[image: image1.jpg]







Accountable Travel Plan
Per Diem (Items that do not require receipts)

Shall be paid to:

1. Board of Directors on official ENA business, including, State Leaders meeting. No alcohol is paid for by MN ENA. 

Shall not be paid to:

1. Consultants and vendors.

To the extent that MN ENA agrees to pay consultant/vendor travel expenses, they will be incorporated as a matter of contract and paid directly to the contracted party.

Shall be paid at the rate of $75 per day:

1. ‘Day’ shall include both the day MN ENA travel begins and the day MN ENA travel is completed, The rate shall be reviewed and approved annually by the Executive Board as part of the annual budget process.

Shall include the following expenses:

1. All incidentals are included in the per diem.  Examples include tips,  meals not offered during the meeting, snacks, and other such expenses.

2. Mileage to an airport is paid separately at the IRS rate based on 20 mpg, and MapQuest mileage. 

· MN ENA prefers having arrangements that are made by current cardholders to be on the Business Debit cards. (Executive Board card holders are: President, Past President/President-elect, Secretary and Treasurer).  In the event the cardholder does not attend, all expenses become the responsibility of the cardholder and money is refundable to the State Council within 30 days.

Per diems will be paid AFTER the meeting.  
Receipts

Receipts will be required for all expenses except Per Diem as stated above.  Personal travel miles issued by airlines can be used but will not be reimbursed to the participant. Actual receipts of payment for items or services are mandatory for reimbursement.

Travel Substantiation Report

It is the responsibility of the traveler to complete the form (voucher) and submit it to the MN ENA Treasurer within 30 days of the travel end date.  See Taxability.

Taxability

Per diems paid under this Accountable Plan are not taxable to the recipient provided that the recipient completes the MN ENA Expense Voucher. The Expense Voucher must be completed, signed and returned to the State Council Treasurer within 30 days of the travel end date.  Taxable amounts will be any monies given that are not supported by valid receipts to Minnesota ENA at a limit stated by the Federal Internal Revenue rules.

