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POLICY:

The purpose of this policy is to describe the procedure for reimbursement of expenses incurred by Oregon Academy officers, committee chairs and Oregon Academy members.

PROCEDURE:
Expense checks will be cut within 3 business days of receipt of expense form and all original or scanned detailed receipts.

I. The fiscal year is June 1 to May 31st.  Bills must be submitted to the Oregon Academy Office no later than May 14th to be paid from the current year’s budget.  Executive Board approval is required for late reimbursement.

II. All expense reimbursement forms & receipts must be submitted within 2 weeks of the event for which reimbursement is requested.

III. Travel reimbursement

A. Mileage

1. Oregon Academy Board members traveling in excess of 50 miles one way to the Executive Board meeting site will be reimbursed at the current Oregon Academy approved rate for total mileage when request submitted.

B. Academy Annual Meeting

1. All elected officers budgeted to attend the Academy Food & Nutrition Conference & Expo™ (FNCE®) will be eligible for reimbursement as budgeted annually to include:

a. Per diem includes meals, tips (including housekeeping) and local transportation - up to established approved amount.

b. Detailed meal receipts are required; alcohol and mini-bar charges are not reimbursed.  Note:  Whenever possible, separate alcohol expenses on a separate check.  Reimbursement for tips must be based on the food total only.
a. Lodging - based on double occupancy, receipt required, will cover only the days that the meeting is in session

b. Airfare - as budgeted, receipts required.  This includes reimbursement for one (1) bag fee.
c. Registration-as budgeted for up to the “early bird” registration total but does not include optional registration items or donations.

C. House of Delegates – Mid-Year Meeting

1. Delegates will be reimbursed for budgeted expenses not covered by the Academy to include:

a. Meals, tips and local transportation - up to established per diem, detailed meal receipts required, alcohol and mini-bar charges will not be reimbursed.  Note:  Whenever possible, separate alcohol expenses on a separate check.  Reimbursement for tips must be based on the food total only.

b. Lodging - based on double occupancy, receipt required, will cover only the days that the meeting is in session

c. Airfare - as budgeted, receipts required.  This includes reimbursement for one (1) luggage fee.

III. Committee or Officer expenses

A. Submit expense reports with attached or scanned detail receipts within two (2) weeks of activity.  See annual calendar for deadline dates.

B. Dated invoices must be submitted in a timely manner to prevent service fees and late charges.
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