NCSEA Travel Reimbursement Policy (August 2011)
NCSEA will reimburse expenses for approved individuals traveling to approved functions, up to $700 per trip, as noted below.  Approved individuals include members of the Board of Directors, NCSEA committee members, or subcommittee members. Non-voting committee members, corresponding committee members, and industry liaisons to meetings are not approved individuals.  Reimbursement of un-approved individuals is not permitted unless and until they obtain prior approval.  Approved functions include budgeted committee meetings, Board meetings and attendance at special functions, such as code hearings, as approved by the chairpersons.

Reimbursable expenses include economy, coach airfare, train or bus fares, hotel room cost, mileage at $0.50 per mile, airport shuttles, taxis, transfers, tolls and parking at home airports.  Reimbursable expenses may include a rental car, provided there is a legitimate reason for it (other modes of travel not practical) or it is equal in cost or less expensive than other modes of travel. Travel to and from the meeting venue will be reimbursed, but travel costs associated with local transportation for meals and entertainment will not be reimbursed.  Hotel room cost is limited to a maximum of $200 per night.  NCSEA does not reimburse individual meals.  Airline tickets should be purchased at least 14 days in advance.  
It is anticipated that most trips will require no more than two nights away from the individual’s primary business location.  When trips require more than two consecutive nights’ stay (e.g., multiple days of testimony at ICC hearings as requested by and on behalf of NCSEA), the $700 allowance shall be increased $200 for each night’s stay following the first two nights.  It is assumed that the individual shall stay onsite for the meeting; and only one roundtrip airfare shall be reimbursed per individual.
Reimbursement requests shall be submitted to the Committee Chair within 90 days of the meeting, and before December 15 of the current year, on approved NCSEA forms with original receipts attached (expense reimbursements for December meetings may be submitted in the following year). The Committee Chair shall review, sign, and submit the requests and receipts to the Executive Director for payment, together with a report on the Committee meeting.
All special requests, i.e., reimbursement of un-approved individuals, extenuating circumstances, non-approved functions and/or special needs, shall be submitted to the Executive Director, allowing 30 days for a response.   
Expenses for meeting rooms are limited to $200 per day.  Expenses for a meeting room with food or beverage service is limited to $200 per day, plus a maximum of $40 per approved attendee. 
