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TRAVEL REIMBURSEMENT POLICY
(As approved by Executive Committee November 15, 2006; revised March 24, 2016)

The NOSORH Executive Committee authorizes the Treasurer and the Director to approve any requests for travel
reimbursement. Any exceptions to this policy may be made by the Executive Committee.

EXPECTATIONS OF TRAVELER
It is the traveler’s responsibility to understand all NOSORH travel policies and eligibility for reimbursement prior
to incurring any travel expense.

The traveler shall travel via the most economical means available including coach or less expensive fare, use of
public transportation when feasible, lodging costs at GSA rates (when feasible) and minimum nights to achieve
lowest overall trip costs.

The traveler shall submit original receipts for all travel expenses except meals and an incidental allowance. If
traveler is attending conference or meeting a conference agenda or meeting invitation shall be submitted with
the request for reimbursement.

ELIGIBLE EXPENSES

The reimbursement or payment, if authorized, is limited to actual expenses for transportation, lodging (at GSA
rates when feasible) meals (according to the GSA rates for the area) and incidentals not paid by any other
means.

Travel costs will only be reimbursed for any necessary days to accomplish the work of NOSORH. Extra night’s
stay or upgrades to services will not be reimbursed. Any reimbursement for additional days travel expenses
must be specifically requested with documentation of significant cost savings to NOSORH for additional travel
days, including copies of room rates or transportation costs savings.

Transportation must be completed in the most economical, feasible route and fare. Mileage is paid at the
standard GSA rate. Parking is reimbursed only with a receipt. No parking violation fees are paid by NOSORH.
Rental car expenses are not reimbursed, unless necessary for travel with pre-approval by Executive Director.

Lodging is reimbursed at the GSA rate. Traveler may be reimbursed conference hotel rates when GSA rate is not
offered. Published documentation of conference room rate must be submitted with the receipt and request for
reimbursement for lodging.

An allowance of S5 is paid for incidentals for each full or partial day of travel.

Payment is not made for meals provided at conferences or other events. Payment of meals is based upon
standard GSA rates and commences at the time of time of the travel.

Travelers will be reimbursed for meals based upon the following schedule:
Breakfast — travel at or prior to 8 AM
Lunch —travel between 11 AM and 1 PM
Dinner — travel at or after 5 PM

DOCUMENTATION OF EXPENSES

Travel expenses must be promptly accounted for within 30 calendar days of completion of the activity.
Documentation of all expenses, including conference agenda (with meals), is to be submitted on the Request for
Reimbursement form with appropriate receipts.
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