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Motion:

To replace the current Expense Reimbursement Procedure and replace it with the following:

Expense Reimbursement Procedure

Complete the Expense Reimbursement Request (ERR) Form, available from your chair or from the Finance section of the Committee Work Area (CWA) on the website.  

ERRs submitted more than 60 days after the end of the event that necessitated the expense will be reimbursed, but will be considered income to the person receiving the reimbursement and a 1099 will be sent documenting the income. 
If an Advance was received, indicate the amount of the Advance on the ERR and subtract the amount from the subtotal.  

If the Advance exceeds the expense incurred, the person will submit a check or money order, within 10 days, made out to CoDA Inc. to repay the difference. Foreign nationals should return the money via bank wire transfer directly into CoDA’s bank account (contact the Treasurer for instructions.)

Attach an explanation of the purpose if Other is checked on the ERR. 

Committee chairs are responsible for submitting an agenda for Face- to- Face meetings to document the purpose of the meeting. 

Attach all receipts. 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.

Attach Additional Info/Detail as may be required (for example, documentation of currency conversion rate used and currency conversion fees.) 

Foreign nationals only: include a typed Wire Transfer Form to enable the Treasurer to transfer funds directly into your account (Contact the Treasurer for a copy.) 
Submit all Expense Reports as described below:

· Email submission is preferred. (Scan documents and insert in email.) Any other form of submission may result in delays.

· Submit ERRs to the bookkeeper with a CC to both “Approvers” (see chart below.)

bookkeeper@coda.org
Ms Lauren Alston

14419 W. Trading Post Dr.

Sun City West, AZ 85375

FAX (320) 451-0017

ERR From               
    Approved By 1


Approved By 2

	Member
	Committee Chair
	Finance Liaison

	Committee Chair
	Board Liaison
	Finance liaison

	Finance Liaisons 
	Committee Chair 
	Board Finance Liaison

	Finance Chair
	Board Chair
	Board Finance Liaison

	Board Member
	Board Chair
	Finance Liaison

	Board Chair
	Board Vice-Chair
	Finance Chair


CoDA’s bookkeeper will: 

· Check ERRs to be sure all receipts are included.

· Send ERRs & receipts to appropriate Chairs and Finance Liaisons. 

· Upon receipt of approvals, bookkeeper forwards the ERR to the Treasurer for payment. 

· Treasurer processes payment and notifies submitter that payment has been processed. 

If there are corrections needed on an ERR, discrepancies will be handled between an approver and member.  One of the approvers (chair or finance liaison) will contact the member for resolution. 

Our goal is to send reimbursement checks within 30 days of submission to the bookkeeper. 

_______________________________________________________ Intent: To have a clear, updated procedure

Remarks:

