USO EXPENSE REIMBURSEMENT POLICY

1.
POLICY  


It is the policy of the United Staff Organization to reimburse its officers, committee members and members for actual expenses incurred on USO's behalf while the member is engaged in authorized union business.

2.
PROCEDURES


In order to receive reimbursement for expenses incurred on behalf of USO, the member must complete a USO Expense Form and send to the USO Treasurer within thirty (30) days of incurring the expenditure.  No vouchers will be paid beyond July 15.
3.
REIMBURSEMENT

It is USO's policy to reimburse its members who are on official business for all reasonable expenses.  Reasonable expenses are defined as those incurred while engaged in union business or travel, which requires such expenditures, excluding those of a purely personal nature.  

4.
ALLOWABLE EXPENSES


A.
Transportation


Members shall be reimbursed for mileage at the current IRS rate per mile or the actual cost of public transportation for miles traveled between the member's home and/or work location and destination. 


Members will not be reimbursed for travel from home to meetings held at their normal work location or for any expenses that would be reimbursed from another source.


Airfare will be reimbursed at the economy rate.  Members are expected to make their reservations through the USO Office The maximum reimbursement will be at the highest priced ticket that USO purchased under normal circumstances, e.g. if USO’s highest priced ticket is $400 then that will be the maximum reimbursement for a ticket.

Garage-parking fee will be reimbursed.

B.
  
Lodging and Meals


Members shall be reimbursed for overnight lodging, based on double occupancy, if possible.  If you elect not to have a USO member as a roommate, you will be charged for half of the expense of the lodging.  Hotel/motel bills must be attached to the voucher.  
USO will reimburse its members only for actual expenses for meals.  The maximum amount that will be reimbursed for meals is $75 per day.
C.

Taxi/Shuttle

Reimbursement for transportation will be permitted to travel to and from airport to destination. 


D.
Rental Cars

Rental cars are not an allowable expense unless there are extraordinary circumstances and authorized by the USO President.

E.

Telephone


If a phone card is provided, USO will only reimburse for the usage charge from the hotel.

5.
MISCELLANEOUS


Any expenses that are considered personal are not to be submitted to USO for reimbursement.


Any expenses that exceed USO's expense reimbursement policy are the responsibility of the members.  Should a "direct billing" contain personal expenses, the USO Treasurer will bill these individuals for those personal expenses or adjust expense reimbursements.


When a USO member makes arrangements for a guest to fly with a USO group and USO makes the reservation, the cost shall be paid up front by the guest with a credit card number or check and not billed to the USO.

6.
ANNUAL MEETING EXPENSES


USO will reimburse any member round-trip mileage expense to and from the annual meeting.  If a member lives 100 miles or more one way from the meeting, overnight lodging or mileage will be paid by USO.  Under the USO reimbursement guidelines, overnight lodging will be reimbursed based on double occupancy, if possible.  Members should be prepared to pay their bill and voucher USO for expenses.

The member's affiliate should pay the expenses that USO doesn't cover.
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