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Financial Disbursement Guidelines:

State Leader’s Meeting (typically preceding the National Leadership Challenge)
· Airfare for President, Secretary/Treasurer, round trip, will be paid by the State Council. Bookings should be done enough in advance – at least 30 days – to take advantage of air discounts.(as budget allows)

· If an attendee from Minnesota has other funding sources, they must be disclosed and not receive duplicate reimbursement. 

· Each attendee will file a “Disclosure of Funding Form” prior to re-imbursement.

·  President, Secretary/Treasurer, room plus tax for up to 3 nights.

· The President, Secretary/Treasurer, will have his/her room plus tax covered for up to 3 nights; if rooms are shared, extensions may be extended to up to 6 nights (3 nights each).

· Sharing of rooms is encouraged (as appropriate) to reduce costs to the Minnesota State Council. 

· The President-elect and Secretary/Treasurer-elect (in years which we have those roles) who are new to the role, will have their conference fee, airfare, , room plus tax for up to 3 nights, paid by the State Council. Bookings should be done enough in advance – at least 30 days - to take advantage of discounts on airfare. 

· If the officers/director chooses to drive instead of fly, the driver of the vehicle will be reimbursed at the cents/mile rate as stated in the Accountable Travel Plan.  Including parking and tolls up to the average printed cost for flying.

· Per-diem, for the officers attending, will be reimbursed at a rate of not more than $75/day (IRS per-diem). 

Annual Leadership Conference
· Tuition for the State Council President/ Secretary- Treasurer(and elect roles)  will be paid for if he/she decides to attend post State Leaders Meeting.(as budget allows)

· A “Disclosure of Funding Form “will be submitted for all MN ENA conference travel

· If an attendee from Minnesota has other funding sources, they must be disclosed and not receive duplicate reimbursement.

· Additional nights (2) lodging will be covered if staying for the Leadership Conference.(Not to exceed being paid for (5) nights. 

· Sharing of rooms is encouraged (as appropriate) to reduce costs to the Minnesota State Council. 

· Estimated expenses will be included in the yearly budget.

· All expenses incurred by the State Council President Secretary/Treasurer may be placed on the Business Debit Card. In the event the officer does not attend, all expenses become the responsibility of the officer and money is to be refunded to the State Council within 30 days.

· The officer must use the voucher and attach all receipts except Per Diem.

National ENA General Assembly (Delegates Conference)
· Amount for delegate support will be decided by the Executive Board after reviewing the yearly budget and finances.  Amounts will be determined by reviewing estimated airfare costs, lodging plus taxes for 3 nights. Expenses will be reimbursed to delegates after submission of event voucher with attached receipts. 

·  Delegate disclosure contracts for the delegates will be available on the State Web site.  The delegates will download, sign and send to the Treasurer 15 days after notification of delegate status. 

· If an attendee from Minnesota has other funding sources, they must be disclosed, and not duplicate reimbursement. See Delegate disclosure form. . 

· Meals and per-diem expenses are the responsibility of the Delegate/Alternate’s chapter. Each chapter may decide if and the amount they will reimburse per diem items. (Up to the IRS accepted amount of $75/day)

· Receipts for airfare and hotel including, will be attached to the reimbursement vouchers and returned to the State Council Treasurer within 30 days of return.  Expenses that do not have supporting receipts may generate the issuance of a 1099-MISC.

Tuition Waiver
· Scientific Assembly scholarships will include the cost of general tuition at the early registration rate.  NO reimbursement will be given for special events, social events, food, alcohol, or travel to the Scientific Assembly.  Proof of registration showing the cost must be submitted with a signed voucher to the State Treasurer for disbursement of funds post conference. 

· Leadership Challenge scholarships will include the cost of general tuition at the early registration rate. NO reimbursement will be given for special events, social events, food, alcohol, or travel to the event. Proof of registration showing the cost must be submitted with a signed voucher to the State Treasurer for disbursement of funds post conference. 

· Any and all scholarships will require a disclosure of funds and a signed re-imbursement voucher prior to reimbursement.



			
image1.jpeg





