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Policy
Reimbursement for travel expenses incurred in the execution of Southeast  Regional business   is obtained by submitting a request with original receipts to the Southeast Region Treasurer within thirty-days of the last day of the trip. The original receipt noting expenditure must accompany all reimbursement requests. Requests for reimbursement submitted after thirty days must be accompanied by a letter stating the reasons for the late submittal. The Treasurer and President shall review the request and, provided no additional clarification or documentation is required, the Treasurer shall provide reimbursement.
Regional Officers shall be eligible for reimbursement of travel expenses incurred in the execution of their duties. For approved activities, all members of the Southeast Region Board of Governors and the Southeast based Representatives to the International Board shall be eligible for full or partial reimbursement for meals (not including alcohol), hotel, travel, and registration fees. Reimbursement will be limited by the annual budgeted funds.

A Regional Officer, member of the Board of Governors, or International Board member

may not accept a reimbursement for the same travel expense from more than one source.

Items Not Reimbursable
The following is a general list of non-reimbursable expenses. This list is not all-inclusive.

     • Personal telephone calls

     • Personal cleaning and laundry services or clothing rental

     • Baby-sitting services and travel expenses of family or companions
     • Personal entertainment fees of any kind including purchase of alcoholic beverages                  
and rental of videotapes, movies, and/or games

     • Excess baggage charges for personal belongings

     • Sightseeing or other personal side trips

     • Traffic and parking violations
Authorization
Officers, Board of Governors, and International Board members must obtain prior

authorization for any expenditure that is not specifically authorized under this policy

from the Treasurer and/or President of the Southeast Region.
Airline

Air transportation costs will be reimbursed for a coach/economy class ticket to your destination. A business or first class ticket will not be reimbursed to the extent that the cost exceeds that of a coach ticket. Itineraries will not be accepted as proof of purchase or travel. Boarding passes, if available, should be attached to invoices.
Personal Automobile

The Southeast Region will reimburse individuals for mileage when their personal vehicle is used on official business for the region, such as a leadership meeting or strategic planning meeting.  Mileage reimbursement will not be provided for local travel.

Reimbursement will occur at the current mileage rate as approved by the Internal Revenue Service. In the event a private vehicle is used in lieu of commercial transportation (air, bus, rail), the lesser of the costs between a coach/economy class ticket and mileage will be reimbursed. The Southeast Region will not reimburse for operating, maintenance, or repair costs of personal vehicles. Your personal vehicles automobile liability insurance is your primary coverage when using your personal vehicle on Southeast Region business.
Rental Vehicle
Travelers may a rent a car:

     • When, due to multiple locations to visit in your destination city, driving is more

       economical than public transportation modes.

     • When other surface transportation is not practical.

The car rental agreement must be used for documentation for reimbursement or for back up to the credit card purchase.

Ground Transportation, Parking Fees, Toll Charges
Preferred choices for ground transportation are shuttle services, public limousine service, or other forms of public transportation. Taxis are to be used only when public

transportation is more costly, unavailable, or unsuitable. Tolls and reasonable parking

costs are reimbursable with a receipt. Individuals are asked to park in airport satellite

parking lots whenever possible.

Lodging

Hotel accommodations are allowable when:
     • The original copy of the hotel receipt is available as documentation for
        reimbursement.      
     • Individuals are on authorized travel status.
Meals

Personal meals will be reimbursed while on official Southeast Region business. Reasonable expenses incurred for breakfast, lunch, and dinner will be reimbursed. Tips are included at a rate of no more than 20% of meal. Tear-off stubs from the meal ticket are not acceptable.

Cancellation Charges

The Southeast Region will pay or reimburse an Officer for a cancellation charge related to a transportation expense that was paid in advance to obtain lower rates and is not completed due to illness or a personal emergency. This will be subject to approval by the Treasurer and President of the Southeast Region.
