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Purpose:
To provide guidelines for reimbursement of expenses incurred while performing TAPAN related duties.
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Policy:


All reimbursement requests, including requests for advance payment, must be submitted to the Treasurer, and are subject to Executive Board approval. A completed TAPAN Expense Form, with original receipts attached, must accompany all reimbursement requests.


Procedure:
Eligible expenses include:

A. Travel
1. Limited to the lowest available advanced purchase round trip (RT) economy fare.
2. Mileage based upon current IRS allowance.
3. Mileage reimbursement must not exceed the cost of RT airfare, and is paid per vehicle.
4. Ground transportation shuttle fare between the airport and hotel.
5. Rental car fee only when no shuttle is available, and requires pre-approval by the Executive Board.

B. Accommodation
1. Hotel room rate and applicable taxes only, based on ½ the double occupancy rate. All incidentals are the responsibility of the individual.
2. The full room rate may be reimbursed with prior Executive Board approval, when traveling alone, or if no gender-compatible roommate is available.

C. Business
1. Office supplies, at the discretion of the Treasurer.

2. Printing and duplication expenses.
3. Postage.
4. Telephone and conference call expenses.

D. Executive Board Meetings
1. Executive and Ex-Officio Board members shall receive hotel, and travel reimbursement and receive a $20 per diem to attend Executive Board meetings.
2. Committee Chairs shall receive travel and hotel reimbursement per policy when invited by the President to attend Board meetings.

E. Annual State Conference
1. All incumbent State Officers, Ex-Officio Board members, incoming State Officers, Committee Chairs, ABPANC Director (1), ASPAN Regional Director, and ASPAN President or the President’s designee shall receive complimentary conference registration.
2. The Conference Committee Chair(s) and up to four (4) committee members shall receive complimentary conference registration up to a maximum of 5 total. In addition, the Conference Chair(s) shall receive complimentary registration to the following year’s conference.
3. The winner of the previous year’s Recruiter of the Year Award shall receive complimentary registration, upon presentation of the award certificate with a completed registration form. The certificate entitles the recipient to receive the basic Early Bird registration, is non-transferable, and is valid only for the conference following receipt of the award.
4. All incumbent State Officers, Ex-Officio Board members, and incumbent Conference Chair(s) shall receive three (3) nights accommodation at the conference hotel, and travel expenses per policy.
5. Incumbent Committee Chairs, and incoming State Officers shall receive three (3) nights accommodation at the conference hotel.
6. Expenses incurred by the Conference Committee are eligible for reimbursement subject to approval by the Executive Board.
7. Requests for refunds of registration fees by those registered attendees who are unable to attend the conference are subject to the restrictions published in the conference brochure. Refunds are subject to a service fee. Extenuating circumstances may be taken into consideration on a case by case basis, subject to Executive Board approval.

F. Leadership Conference
1. Incumbent State Officers, Ex-Officio Board members, and incoming State Officers, shall receive two (2) nights accommodation, and travel expenses to attend the conference.
2. Committee Chairs shall receive one (1) night accommodation based on double occupancy, and travel expenses to attend the End of Year Executive Board meeting following the conference.
3. Based upon TAPAN financial ability, two (2) members from each region

may be offered one (1) night accommodation at the designated hotel based on double occupancy.

G. ASPAN National Conference
1. State Officers and Ex-Officio Board members attending the ASPAN National Conference may receive complimentary basic, Early Bird registration, if funds are available.
2. The TAPAN President and President Elect shall receive reimbursement for travel expenses, and hotel accommodation at the conference hotel, per policy, for the duration of the conference, when serving as the TAPAN delegates to the Representative Assembly (RA).
3. In the event that either the President or President Elect is unable to serve as a delegate to the RA, the designated RA delegate(s) shall be eligible for funding as deemed appropriate by the Executive Board.

H. Governmental Affairs Committee
1. The GAC Chair shall receive reimbursement for ANA/TNA membership. In the event the GAC Chair is unable to fulfill her/his term, any remaining membership fee must be returned to the TAPAN Treasurer. ANA/TNA membership is not subject to substitution.
2. The Executive Board shall provide a reasonable budget, to be reviewed annually, to fund travel for committee members to attend legislative/coalition meetings, and Nurse Day at the Capitol.

I. Miscellaneous
1. Executive and Ex-Officio Board members, or Committee Chairs representing TAPAN at other meetings or functions, may be eligible for reimbursement of expenses, subject to prior approval by the Executive Board.
