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1.0	Purpose

This policy/procedure details the work guidelines that are to be followed within the reimbursement process and authorization for out-of-state travel. 

2.0	Scope

This document applies to an RMGPA member requesting a reimbursement for approved expenditures.

3.0	Policy

This Policy/Procedure of the Reimbursement Process including Travel shall ensure the following:

3.1	The RMGPA Board shall approve all appropriate itemized travel expenditures prior to a member’s travel. 

3.2 	The RMGPA Member shall follow the Reimbursement Process including Travel procedures. Any deviation from this procedure should include a detailed written report as to the reasoning of the deviation. The RMGPA President and Treasurer will review any such expense claimed and determine final approval for reimbursement. 

3.3	The RMGPA Member shall complete the RMGPA Chapter Travel Reimbursement Request or the RMGPA Payment Request form for consideration of reimbursement by the Treasurer. 

3.4	Any expenses considered fraudulent must be refunded to the Chapter Treasurer. In the case of prepaid expenses; for example, should a planned trip not be completed for reasons under the travelers control, the amount in question must be refunded to the Chapter Treasurer. 

3.5	All reimbursements shall be processed by the Treasurer. In the event that an emergency expenditure is needed, the Past President, President or Vice President can authorize the transaction. 

3.6	The RMGPA debit card should not be used for any expenditures unless in the event of an emergency expenditure or with prior knowledge by the Chapter Treasurer. Only the RMGPA Past President, President, Vice President, and Treasurer shall be issued the RMGPA debit card.

3.7	Reimbursement and payment requests shall be processed by the Treasurer as Net 30. The Member shall provide adequate notice to the Treasurer, no less than 48 hours, should special handling be required. The Treasurer shall process reimbursements on the 15th and 30th of each month. 

3.8	Requests for reimbursement signed by the requestor will be declined. Requests must be signed by the Committee Chair or an RMGPA Executive Board Member. 

4.0	Definitions

4.1	Emergency Expenditure is defined as an expense incurred due to an unforeseen occurrence. 

5.0	Responsibilities

5.1	The RMGPA Board and Membership shall ensure compliance to this policy/procedure document. 

6.0	Procedures

6.1	The Treasurer shall be responsible for processing all payment requests and requests for travel reimbursement.  

6.1.1	The RMGPA Committee Chairs will be responsible for completing and authorizing Payment Requests for their respective committee’s expenditures. 

6.1.1.1	Forms:  Complete the signed payment request or travel reimbursement request. Include all necessary documentation to substantiate the request. 

6.2.2.2	Documentation:  Appropriate documentation includes an itemized receipt, invoice and the signature of the committee chair or an RMGPA Executive Board Member. 

6.2.2.3	Reimbursement:  Once approved, reimbursement will be made to the requesting member in accordance with the policy listed above.  

7.0	Document Approvals

7.1	Minimum required approvals for all Policy/Procedure documents are: Committee Chair, RMGPA Board, and President.  To obtain these approvals, the following steps should be considered:

7.1.1	The Committee Chair sends the document to the RMGPA Treasurer for initial review and formatting approval.  Any recommendations will be returned to the author for consideration and/or correction.

7.1.2	The Committee Chair makes corrections, if any, and presents the document to the RMGPA Treasurer for final review and approval.

7.1.3	If there are no additional corrections, the RMGPA Treasurer will pay on the next due payment schedule.  

7.1.4	Insert sample payment request form and travel authorization form?  Yes

* Additional rows for approvals should be inserted prior to the Enterprise Document Check row.

8.0	Revision History

		Effective 
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Document Author
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* The date listed in the first line of the Revision History table, is the date the document received its final approval.   Hereafter, the date becomes the revision date, displayed as the Effective Date on the first page header information.
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		   ROCKY MOUNTAIN GOVERNMENT PURCHASING ASSOCIATION

		

CHAPTER TRAVEL REIMBURSEMENT REQUEST









TRAVEL INFORMATION:



		Name of Traveler:  

		Request Date:     /     /



		Mailing Address:  

		Phone: (        )        -



		Destination: 

		From:      /        /

		To:            /           /  



		Purpose of Trip: 







DESCRIPTION OF TRAVEL EXPENSES:



		Registration Fees:

		$



		Transportation to Destination (air, car, train, bus):   

		$ 



		Lodging (list name of hotel): 

		$ 



		Local Transportation (shuttles, taxi, rental car): 

		$ 



		Meals (consult www.gsa.gov for max per day at location):

		$   



		Miscellaneous (tips, telephone):

		$   



		Total Expenses Claimed:

		$ 



		Traveler’s signature below acknowledges that the listed expenses were incurred on behalf and for the benefit of the Chapter and are accurate.  Should any fraud be discovered, or, in the case of prepaid expenses, should the planned trip not be completed for reasons under traveler’s control, the amount in question must be refunded to the Chapter Treasurer.







CHECK REQUEST and APPROVAL TO PAY:  		Budgeted?  Y /  N (Unbudgeted expenses require President’s approval) 



		Traveler:

		

		Date: 

		



		Committee to be charged / holding budget dollars:

		



		Committee Chair:

		

		Date:

		



		President (if applies):

		

		Date:

		



		Treasurer:

		

		Check Number:



		Check Date:



		Check Amount:

$



		Class/Chart of Accounts:

		

		

		







SUBMIT TO:



		Email:

		Treasurer@rmgpa.org



		Mail:

		City of Longmont



		

		Attn:  Valerie Scott

RMGPA Treasurer



		

		350 Kimbark Street



		

		Longmont, CO 80501
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