MoAMSS Daily Travel Log and Expense Reimbursement Form

	Name:            


	SS#       

	Address:        

	Phone:       

	Event/Strategy/Date:       

	Location:       

	Date of Expense:
	MON      
	TUES      
	WED      
	THUR      
	FRI      
	SAT      
	SUN      
	TOTAL

	Taxi & Other Trans
	     

	     
	     
	     
	     
	     
	     
	     

	Auto (Mileage,

Tolls, Parking, etc)
	     

	     
	     
	     
	     
	     
	     
	     

	Hotel  (Room &

Tax Only)
	     
	     
	     
	     
	     
	     
	     
	     

	Hotel –Other (List Individually)


	     
	     
	     
	     
	     
	     
	     
	     

	Meals - 

     Breakfast
	     
	     
	     
	     
	     
	     
	     
	     

	     Lunch
	     
	     
	     
	     
	     
	     
	     
	     

	     Dinner
	     
	     
	     
	     
	     
	     
	     
	     

	Tips
	     
	     
	     
	     
	     
	     
	     
	     

	Other 

(explain below):

________________________________________

____________________


	     
	     
	     
	     
	     
	     
	     
	     

	Honorarium
	     
	     
	     
	     
	     
	     
	     
	

	TOTALS
	     
	     
	     
	     
	     
	     
	     
	     


I certify that that this expense statement is accurate as to actual and necessary business expenses.

_____________________________________                      ________     ________

Signature







 Date

MoAMSS EXPENSE STATEMENT AND TRAVEL REIMBURSEMENT

It is the policy of MoAMSS to reimburse members and all others approved for expenses incurred in conducting MoAMSS business while on authorized travel.  An expense statement will be used for requesting reimbursement.  If the request deviates from the conditions outlined below, the circumstances must be explained in a written communication and attached to the expense statement.  MoAMSS maintains the right to refuse to reimburse for expenses and/or travel that has not received prior approval directly from MoAMSS via the President, President-Elect, or Treasurer.

MoAMSS recognizes the importance of its officers to represent MoAMSS at various meetings and conferences throughout the year, including but not limited to NAMSS leadership functions, MHA meetings related to personal membership groups and MoAMSS meetings/conferences, including local chapters.  MoAMSS will reimburse the expenses of the President and President-Elect attend the NAMSS Leadership Conference and any other NAMSS leadership functions that may be scheduled throughout the year.  Registration fees to MoAMSS conferences are waived for its officers.  MoAMSS may reimburse the travel expenses of more than one officer to attend MoAMSS conferences.    In addition, MoAMSS may reimburse the travel expenses of its officers to attend one local chapter meeting annually for each local chapter in existence during that year.  The MoAMSS officers will determine who will represent MoAMSS at these functions.

Expense Reimbursement Table:

	MoAMSS Board & Membership Meetings
	All Officers

	MoAMSS Educational Conferences
	All Officers

	MoAMSS Representation/Local Chapter Meetings
	All Officers

	NAMSS Leadership Conferences
	President & President-Elect

	NAMSS Annual Conference
	President

	Other MoAMSS Business Functions 
	All Officers


Membership in NAMSS is a requirement for MoAMSS officers to facilitate communication between the national and state organizations.  As such, MoAMSS may reimburse NAMSS annual membership dues expense for its officers in the event an officer is unable to procure the funds from another source.

Expense statements must be submitted to the MoAMSS Treasurer no later than 30 working days after travel has been completed.  The following original receipts are to be attached to the expense statement:

· Transportation ticket stub

· Hotel/lodging bill

· Receipts for parking charges

· Receipts for meals ($75 maximum per day)

· Rental car receipt (use of rental car must be preauthorized)

REIMBURSABLE EXPENSES

Travel: All travel is to be economy class.   Travel arrangements must be made as early as possible or no later than 14-21 days prior to travel date, to obtain the best rates available.  Transportation to/from the airport at the meeting site only is reimbursable (excluding use of preauthorized rental car).  All paid stubs from airline ticket, taxi, bus, etc. should be attached to the expense statement. If primary mode of transportation is your vehicle, car mileage is reimbursed at the current IRS rate.  

Car rental is not a reimbursable expense except when prior approval from the President, President-Elect, or Treasurer is obtained for special circumstances.  Attach a receipt to the expense statement.

Hotel expenses should indicate the amount of the bill after deducting personal expenses. Personal phone calls are not reimbursable.  Incidental charges (in-room movies, bar, dry cleaning) will not be reimbursed.  Extension of stay: Expenses incurred during an extension of stay at the meeting site or travel to other locations for personal reasons are not reimbursable.  Room upgrades are not reimbursable.  If an extension of stay is necessary to allow for a significant reduction in airfare, this must be pre-approved by the President, President-Elect, or Treasurer. This reduction in airfare must be greater than or equal to the amount of the charges (hotel, meals, etc.) for the additional stay. Expenses incurred by guests accompanying a person in authorized travel status are not reimbursable.

The reimbursable amount for meals is the actual cost of the meals (including tips), with a cap of $75/day.  Receipts for meals not charged directly to the hotel should be attached.  Joint meal receipts should note the names of all individuals included on the bill.  Guest’s meals must be deducted before submitted receipt for reimbursement.  Transportation to and from a restaurant is reimbursable, not to exceed $20.00 per day (receipt required).

It is understood that there may be additional necessary expenditures not included in this guideline dependent on circumstances of the meeting.  The Treasurer will evaluate these at the time of submission of expenditures.  

This policy reviewed and approved on July 9, 2007.

Kathy James, RHIT, CPCS, CPMSM



7/9/2007
Signature, MoAMSS President



Date

Reviewed:

Revised:  4/11/03; 12/03, 7/07






