Expense Reimbursement Guidelines



1. No member should be financially disadvantaged or advantaged for the cost of travel
2. Members are encouraged to utilize the least expensive means of transportation (including public transportation, cab sharing, carpooling, etc).
3. Travel and meals are reimbursed on a flat rate.
4. Members have the right to refuse reimbursements or request a lower amount for any or all travel.  
5. Specific needs and special circumstances will be taken into consideration on a case by case basis.  The member should contact the Local President to discuss the special circumstance.
6. Lodging (and parking at the hotel) is typically paid directly by the Local.  Room reservations will be made by the Local as early as possible to obtain the least expensive room rate available.  If the Local is not directly billed, members should submit an Expense Requisition form and the receipt from the hotel within 30 days.  The Local will not reimburse for charges beyond the standard room rate.  
7. Cancellations:  Except in the case of a true emergency, members are financially responsible for the failure to notify the Local to cancel a hotel room.  
8. For members driving, additional funds may be added for parking.  Receipt required.
9. If a member feels it necessary to utilize a cab service for personal safety, the individual may utilize such a service and should file a travel reimbursement.  Please note this does not apply to airport transportation where the individual is expected to utilize the most economical and reasonable transportation.
10. UPI Local 4100 relies on the honor of its members to not accept a reimbursement that exceeds the actual cost of expenses. 
11. [bookmark: _GoBack]All Expense Requisitions along with required receipts must be submitted in 30 days.  After 30 days, the Local will not reimburse the member.  Thank you.
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