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PURPOSE:	To control expenses and liabilities.  The Association will do its best to reimburse attendees who have been approved by the board to attend and participate in NABIP’s Annual Convention, the regional conference, Capitol Conference, Nevada Day at the Capitol or other events that may arise and are included in the state chapter’s annual budget. Reimbursement funding is determined on a yearly basis by the Association’s Board of Directors.

POLICY:

1. Reimbursement.

a. Expenses are paid on a reimbursement basis only.  

i. It is the member’s responsibility to submit for reimbursement for expenses using the Expense Reimbursement form approved by the state Treasurer.

ii. Reimbursement requests must be submitted to the state Treasurer within sixty (60) days of the final day of the event for which reimbursement is being sought.

iii. Reimbursement is contingent on all forms being completed and receipts, deemed legitimate by the Treasurer, being turned in with the Reimbursement Request form.

1. Paper receipts, physically or electronically copied and submitted to the Treasurer, are required.

2. Expenses paid for in cash with a receipt submitted to the Treasurer may be accepted based on the Treasurer’s judgement as to the legitimacy of the receipt and therefore, credit card usage is strongly recommended.

3. In the case of lost receipts, substitutions, such as a monthly credit card statement, may be accepted if the Treasurer deems the substitute documentation of the expense to be legitimate.

b. Irrespective of the sum of all the individual allowable reimbursements for all items described in this P&P, total reimbursement shall not exceed the total amount budgeted per person in the annual budget for a given event.

i. Use of the term “may” throughout this P&P indicates that a specific request or the total reimbursement could be disallowed if there are limitations about the specific or total amounts allowed to be reimbursed or if violations of this P&P occur.

c. Only by the approval of the Executive Board on a majority vote may the rules outlined in this P&P be overridden and such an override does not set a precedent for future consideration.  All consideration for overriding the rules of this P&P will be considered on a case-by-case basis.

2. Budgeting for events.

a. Reimbursement budgets are part of the Association’s annual budget and are determined during the Association’s annual budgeting process.

b. Annual budgets established for each event that the Association intends to reimburse shall be calculated on a “per person” basis and the amount of reimbursement budgeted may be different for each attendee depending upon the collective judgement of the board in approving the budget.

c. Included in the budget information and described in the minutes of the meeting, during which the budget is approved or changed, will be the number of attendees to be reimbursed along with the amount per person.

3. Lodging.

a. Hotel reimbursement is based on half of the double occupancy rate at the hotel chosen by the event sponsor.  If a different hotel is selected by the member, reimbursement is based on half of the double occupancy rate of whichever of the two hotels has a lower cost.

b. It is the member’s responsibility to find a roommate to share the cost of the hotel room if the member chooses to share a room.  

c. Hotel receipts must include itemized information and not simply a statement of total cost.

d. As described in Section 1, (c) of this P&P, exceptions may be made for the reimbursement of hotel costs.

4. Meals.

a. No reimbursement will be provided for meals consumed outside of the event when the event publishes an agenda of when and where free meals will be provided during the event.

b. No reimbursement will be provided when a similar meal has been provided by the Nevada state or a Nevada local chapter as either a meal served during an approved state or local Association event or an approved state or local Association social event.

c. Reimbursement for meals may only be provided when there are no comparable free meals at the event and in such cases of reimbursable meals, the maximum reimbursement per meal may be $15 for breakfast, $20 for lunch and $30 for dinner.

d. It is encouraged that meal receipts itemize the amount of the tip and tips that are considered excessive (above 20%) by the state Treasurer may be denied in whole or in part.

5. Airflights.

a. Maximum reimbursement for airline travel will be based on regular cost economy class airfare, if the airline used for travel has such a classification of seat cost.

b. Reimbursement may be based on travel from the closest airport to the attendee’s home and the closest airport to the event.

c. Reimbursement for airport parking while attending the event may be allowed, as long as, the total reimbursement requested is under the entire allowable amount budgeted for that attendee going to the event.

d. Airline charges for luggage will be limited to the cost of two checked pieces of luggage unless, the carrying of material related to chapter business requires more pieces of luggage, and at which time that it becomes known of the need for carrying additional material, advance shipments to the event site should be considered.

e. Airline charges for meals, drinks, inflight entertainment, inflight computer or phone access and any other optional services besides those listed in this P&P will not be reimbursed.

f. Attendees should take care to be attentive to the impact of airline fare costs on how best to use the total reimbursement budgeted per person for the event since exceeding the budgeted amount in a request for reimbursement will not be honored.

i. Lowest possible airline fares are most often possible when an attendee chooses to fly a low cost, regional air carrier such as, but not limited to, Southwest, Spirit or Jet Blue, to name a few.

ii. Lowest possible airline fares are most often possible when an attendee selects a flight with one or more stops or change of planes, instead of a non-stop flight.

iii. Lowest possible airline fares are most often possible when an attendee reserves a flight as far in advance as possible and occasionally double checks for fare reductions even after the original reservation has been made.

iv. While sections i, ii and iii of section 5, (d) of this P&P are not a requirement for reimbursement, attendees must remember that each event has a maximum budgeted amount for reimbursement, as set by the chapter’s annual budget approved by the Board of Directors, and securing a less expensive airflight will leave more budgeted dollars for other allowable expense items.

6. Local transportation.

a. Local transportation such as Uber, Lyft, cab, train, subway, shuttles and/or bus, may be reimbursed with proper receipts submitted, if such transportation is directly linked to the event and activities associated with the event, including group social events arranged by the event or the state Association.

i. It is strongly recommended that attendees share the cost of local transportation when possible.

b. Rental car expenses may be reimbursed with proper receipts being submitted if, the rental car is used overwhelmingly for activities associated with the event and auto insurance is included in the rental agreement.

i. Gasoline, toll charges and parking fees, documented with appropriate receipts, may be included in the request for reimbursement under this section of this P&P.

c. Reimbursement for use of a personally owned vehicle may be reimbursed if the expense involved is less than the cost of airflight transportation or the cost of local transportation as described in section 5, (a), of this P&P.

i. Maximum reimbursement per mile for using a personally owned vehicle will be based upon 100% of the IRS “Standard Mileage Rates” in place at the time of the travel.

ii. Maximum mileage approved for reimbursement to and from the event will be based on the total of miles for a round trip, from the attendee’s home to the event and back, with that mileage being calculated by a commonly used map guidance program such as MapQuest, Mapline, Roadwarrior or similar types of route planning systems.

iii. Maximum mileage reimbursement, which may be approved for incidental travel while at the event, will be calculated based on 10% of the maximum mileage calculated in the description of 5, c, (ii) of this P&P.

iv. Toll charges and parking fees, documented with appropriate receipts, may be included in the request for reimbursement under this section of this P&P.

7. Items not allowed.

a. There is no reimbursement for the following: alcohol purchased outside of a meal, items purchased in hotel room mini-bars, movies, massages, gyms, and other extraneous items, such as, but not limited to, dry cleaning, spa, haircut, manicure or items that could be considered luxuries. 

b. Additionally, a member should not expect reimbursement for any expenses if the member fails to attend those obligatory events described in Section 9 of this P&P and fails to complete his or her stated obligation(s) for any reason.

i. Exceptions to Section 7, (b) of this P&P may be made in accordance with Section 9, (c) of this P&P.

8. No double reimbursements.

a. When attending an event as this Association’s representative, as well as another chapter or professional organization’s representative, this Association may reduce the amount of available reimbursement funds to prevent double reimbursement for the same expenses.

i. In the event that an attendee to an event is eligible for reimbursement from both the state and a local chapter, an employer or other professional entity, such as another professional association, the local chapter, employer or other professional entity will be responsible for reimbursing the attendee first and then, the attendee shall notify the state Association’s Treasurer of the local reimbursement in order for the state Treasurer to accurately calculate the amount to be reimbursed by the state Association.

ii. An attendee will attest on the Expense Reimbursement form submitted to the Treasurer that, no such double reimbursement will or has occurred, and that any such double reimbursement paid for by NABIP – NV, is subject to recovery attempts by the Association.

b. In no case will a member be reimbursed twice for the same expenditure.

9. Mandatory attendance.

a. Reimbursement is contingent on a member’s participation in those events, functions or activities deemed obligatory by this P&P.

i. The events, functions or activities will be defined by the criteria in the Landmark Award, by the Board of Directors in advance of the event, by the Vice President of Legislation for the state Association or by that attending member, who has been selected by the attendees to be the leader of the group of members attending.

ii. Obligatory events will include, but not be limited to the following for each of four national, regional and state events and activities.

1. The obligatory events at the annual National Convention are anything that the state chapter is paying for including, but not limited to, attendance at the House of Delegates (if the attendee is appointed as a Delegate or an Alternate Delegate), the Regional Meeting, the Awards ceremony, the Town Hall Meeting, each General Session, the State sponsored dinner (if held), the Leadership Training Meeting (if held and the attendee is listed on the Landmark award as a required attendee for points) and other events, which the attendee is expected to make a good faith effort to attend,  with such events being break-out sessions, NABIP-PAC activities, convention social events and the Gordon Memorial dinner.

2. The obligatory events at the annual Capital Conference are anything that the state chapter is paying for including, but not limited to, General Sessions, the Leadership Training Forum (if held and the attendee is listed on the Landmark award as a required attendee for points), break-out sessions designated for each specific office the attendee may hold, the Awards ceremony, the Town Hall Meeting, visitations to federal representatives of any type if scheduled by the local or state legislative chairperson, the State sponsored dinner (if held) and other events, which the attendee is expected to make a good faith effort to attend, with such events being conference social events and NABIP-PAC activities, if the chapter is paying for it.

3. The obligatory events at the annual Regional Leadership Conference are anything that the state chapter is paying for including, but not limited to, General Sessions, break-out sessions and a full day of attendance during as many days as the event is schedule to last.

4. The obligatory events, apply only to the state Vice-President of Legislation, since that person is the only officer eligible for reimbursement, for attending the bi-annual Nevada State Day at The Capital event and those obligatory events are anything that the state chapter is paying for including, but not limited to, visitations to state representatives of any type for which appointments have been scheduled, any State sponsored social events and other events, that may arise in the normal process of the Day at The Capital program. 

iii. Pre-event orientation and/or training, held by any form of NABIP telecommunication, for first time attendees at any event, must be attended or reimbursement will not be provided.

b. Any member being reimbursed to attend and/or participate in a specific capacity will be required to provide an oral or written report to the Board.

c. If a member fails to attend any of the specified functions, events or activities or complete his or her obligations, reimbursement may not be provided.  

i. Judgement as to whether reimbursement may not be provided will be determined by a joint decision of the state Treasurer, the state Vice President and the state President.

ii. The decision of the state Treasurer, the state Vice President and the state President may be appealed by anyone to the full board and may be overridden by a majority vote of the board.

10. Expense Submission Review:  All expense reimbursement requests must be received by the NABIP – NV state Treasurer within 60 days from the date incurred.  Requests received after 60 days will require approval of the Treasurer and state President.
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