
Instructions for Meeting Information Sheet


_____Pre
Meeting Information Sheet
Post______
Attach draft agenda  


Attach revised agenda 
Committee/Other name:  
      Budget(s) to be charged  

Completion of this form is necessary before advances can be processed for this meeting.
Revised after meeting before ERRs can be processed.  Chairs completion of this form acts as their approval for their committee members ERRs unless there are requests for reimbursement that are inconsistent with this form.  
Type of Meeting:  (Choose one)   ____ Face to Face;   ____CoDA Service Conference;   ____Other (Specify)  ____________

Starting date and time for meeting:  ________          Ending date and time:  ________          

Who is expected/was at the meeting?   Location of Meeting (Hotel, city, state)   

	Row #
	Name
	arrival 

date
	departure date
	travel from

(home town, State)
	mode of transportation
	Approximate travel cost
	Advance

Y, N, ?
	roommate list
	other notes:

	1
	Chair
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(For additional names use another sheet.)   Hotel name and address  


Hotel room rate:  $
Tax included?         Yes or No          ,  if No, tax rate if known            .

Any unusual expenses or situations that need special attention in relation to reimbursements of expenses:  


Total expected cost for this meeting:  $

Submitted by chair 

Date  
  
Submit to ERR@CoDA.org
Meeting Information Sheet tracking #_______________(Pre sheet for meeting: # assigned by office-Post sheets for same meeting will use same #)
The meeting information sheet is designed to be filled in by the chair of the committee responsible for the area being charged for the meeting expenses.  In most cases they are the one to sign the form.  (Exception is when they are the only one listed on the form (attending CSC) in which case the chair submits it to their committee Board Liaison for signature.  Post CSC, please prepare and ask outgoing Board Liaison or Secretary of the Board to sign form before the end of CSC.  The completion of this form is required before a meeting/CSC in order to approve any Travel Advance Requests from members of your committee.  Things change so the post MIS is to be filed after the meeting and will constitute the Chair’s approval of committee members’ ERRs as long as ERRs are consistent with the information on the MIS.
The following is taken from the Travel Advance Process (a part of the Travel Advance Request form):

4. A. For F2F travel advance:

· Notify trusted servant’s chair, the trusted servant will be submitting a request for an Advance ERR for travel (chair will submit Meeting Information Sheet (MIS) & Agenda to ERR@coda.org (which gets forwarded to bookkeeper, treasurer, and Finance Committee) 
NOTE: The signatory of the MIS is the non-finance approver for the ERR of the trusted servants listed on the MIS (except for the signatory).

· Send Advance Request on a Travel Advance Request (Advance) form with receipts or documentation (map quest, airlines quotes etc.) to justify trusted servant’s requested amount. (Amount for advance request, may not be less than 200.00, but can be for up to 100% of attached receipts plus 80%* of estimated expenses.) 
· Trusted servant will receive an acknowledgement of receipt of trusted servant’s Advance form with a tracking number that will be used for all correspondence related to this advance and final ERR for this trip.

· Will not be processed without Full Name, Full address and contact information.

· Submit request via email to:  ERR@coda.org and to
· one’s Chair if a member of a committee/Board
· one’s Board Liaison if a Committee Chair
· Treasurer will solicit approval from committee chair if request is not in line with MIS submitted by committee chair or from Board Liaison for chair.
· Bookkeeper enters into accounts payable in QB, submits to board Treasurer for approval, processes and mails payment in accordance with CoDA, Inc.’s payables process.
4.  B. For other advances (primarily travel to CSC)

· Event Committee – Same as F2F, chair submits Meeting Information Sheet (MIS)

· Board – Same as F2F

· Committee Chairs submit MIS to Board Liaison for signature, Liaison submits to ERR@coda.org – the rest is the same as F2F

· TROs of all types,
Events solicits
IMC submits MIS
Same as F2F with help from finance liaison to IMC
· Moderator for CSC – Events submits MIS – same as F2F

· FSW’s – Board submits MIS – same as F2F

· Speakers to ICC – Events submits MIS – same as F2F

· Others – The chair for the area that pays for the expenses submits MIS unless they are the recipient. In that case the board liaison signs the MIS.
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