Association of California Nurse Leaders

Travel Expense Policy
Purpose:

To provide specific guidance to ACNL members when incurring expenses on behalf of the organization for travel and other business-related activities.

Policy:

ACNL shall reimburse for authorized and reasonable professional meetings and other pre-approved activities as authorized.

1.
Travel and Accommodation Limitations
a.  Airline reservations are to be booked by the member at the lowest fare available.  Members may book their travel via web or through their own travel agent and submit the air travel bill to the ACNL office within one month of the travel date to ensure timely reimbursement.  

b.  Members are expected to make travel arrangements a minimum of three (3) weeks in advance of the event and secure the lowest fare available.

c.  Reimbursement will be for the lowest fare available.

d.  Airline travel shall be reimbursed only at the coach rate.

2.  Ground Travel
a.  Personal care expenses will be reimbursed at federal rate per mile.  



1)
It is requested that ground transportation be used for distances up to 125 miles one way, unless air travel is less expensive.



OR
2)  Maximum amount of travel expense will be equivalent to airfare when traveling by automobile.

b.  Parking lot fees will be reimbursed if accompanied by an original receipt.  Members are encouraged to use economy parking.

c.  If ground transportation is required at a destination and a hotel shuttle is not available, ACNL will reimburse member for cab/bus fares accompanied by an original receipt.

3.
Car Rental
a.  Rental cars are to be rented only after prior approval by the Executive Director of ACNL.

b.  Rental cars will be reimbursed at the compact rate unless more than two (2) members are traveling together and then the rental of a “mid-size” car will be reimbursed.  Any upgrades will be paid for by the member.

4.
Accommodations
a.  Lodging accommodations will be reimbursed at the standard double room rate.  If a private room is desired, half the standard double room charge must be paid by the member.

b.  Overnight accommodations are typically reimbursed when an overnight stay is required or contact the Executive Director for approval.

5.  Meals
a.  When meals are not provided, meals will be reimbursed at actual cost plus tips (not to exceed 15%) up to a maximum of $15.00 for breakfast, $20.00 for lunch, $30.00 for dinner  (per meal reimbursement not per day)  

b.  Meals are reimbursed for the day prior to a meeting only if overnight travel is involved and for the days of the meeting only.   
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6.  Expense Reporting Requirement

a.
All expenses must be itemized on the ACNL expense voucher and submitted to the Executive Director within thirty (30) days after the occurrence of the expense.

b.  Any requests received after the thirty (30) days will not be considered for reimbursement.

c.  Only actual expenses incurred will be reimbursed.

d.  Original receipts are mandatory for all non-meal expenses incurred in excess of $20.00.  If a member spends more than $20.00, all receipts are required.

e.  Reimbursements will not be paid without original receipts.  For purposes of this policy, a credit card receipt for a meal is considered an original receipt.   

7.  Non-Reimbursable Expenses
a.  Personal expenses are not reimbursable.  Examples of non-reimbursable expenses include, but are not limited to:

1)  Any expenses of the spouse who accompanies the member.

2)  Lodging amenities such as subscription television, valet service, concierge, etc.

3)  Personal phone calls.

4)  Gifts, tokens or mementos.

5)  Gratuities for maid service.

6)  Any entertainment such as theaters shows, etc.

7)  Any expenses for lodging, meals, parking tolls, etc. because of arriving earlier than necessary or staying after activity.

Procedures
In an effort to ensure timely and efficient processing of ACNL expense vouchers, members are asked to follow the steps outlined below:

1.
Complete the expense voucher for ACNL related activities, sign voucher, attach receipts and mail to the office within thirty (30) days of the meeting.

2.  Mail to :

ACNL
3835 North Freeway Blvd., Suite 120
Sacramento, CA  95834
Responsible Parties:
Finance Committee





Committee Chairs
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