2015 Travel Policy
Huntsville Area Association of REALTORS®, Inc.

REIMBURSED EXPENSE  

The following is to be used as a guideline for determining reimbursable expenses for Huntsville Area Association of REALTORS® (HAAR) personnel, officers, directors and others as noted while doing the work of, or representing HAAR. The number of attendees designated for any one meeting and expenses to be reimbursed may vary from time to time with economic conditions and with changing personnel and directors.  The information contained below is to be used as an overall guideline for reimbursement.   Every effort should be made to be a good steward of the Association’s resources, to include booking flights at least 30 days in advance and taking advantage of any discounts.  Travel expenses must be reasonable and adequately documented to satisfy the Association’s policy and IRS regulations.  The staff has the authority to question expenses that appear excessive or are unsubstantiated.

EXECUTIVE OFFICERS OF THE ASSOCIATION: 
The Executive Officers are to attend the AAR Winter Conference, AAR Summer Conference and AAR Annual Convention, NAR Mid-Year Meeting and NAR Annual Convention, and any other meetings approved by the Officers and Directors. (President Elect to also attend NAR Leadership Meeting) (rev 8-2014).
Note: The expenses for the NALMLS President & Secretary/Treasurer fall under NALMLS.    

1. Early Registration Fees   
2. Transportation costs, to be claimed by the driver only, are limited to the lesser of the standard mileage rate at allowable per mile set by IRS or coach airfare at the nonrefundable ticket rate, if necessary to out of state meetings.(rev 10-2014) (Carpooling recommended)
3. Room. (Hotel Block Rates only). 

4. Tickets to special functions.

5. Meals up to an average of $50 per day for AAR meetings and $75 per day for NAR meetings.
CHIEF EXECUTIVE OFFICER/EXECUTIVE VICE PRESIDENT: 

Note: One half of these expenses are to be paid by NALMLS and one half by HAAR

1. Early Registration Fees
2. Transportation costs, to be claimed by the driver only, are limited to the lesser of the standard mileage rate at allowable per mile set by IRS or coach airfare at the nonrefundable ticket rate, if necessary to out of state meetings.(rev 4-2012) (Carpooling recommended)
3. Room (Hotel Block Rates only)

4. Tickets to special functions

5. Meals up to an average of $50 per day for AAR meetings and $75 per day for NAR meetings.

Meetings to include all AAR Meetings, all National meetings, AAR/NAR Executive Officer's Seminars, AAR AE Workshop, NAR Leadership meeting, and the Annual Convention of the ASAE or the Inman Convention (rev 8-2014).
Any other meetings or expenses are to be approved on a case‑by‑case basis by the Executive Committee.

INCOMING SECRETARY/TREASURER TO ATTEND NATIONAL ANNUAL CONVENTION (rev 4-2012):
The expenses for the incoming Secretary/Treasurer fall under NALMLS.

1. Early Registration Fees
2. Transportation costs, to be claimed by the driver only, are limited to the lesser of the standard mileage rate at allowable per mile set by IRS; or coach airfare at the nonrefundable ticket rate, if necessary to out of state meetings. (rev 10-2014) (Carpooling recommended)
3. Room. (Hotel Block Rates only). 

4. Tickets to special functions.

5. Meals up to an average of $75 per day.
STATE DIRECTORS REPRESENTING THE HUNTSVILLE AREA ASSOCIATION OF REALTORS AT
(rev 8-2014): 

AAR Winter Conference: 

1. Transportation cost to be claimed by the driver only and to be reimbursed at the standard IRS mileage rate (Carpooling recommended)

2. Per Diem: $50/day for 1 day

AAR Summer Conference:
1. Early Registration  Fees
2. Transportation cost to be claimed by the driver only and to be reimbursed at the standard IRS mileage rate (Carpooling recommended)

3. Room:3 nights not to exceed hotel conference rate (Encouraged to share room or lodge at non-conference hotels)

4. Per Diem: $50/day up to 4 days

AAR Annual Conference:  

1. Early  Registration  Fees

2. Transportation costs, to be claimed by the driver only, are limited to the lesser of the standard mileage rate at allowable per mile set by IRS or coach airfare at the nonrefundable ticket rate, if necessary to out of state meetings.(rev 4-2012) (Carpooling recommended)

3. Room: 3 nights not to exceed hotel conference rate  (Encouraged to share room or lodge at non-conference hotels)

4. Per Diem: $50/day up to 4 days

NATIONAL DIRECTORS REPRESENTING HAAR AT NAR MEETINGS:

Same as “State Directors”, but for NAR meetings only.  Per Diem will increase to $75/day.
HUNTSVILLE AREA ASSOCIATION  DIRECTORS:

$200 stipend for attendance at AAR Winter Conference or AAR Summer Conference.(rev 4-2012)
HAAR COMMITTEE CHAIRMEN OR TASKFORCE CHAIRMEN ATTENDING THEIR RESPECTIVE AAR COMMITTEE MEETINGS OR HAAR MEMBERS SERVING ON AAR COMMITTEES OR TASK FORCES:

Up to $200 reimbursement per trip (1 reimbursement per trip, regardless of how many additional meetings are attended on that trip).
HAAR REALTOR® MEMBERS RECEIVING AAR or NAR AWARD:

Reimburse travel, hotel, per diem and registration expenses to any HAAR member, who has received an AAR or NAR Award and must travel to an AAR or NAR meeting to accept the award. This reimbursement shall follow the same criteria as State Directors.
REIMBURSEMENT PROCEDURE
1. It is the traveler’s duty to minimize costs wherever possible by car-pooling, taking public transportation, splitting cab expense, splitting costs of hotel rooms. (rev 11-2012)

2. Prior to attending conventions, meetings, etc. members that have received approval by the Officers and Directors for reimbursement by HAAR,  should obtain an expense report form from the Association's CEO or Bookkeeper. (rev 8-2014)
3. The completed expense report form must be returned to the Association's CEO or Bookkeeper within 30 days of attending meetings and shall not extend into a new fiscal year. (rev 8-2014)
4. In general, receipts should accompany each item on the expense report whenever possible and must accompany any expense in excess of $25.00.  In particular, receipts must accompany items such as travel, lodging, etc., and should be well documented.  Receipts are not required for meals covered by the per diem.  

5. Reimbursement shall be made in only one category.  There shall be no duplication of reimbursement.  

6. Per Diem shall begin the day of the first attended meeting unless the time of and distance to the first meeting requires the member to leave the day before.  In such case, the Per Diem shall be $40 for the departure day and full per diem for each remaining day (rev 8-2014).  Per Diem shall end the same day as the last meeting unless the time of and distance from it requires the member to stay over another night.  In such case the per diem shall be $40 for the departure day.  

7. Unless otherwise specified, Hotel rooms shall be reimbursed beginning the night of the first meeting unless the time of and distance to the first meeting requires the member to leave the day before.  Reimbursement shall end the morning of the last meeting unless the time of and distance from it requires the member to stay over another night.

8. Each driver will be reimbursed the rate as outlined in the respective reimbursement procedure above (rev 9-2013). Transportation costs are to be claimed by the driver only. Airfare costs are to be determined as the lowest achievable priced flight 30 days prior to travel (to include one (1) checked bag and one (1) carry-on bag) and transportation to/from hotel (rev 8-2014). Car-pooling is encouraged and will be considered when determining whether flying or driving is justifiable. (Rev 11-2012) 

If reimbursable airfare savings can be shown to offset additional Per Diem and Hotel charges by extending the member’s stay (such as over a Saturday etc.) the additional day(s) Hotel and Per Diem will be reimbursed.  

9. Reasonable expenses for tips (non-food related), taxi, bus, parking, tolls, hotel internet access, etc. are reimbursable. (rev 4-2012)
10. Entertainment expenses not related to association business, mileage for side trips, ancillary hotel charges (such as, but not limited to: room service, movies, phone calls, mini bar, wet bar, dry cleaning, health club fee, snacks etc.) are not reimbursable.  
ELIGIBILITY

An eligibility list should be formalized by the Officers and Directors of HAAR at the beginning of each year or no later than prior to each meeting or convention involving travel expense.

OTHER EXPENSES Any other expense shall be submitted for approval on a case‑by case basis. The staff has the authority to question expenses that appear excessive or are unsubstantiated.
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