Reimbursement Policy Directions:

1. You must attach original, dated and itemized receipts, bills or invoices.  Alcohol will not be reimbursed.
2. Submit voucher with receipts to Treasurer within 30 days of expenditure.
3. When traveling, submit a map quest print0out of trip with total miles.  Reimbursement is standard IRS Business Mileage Rate.  Carpooling is strongly suggested.
4. Parking, tolls, or other transportation:  Original receipts are needed.
5. Meal reimbursement will not exceed the IRS per diem limit for that geographic location.  Original, itemized receipts are needed.  According to our policy, meals are not included for a one day conference.  In addition, if meals are included in the conference you will not be reimburse.
6. If you have multiple receipts, please tally receipts on a separate page.

This is a condensed version of the policy.  If you would like a copy of the official policy, just ask.
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