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BOARD MEMBER CONFERENCE ATTENDANCE 

AND REIMBURSEMENT POLICY
1. GENERAL 

The Workforce Alliance (WA) encourages the participation of WA Board and Committee members and Task Force members in events designed to impart a greater understanding of workforce issues.  Great benefit can be realized when the membership of workforce organizations stay abreast of current practices and concepts.

The WA shall notify the WA Board and Committee members of upcoming events that may be of interest to them as soon as the event is made known, and as far in advance as possible.

2. PARTICIPATION 
It shall be the policy of the WA to encourage the voluntary rotation of attendance among Board and Committee/Task Force members to allow the greatest chance of participation equally to all concerned.

WIOA related conference attendance, whenever personal schedules allow, is encouraged for all WA Board and Committee/Task Force members to promote understanding and knowledge of WIA related programs and strategies

The WA, through its Executive Committee, reserves the right to limit the number of conference participants whenever funding restrictions require such action.  In such circumstances, the Chairman shall determine the member(s) most appropriate to attend.
Requests for participation in any event shall be made as far in advance of the event as possible, but not less than thirty (30) days prior to the event.

3. PAYMENT FOR PARTICIPATION EXPENSES

When adequate time is available prior to the planned participation, advance registration, travel and hotel reservations will be made through the administrative offices of the WA.  Advance payment will be accomplished for these items using the regular voucher system of the WA.
When adequate time is not available for the WA to accomplish advance accommodations or payment, attendees may submit requests for reimbursement of event related expenses such as travel, hotel, event registration fees, meals and other relevant participation expenses.  Reimbursement shall be limited to the direct expenses of the individual attendee exclusive of expenses to accommodate spouse, companion, or others.

 Expense reimbursement will be made according to current WA payment processing.  Reimbursement payments are generally made within thirty (30) days of submission; however, delays may be experienced due to the absence of all required documentation.  
WA staff may provide reminders and make requests for receipts to assist in payment processing; nevertheless, it is the sole responsibility of the individual requesting expense reimbursement to provide the necessary documentation.  

Reimbursement for expenses not directly related to attendance of a conference event will not be made.  Examples of non-reimbursable expenses may include clothing, extended hotel stay, sightseeing/tour, vehicle rental, alcoholic beverages, meals and/or meeting expenses when not a part of the published event schedule, travel to and from home to point of embarkation, mileage reimbursement for travel in excess of direct travel to and from event site, etc.
Mileage reimbursement shall be limited to the actual mileage driven and will be compensated at the current WA authorized rate.
Reimbursement for event related expenses shall be limited to the actual cost of each item and requests for reimbursement shall be accompanied by an original receipt(s).  Acceptance of photocopied receipts, although not generally accepted, may be determined on a case by case basis by the President/Chief Executive Officer, in consultation with the WA Chairman.
For the purposes of this Policy the term “original receipt(s)”, is defined as the actual receipt offered by the agency or firm from which the expensable item was purchased, or an original copy of a credit statement displaying the payment of the expense(s) including a description of the item(s) purchased, amount of each purchase, date and place of purchase, and the name of the company or establishment from whom the purchase was made.
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