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CoDA Service Conference 2016 

 
Motion Form 

 
Committee: _Finance Committee_  Date:_____________ 
 
Motion Number: (data entry purpose only):_ Finance 1-6 Revised 
 
Result (data entry purpose only): 
 
Motion: 

That the 2016 CoDA Service Conference approve the following change to 
the Expense Reimbursement Policy retroactive to June 23, 2016: 
 
Section 6. Receipts:  Replace the first paragraph establishing the requirement for 
receipts over $30. 
Old:  All items claimed on the form must be substantiated with a detailed receipt, except for 
meals, mileage, and parking/toll/rapid transit charges less than $10. 

In cases where receipts have been lost, attach a signed statement to the ERR, explaining the 
missing receipt. Attach a copy of the credit card statement and any other available proof of 
purchase. If reasonable, the substituted documentation may be accepted as a receipt. 

 
New:  All items claimed on the Expense Reimbursement Request (ERR) form must 
be substantiated with a detailed receipt with the following exceptions. Receipts are 
not needed for meals. (Your per diem is intended to cover your meals and 
incidentals.) You do not need to provide receipts for mileage and items that are $30 
or less. But receipts for $30 or less are helpful for record keeping, so provide them 
as you can. For all non Per Diem expenses of $30 or less, that are not accompanied 
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by a receipt, the following information must be provided: 1) amount paid, 2) 
amount claimed if amount is different, 3) to whom paid, 4) reason for expense, and 
5) date of expense.  
 
In cases where receipts have been lost, attach a signed statement to the ERR, explaining the 
missing receipt. Attach a copy of the credit card statement and any other available proof of 
purchase. If reasonable, the substituted documentation may be accepted as a receipt. 

 

__________________________________________________________
Intent:  

To continue to improve the policy so that trusted servants can clearly 
understand the policy for reimbursement of expenses while serving CoDA, Inc. 
The Finance Committee recommends that we compromise between the IRS 
requirements and where we were before in order to be good stewards of the funds 
entrusted to us as a not-for-profit organization.  We hope that this will help those 
who submit reimbursements as well as those who handle them in the approval 
process. 
 

Remarks: 
This revision is a rewording of our proposed motion.  There is no intended 
difference in this change only to state the policy more clearly.  The wording was 
suggested and accepted by the Finance Committee and is shared now ahead of 
CoDA Service Conference. The following paragraph is what we proposed: 

 All items claimed on the form must be substantiated with a detailed receipt, 
except for meals, mileage, and general receipts each of $30 or less.  Receipts for 
$30 or less are appreciated for record keeping purposes.  A detailed list that 
includes amount paid, amount claimed if different, to whom paid, reason for 
expense, and date of expense is necessary for all expenses of $30 or less that are 
not accompanied by a receipt. 

Keeping track of receipts can be a hassle and are easily lost while traveling.  $30 is 
a greater limit than $10, but we are requiring a list of amounts claimed with details. 
The $30 limit covers a $25 checked baggage fee.  
 
The Finance Committee asked The Board to approve this motion and they 
approved it in principle at their face to face board meeting June 23-26, 2016.  
 
Here is a link to the Expense Reimbursement Policy without this proposed change 
as found on the CoDA Web site.  Expense Reimbursement Policy 
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http://coda.org/default/assets/File/CoDA%20Expense%20Reimbursement%20Policy%202015%2007.pdf
http://coda.org/default/assets/File/CoDA%20Expense%20Reimbursement%20Policy%202015%2007.pdf
http://coda.org/default/assets/File/CoDA%20Expense%20Reimbursement%20Policy%202015%2007.pdf


File: Finance motion 1-6 Revise ERP-Receipts - late rewording.doc Page 3 

Accompanying the finance motions will be a copy of the Expense Reimbursement 
Policy with the proposed changes.  The file will be submitted with Finance Motion 
2-2 when it is finalized.  
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