under no circumstance should alcohol be charged directly to a federal grant or contract project.

Miscellaneous

Miscellaneous expenses incurred by the traveler for the benefit of the Association will be processed.  Receipts for incidental charges costing $25 or more are required and must be attached to the TEV.  The travel expense voucher must include an explanation of why such expenditures were made.

Allowable miscellaneous travel expenses include the following:

· Business telephone calls made while away from the office will be reimbursed.  Reasonable calls to home will also be reimbursed (i.e., one call of reasonable length per day).  Direct long distance calls from the hotel room are extremely expensive and should be avoided.  Calling cards are available to employees who require them for business purposes.  Because these charges are billed centrally to IRA, they should not be included on an employee’s TEV report.

· Due to the high cost of airplane telephone charges, such costs are only allowable if they are business-related and incurred when the urgent nature of the call justifies the additional expense.  Employees are expected to use good judgment in incurring such expenses.

· Business office expenses such as word processing services, equipment rentals, fax and computer expenses, copy services, overnight delivery/postage, purchase of materials and supplies when normal purchasing procedures cannot be followed, rental of a room or other facility for the transaction of official business.

· Individuals traveling on IRA business and away from their homes for more than three days are entitled to submit actual laundry/valet expenses up to a maximum of $15 per week beginning on the fourth day.

· Special fees of foreign travel, including actual costs of obtaining a passport, visa, tourist card, and necessary photographs; cost of certificates of birth, health, identity, and related affidavits; charges for required inoculations and medical evacuation insurance; currency conversion and check cashing fees; the cost of local labor; the cost of full collision insurance on automobiles rented in foreign countries.

· Charges for checking and storing baggage necessary for the business purpose of the trip. Excess baggage charges are allowable only when necessary to carry out the business purpose of the trip.  Justification for carrying excess baggage must be provided on the TEV.

· Professional and industry conference fees are allowable only when approved in advance by the Division Director, Deputy Executive Director or Executive Director.

· Other ordinary and necessary expenses not included in the above categories.

Other allowable expenses include the following:

· Social and Luncheon Club dues and charges related to business activities are allowable through the TEV report and then only if the activity meets the criteria set forth elsewhere in this document.

· Club dues, minimum usage fees and charges related to particular business activities at political and professional clubs are allowable through the TEV report at the discretion of the Division Director, if the activity meets the criteria set forth elsewhere in this document.

· Application and annual fees for job-related professional licenses are allowable at the discretion of the Division Director or, in the case of the Division Director, the employee’s immediate supervisor.

· Reimbursement for or payment of annual membership dues for professional societies required as part of the employee’s position is allowable through the Accounts Payable system.  Payment for other societies requires the approval of the Division Director. Memberships should generally be for one year or less.  Under no circumstances will IRA pay for an individual lifetime membership dues. Individuals who have submitted their resignation may not request reimbursement for professional dues extending beyond the expected date of their resignation

· Ticket costs for entertainment events are allowable only when approved in advance by the Executive Director.  Payments of other costs that may be incurred during the event (e.g., meals, parking) is governed by the appropriate policy set forth elsewhere in this document, and is allowable only if the corresponding ticket costs are approved as noted above.

The Association’s check request form can be used to request reimbursement for the above miscellaneous reimbursable expenses.

Non-Reimbursable Travel or Business-Related Expenses

The following lists of non-reimbursable expenses are not to be considered all-inclusive, and a rule of reasonableness will be applied by the Executive Director and appropriate Division Director:

Transportation
· Airline tickets for circuitous routes, unless justified before purchase.

· A frequent flier ticket used for business travel cannot be reimbursed for any reason. 

· Parking tickets, fines for moving violations, or vehicle towing charges.

· Reimbursement for vehicle repair or servicing costs, regardless of cause, or insurance of personal automobiles.

· Theft, loss or damage of personal luggage and effects.

· Passenger insurance (flight insurance) or travel accident insurance (coverage is provided by IRA).

· Cost differential on premium and luxury car rentals.

· Expenses associated with normal commuting between an employee’s home and primary place of business.

· Any personal portion of the cost of a rental car.

· Travel expenses for family, friends or other guests of an employee or non-employee on Association business, unless approved in advance, in writing, by the Executive Director.

· Collision damage coverage on rental cars, if the employee has a corporate credit card.

Lodging
· Hotel rates that are $200 or more per day unless the exception is pre-approved for travel to large metropolitan areas or to conferences and meetings scheduled at resort hotels.
· Condominium rental at a resort location will be limited to $200 per day unless the condominium is rented for a group traveling together on Association business and a condominium is the most economical means of housing a group.
· Movies and other entertainment charged to the room, health club charges and other personal services.
· Additional charges above the single occupancy rates when traveling with a companion who is not traveling for official business purposes.
· Except under extenuating circumstances, the Association will not reimburse expenses due to a traveler’s failure to cancel guaranteed room reservations.
Meals and Entertainment
· No meal will be reimbursed in instances in which the traveler does not pay for the meal, or in instances in which meals are covered by conference or registration fees, unless separate meal arrangements are justified by Association business.

· Expenses for business meals (food or beverages) to the extent that such expense is lavish or extravagant under the circumstances.  Employees should expect to cover the excessive costs of such meals beyond a reasonable amount.

· Drinks in excess of one per (business) meal per traveler.

· Snacks or mini-bar, unless in lieu of a meal.

· Bottles of wine, drinks that are not associated with a meal, or drinks taken at a bar.

· Golf outings or tours that are in addition to the base conference registration fee.

Miscellaneous
· Baby/wedding showers

· Babysitting

· Birthday luncheons and/or staff birthday cakes

· Clothing

· Credit card late payment fees/penalties, unless caused by IRA

· Grooming expenses

· House-sitting

· Jury duty expenses

· Luggage or back-backs

· Payments to friends/relatives in lieu of incurring travel expenses (such payments represent private inurement per the IRS)

· Personal charitable contributions

· Personal gifts provided to business associates

· Pet boarding charges

· Political contributions

· Prescriptions, over-the-counter medication or other medical expenses.

· Other incidental items such as magazines, toiletries, and medicines that are considered personal items
Exceptions

Exceptions to this policy may be authorized, in writing, by the Executive Director.  A request for an exception must document the circumstances and need for the exception.  When an exception has been granted, payment of expenses submitted will be limited to the actual cost incurred, provided such costs are deemed to be ordinary and necessary under the circumstances.

Tax Treatment of Travel Expenses

Outstanding Cash Advances
Failure to account for a cash advance within 30 days will result in:

· Suspending of cash advance privileges

· Reporting the advance to the IRS on the (employee) traveler’s W-2 as taxable income

· Reporting the advance to the IRS on Form 1099 if the traveler is a non-employee

Once an unsettled advance has been added to the traveler’s W-2, it cannot be reversed even if settled.

Gifts and Awards to Employees

Gifts and awards given by the Association to employees may be considered taxable income to recipients. 
Employees are not authorized to purchase gift certificates for any occasion or in any denomination.  Further, employees are not authorized to purchase gifts with Association funds to recognize birthdays, anniversaries, weddings, births, graduations or any holiday.

Spousal Travel
The travel expenses of an employee’s (or non-employee’s) spouse, family or companion are not reimbursable unless pre-approved by the Executive Director.
In those situations when a spouse’s attendance at a professional function or involvement in fund-raising activities serves a legitimate business purpose and is approved by the Executive Director, reimbursement is appropriate and payment of the spouse’s travel expenses does not need to be reported to the IRS.

Departments that choose to pay for spousal or companion travel without a legitimate business purpose should inform the traveler that the payment will be taxable income to the employee and will be reported to the IRS. 
In the event that a spouse, companion or family member accompanies an employee, any increased costs must be paid by the employee.  Certain expenses may require allocation between personal and business purpose.  In this case, the employee should use a systematic and rational allocation method that fairly states the business portion of the expense.
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