A motion by West Virginia to pay the travel expenses for Governing
Board delegates:
J. Travel Guidelines and Reimbursements
1. The Finance Committee shall establish a travel request form that will include
estimated costs of proposed travel as well as a travel reimbursement form on which
claims for reimbursement are made.
2. Reimbursement for travel by Governing Board representatives may be authorized
under the following conditions. No reimbursement from the Governing Board will be
authorized unless the travel has been pre-approved.
The President or First Vice President may approve Governing Board representative
travel in the following circumstances.
a. The representative is representing the Governing Board, rather than his or
her respective state, at a meeting or event that is not a meeting of the
Governing Board or a Governing Board committee.
b. The representative is representing the Governing Board, rather than his or
her respective state, at a meeting of a Governing Board Committee for
which the representative is not a member of the Committee.
c. Such reimbursement shall only be allowed in instances where the meeting
or event is not being held in conjunction with another Governing Board
meeting or event at which the representative may attend and represent his
or her state.
d. Notwithstanding the foregoing, the President or First Vice President may
approve representative travel in the interest of justice in exceptional
circumstances.
Neither the President nor First Vice President may approve a request for his or her
own travel. In approving a request for reimbursement, consideration shall be given to
funds available and budgeted for this purpose.
3. Travel reimbursements will be based on the Federal mileage and per diem rates as
published by the U.S. General Services Administration in effect during the period of
travel. If anticipated expenses exceed the federal rate, the traveler may request in writing
pre-authorization for reimbursement based on actual expenses. The request must include
a justification for exceeding the Federal per diem lodging allowance such as:
a. Lodging and/or meals are procured at a prearranged place such as a hotel
where a meeting, conference or training session is held;
b. Costs have escalated because of special events (e.g. missile launching
periods, sporting events, World’s Fair, conventions, natural disasters);
lodging and meal expenses within prescribed allowances cannot be
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obtained nearby; and costs to commute to/from the nearby location
consume most or all of the savings achieved from occupying less
expensive lodging;
c. Because of mission requirements; or
d. Any other reason approved by the proper authority.
4. Reimbursement of Actual Expenses
a. The approved request will be attached to the traveler’s reimbursement
voucher. In the case of emergency circumstances in which advance
approval could not be obtained, the traveler must attach a signed statement
to the voucher detailing the justification and circumstances prohibiting
advance approval.
b. The traveler must itemize all expenses, including meals, (each meal must
be itemized separately) for which he or she will be reimbursed under
actual expense. However, expenses that do not accrue daily (e.g. laundry,
dry cleaning, etc.) may be averaged over the number of days for which the
traveler is approved reimbursement for actual expenses. Receipts are
required for lodging, regardless of amount and any individual meal when
the cost exceeds $25.00. The approver may require receipts for other
allowable per diem expenses, but must inform the traveler of this
requirement in advance of travel. The approval for reimbursement based
on actual expense may limit meal and incidental expenses (M&IE)
reimbursement to either the prescribed maximum M&IE rate for the
locality concerned or a reduced M&IE rate, and it may or may not require
M&IE itemization at the approver’s discretion.
5. All travel reimbursement requests will be submitted to the Executive Director for
approval, and copies will be forwarded to either the President or the Secretary/Treasurer
for inspection. The President or Secretary/Treasurer shall approve travel reimbursement
for the Executive Director.
6. The Executive Director is authorized to travel to all Governing Board meetings
(including committee meetings) without pre-approval. Whenever the Executive Director
is representing the Governing Board at other meetings, he or she shall first receive
approval from the President or First Vice-President. The Executive Director shall
approve necessary travel for employees of the Governing Board.
7. Requests for travel approvals and signed authorizations may be submitted and
returned via facsimile or via email, if the approver uses his or her own email account to
establish authenticity of the approval.
8. In addition to the travel reimbursements authorized by J 2, the Governing Board
shall reimburse each state for the travel expense of sending one state legislator to
Governing Board meetings.
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