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Procedures
A Board Member, Chapter Officer or other invitee, must submit a completed Reimbursement Expense Form to the PARMA Secretary-Treasurer.  Expenses will be reimbursed based on guidelines adopted by the PARMA Board of Directors.  Receipts are required for all expenses, except for per diem meal and incidental expense allowances.

Automobile Expenses 

· For personal vehicles, PARMA will pay a mileage allowance equivalent to the amount authorized by the IRS. 

· Reimbursement for mileage will be from the point of departure to the point of return, based on the most direct or commonly traveled route and other business related miles while attending the meeting or conference. 

· A Board member, Chapter Officer, or other invitee may choose to rent an automobile instead of using a personal vehicle. Cost reimbursement for rental cars used to travel between the individual’s home or business address and the meeting address, shall not exceed the IRS mileage rate per mile multiplied times the mileage of the most direct or commonly traveled route. 

· Rental autos used for transportation between an airport or station and meeting site should be used only if it is the most economic transportation considering the availability and cost of shuttles and taxis. The size of vehicle rented shall be appropriate.  Reimbursement for costs of vehicles above a mid-size vehicle class, will need pre-approval from the PARMA Secretary-Treasurer or Executive Director.
· Any personal mileage is the responsibility of the attendee.
Transportation

· PARMA will reimburse for travel by air, rail or bus.
· Air travel may be charged to PARMA through the established SWABIZ account (see separate attachment).    

· Expenses of family members or guests accompanying the Board Member, Chapter Officer or other invitees, to meetings or annual conference are the responsibility of the individual.

Meals/Miscellaneous Expenses
· Meal expenses will be reimbursed for Board Members and/or Chapter Officers upon a standard rate established by the PARMA Board of Directors.  When meals are included with the meeting or event, an alternate meal expense will not be reimbursed.

· Partial meal allowances will be permitted on the day of travel to and from an event.

· No receipts are required to receive up to the maximum per diem amount stated on the reimbursement form.

· PARMA will pay for cost of meals for family members or guests at a PARMA hosted event.  Except for the Annual Conference evening event at which only one guest will be paid for by PARMA.

· For every day of PARMA business, a Board Member, Chapter Officer or other invitee, is entitled to receive up to a maximum of $25 per day to cover incidental costs such as telephone calls, tips, newspapers, video rentals, etc.  No receipts are required.  Amounts above $25 per day of PARMA business will not be authorized unless approved in advance by the PARMA Finance Committee.

Hotel Accommodation Costs

While conducting business on behalf of PARMA, we will pay for the costs of your hotel room, valet parking fees and any daily internet charges made by a hotel.  These costs will include the Board Member, Chapter Officers, other invitees and their families and/or guests occupying the room. Any room upgrades, additional nights or additional rooms are the individual responsibility of the Board Member, Chapter Officer or other invitee.
