SWUUC Board Expenses Related with Meetings

Rules & Procedures

1. Travel 
Rule: Reimburse travel costs at the lesser of actual roundtrip airfare or auto mileage from home to meeting site at 2/3 the IRS rate.  

Airport rental car expense is reimbursed.  However, members are strongly encouraged to coordinate arrivals and airport pickup/delivery so as to minimize rental car expense.

Rationale: Intended to encourage board members to make flight arrangements well enough in advance to take advantage of discount fares.  

2. Lodging
Rule: Lodging reimbursements are standardized at ½ the cost of a single hotel room.  If no roommate is available for a particular board member at an event, the board member will receive full reimbursement.

Lodging is covered for Friday and Saturday nights for Fall and Spring Conference meetings and Friday night for the February Winter Retreat.  An additional night will be covered at any meeting, if a board member requires it to accommodate the schedule or safety of their travel. 

Use of home hospitality is at the discretion of the board member.  The District office can try to assist with arranging for home hospitality, if specifically requested. 

Rationale: Room-sharing at hotels is encouraged to be prudent with District funds. We prefer members stay an additional evening rather than drive through the night or incur significant extra airfare.   

3. Food
Rule: All meals and snacks associated with board meetings are covered board expense including any food expenses during travel to and from the meeting.  The District does NOT reimburse the purchase of alcohol. 

4. Conference Registration
Rule:  Reimburse full registration cost for Spring Conference and ½ registration cost for Fall Conference.  SWUUSI registration is not a covered expense.  

Rationale: Spring Conference includes the annual business meeting of the Conference.  It is important that the board members be present in order to participate in the meeting and to interact with congregational leaders. We want to encourage the board members to attend the Fall Conference due to its importance as an opportunity to meet with congregational leaders.

Procedures:
The District office typically makes arrangements for lodging and rental cars.  Arrangements are typically made about two months prior to each meeting and are coordinated by a board officer and the District office.

An expense Payment Request form (attached) and receipts must be submitted to the Treasurer to receive reimbursement.  Please submit the Payment Request as soon as possible after the meeting.

