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Travel and Expense Reimbursement Policy
Originally Approved and Implemented: 2011

Revised and Approved: December 1, 2023
Purpose of Policy:

Travel is sometimes required to conduct Tracy Family Foundation business and to further the charitable mission of TFF. The purpose of a TFF Travel and Expense Reimbursement Policy is to ensure that reimbursable expenses are appropriate, reasonable, necessary, and not excessive, and to provide for a uniform and consistent approach for reimbursement of travel and other expenses. 

Policy:

The TFF Travel and Expense Reimbursement Policy includes the following provisions: 
· This policy should be adhered to by anyone traveling or incurring expenses on behalf of the organization (trustees, officers, employees, consultants, committee members, volunteers, etc.) 

· Travel on behalf of the Foundation should be undertaken in a cost-effective manner. The law requires that these expenses not be “excessive, lavish or extravagant”. 

· Expenses are only reimbursable if they are reasonable, necessary, and directly related to the foundation’s work – and not personal activities. 

· Individuals traveling on behalf of TFF may incorporate personal travel or business with the TFF-related trip.  However, any additional expenses incurred as a result of the personal travel, including but not limited to hotel nights, additional stopovers, meals, or transportation, are the responsibility of the individual, not TFF. 

· Air travel reservations should be made as far in advance as possible to take advantage of reduced fares. 

· Reimbursable Expenses include: Transportation (but not first-class travel), Parking fees, Mileage to and from meetings, Lodging, Meals, Conference & Workshop Fees, and Other Misc. expenses that are subject to approval by the TFF Board Chair or President. TFF trustees and staff will be reimbursed at the IRS approved rate per mile for employees.  TFF volunteers will be reimbursed at the IRS approved rate per mile for volunteers, and only if the volunteer requests reimbursement.

· The Foundation will not pay for: Travel or out-of-pocket expenses for spouses, dependents, or others unless they too are performing official duties for the Foundation.

· A TFF Expense form, along with itemized receipts, is required for reimbursement. This documentation should be sent to the TFF President.  

· Itemized receipts and/or mileage records are NOT required from the TFF President if they are provided a car allowance. A car allowance for the President is at the discretion of the Dot Foods board of directors and is subject to approval annually. If a car allowance is provided, it must be treated as taxable income to the President. The amount of the car allowance provided cannot cause the President’s income to be more than what is reasonable.

· Both the TFF Board Chair and President are authorized to approve requests for reimbursements, with two exceptions: 1) Only the Board Chair or Treasurer are authorized to approve reimbursement of expenses submitted by the President and 2) only the President or a TFF board officer who is not an immediate family member (parent, grandparent, child, grandchild, spouse ) of the Board Chair can approve reimbursement of expenses submitted by the Board Chair.  

· Request for reimbursement cannot occur until after the activity or event has taken place.

· If TFF prepays Conference registration fees or any other costs on behalf of TFF Staff, trustees, or committee members and the individual does not participate, TFF may require repayment of nonrefundable expenses.

· Itemized expenses submitted more than 60 days after the end of the year when the expenses were incurred will not be reimbursed.

· For hourly staff members, TFF will provide compensation for time to travel to a conference, for time attending the required conference, and for travel time back from the conference.  No compensation will be provided for social time tied with the event, time sleeping, or overnight hours. 

· For salaried and hourly staff members, TFF will provide compensation for time and mileage to travel to TFF’s Mt. Sterling office only if the hourly staff member lives outside of TFF’s 10 county Region.
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