
Policy for Travel Reimbursement for ELUNA Members
Policy
1.  Approval by the Steering Committee for travel reimbursement must be granted in advance of the trip.   Approval will be granted for either a maximum dollar amount or an amount for specific expenses.

2. Members agree that a condition of paid travel is to report to the Steering Committee or the ELUNA membership, as appropriate, what was learned or accomplished at the event.  Reports could take the form of an article for the newsletter, a blog entry on the web site, or a presentation at the annual conference.  The traveler should consult with the Steering Committee to determine the most appropriate reporting format.
3. If the Member is traveling at the request of the ELUNA Steering Committee, all reimbursable expenses will be covered by ELUNA.  Otherwise, the members must first apply for reimbursement from their home institution.  Reimbursement from ELUNA will only cover allowable expenses not covered by the home institution.

4. Members may not request reimbursement from ELUNA for expenses that have been covered by the home institution or any other source of travel reimbursement.

5.  If members receive reimbursement for funds before an approved event (for example to help with air fare) and the member is subsequently unable to attend the event/meeting, the member will reimburse ELUNA for all monies received.

6. The following expenses are allowable for ELUNA reimbursement:

a. Registration fees for conference or event

b. Travel expenses from a commercial carrier (airline, train, van, bus, taxi, rental car)

c. Travel expenses for a  private automobile at the U.S. General Services Administration (GSA) reimbursement rate/mile:  http://www.gsa.gov
d. Lodging expenses
e.  Food per diem at the U.S. General Services Administration 

reimbursement rate for the destination city for U.S. travel.  For foreign travel, the highest tier GSA reimbursement rate will be used.
If a meal is included in the cost of conference registration, ELUNA will not provide reimbursement for that meal.
Process
1. Each traveler must complete the Travel Request Form at:  https://goo.gl/forms/n56fkQwJyht8aVyf1 before the trip is undertaken.  .
2. After the trip, the traveler must complete a Travel Expense Voucher, sign it, and send it to the ELUNA Treasurer.  Receipts for all expenses for which reimbursement is requested must be attached.  Originals or legible copies are acceptable.

3. The ELUNA Treasurer will issue a check to the traveler within 28 working days.

4. The ELUNA Treasurer will maintain an accurate accounting of all travel reimbursements paid out of the treasury.
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