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	 Policies / Procedures

	
	Chapter: X - Finance

Section:   TBD
Subject:  Expense Recognition and Reimbursement


	Effective Date:  June 1, 2008

	Supersedes:

	Retired Date:

	Author: Nora Goto


Policy Statement:
The Chapter shall have an expense reimbursement policy in place to provide members with timely reimbursement when their personal funds are used fund chapter related activities.
The Chapter shall also have a process in place to identify expense and tie that expense to the appropriate account when payment is made either by Chapter Credit Card, Check or by a personal expenditure with Chapter reimbursement expected. 

The Finance Director is required to maintain all original documents to support expense payments. This documentation may be required to satisfy reconciliation, inquiries, audit and regulatory reporting.  
Definitions:  

Expense identification is used to specify the date, amount and description of the expenditure, the account and sub account to be charged, and the payment method used. 
Payment methods can include: the Chapter credit card or check or a personal check or credit card requiring expense reimbursement. 
Expense reimbursement is used to reimburse members for expenses used to fund chapter related activities.
Preauthorized expenses are budgeted items that are designated by the approving director as eligible for routine payment. These expenses are generally recurring and fall within the budgeted monthly allocation for the expense category. Preauthorized expenses must be identified in writing by the authorizing Director to the Finance Director

Expenses that have not been preauthorized cannot be paid unless authorized by the appropriate director against the approved budget for that area. 

Procedure:

1. The individual requesting reimbursement must:

a. Prepare and submit an expense report to the Finance Director within thirty calendar days of the expenditure. The postmark or email date will be used to verify.  
i. Email should be to Finance@pmi-oc.org 
ii. The mailing address is 

PMI-OC

P.O. Box 15743 

Irvine, CA 92623-5743

b. Expense Reports submitted after the thirty day period stated above will be brought to the attention of the BOD using the Expense Reimbursement Control Log
2. The Expense Report Form attached to this Procedure must be accurately completed to complete the payment process.
a. The Requestor must complete the name, email address, mailing address and phone number.

b. The Requestor must enter the full Expense Account from the expense account list attached to this procedure. Failure to accurately identify the Expense Account may delay payment as the document is returned for correction. 

c. The Requestor must enter a brief, accurate description of the expenditure to be used by Finance in the comment field when processing payment. Additional description can be added if needed in the space directly below the expenditure entry. 

d. The Requestor will attach all supporting documents to the expense reimbursement submitted. This includes, but is not limited to:

· Credit Card Receipts

· Bills or Invoices

· Any other supporting documentation
e. The Requestor must also indicate if this was a personal expense or a Chapter Expense. 

i. If it is a chapter expense, use of the expense form, while not mandatory is very helpful in applying the credit card expense correctly. 

3. Payment Process


a. The Expense Reimbursement Form will be received and logged by Finance, beginning the payment processing cycle.

b. Finance will review the expense reimbursement for accuracy and available budget. 

i. If the expense reimbursement is not filled out correctly, Finance will return the form to the submitter for rework and resubmittal.

ii. If there is no available budget to pay the expense reimbursement, Finance will contact the appropriate Director and escalate to the BOD as necessary. 

c. Within two working days, Finance will forward the electronic or scanned copy of the expense reimbursement to the approving director. 
d. The approving Director will have two working days to either approve or disapprove the expense reimbursement and notify Finance of the action taken. After two working days, the item will be followed up by Finance. If after five working days the item is not yet approved, Finance will notify the requester of the delay. 

e. Once payment is approved by the Director, Finance will process the payment for inclusion in one of the two monthly payment cycles

i. Expenses approved by the 10th of the month will be paid by the 15th. 

ii. Expenses approved by the 25th of the month will be paid by the 30th. 

f. Finance will maintain an Expense Reimbursement Control Log and include that log in the monthly board reporting package. 
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	Date Paid:
	 

	
	
	
	
	   Expense Form
	Check Number:
	 

	
	
	
	
	
	
	
	
	 

	Control #
	 
	 
	 
	 
	
	
	Amt. Paid
	 

	
	
	
	
	
	
	
	
	

	Name:
	Your Name Here
	 
	 
	
	
	
	

	
	
	
	
	
	
	
	
	

	Email:
	Your Email Address Here
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Signature
	 
	 
	 
	 
	Date:
	 
	
	

	
	
	
	
	
	
	
	
	

	Address: 
	Your Mailing Address
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	City:
	Your City
	 
	 
	 
	State:
	CA
	Zip:
	Your Zip

	
	
	
	
	
	
	
	
	

	Phone:
	Your Contact phone nubmer
	 
	
	
	
	

	
	
	
	
	
	
	
	
	

	EXPENSES:
	
	
	
	
	
	
	

	Date
	Board Account 1
	Expense Description 2
	PMI-OC Charge Card Charges 3
	Amount 4

	3/7/2008
	Chair Expenses:Region 7 Meeting:Travel Expenses
	Lodging at 50% (one night)
	 $ 
	 $             -   

	 
	Expense policy for this event was to have dual occupancy. Since there was single occupancy, the charge is for 50% to comply
	 $ 
	 $ 

	3/7/2008
	Chair Expenses:Region 7 Meeting:Travel Expenses
	Mileage 180 mi at $0.505
	 $ 
	 $             -   

	 
	 
	 
	 $ 
	 $ 

	TOTAL
	 
	 
	 
	 $ 

	
	
	
	
	

	Notes
	
	
	
	 

	1. Each expense must have a specific Board Account assigned to it. See Expense Account Listing 

	2. Provide a receipt for each expense.

	3.  These charges are not reimbursable, but MUST be reported.

	4.  These expenses are ones you paid for with personal funds and are requesting reimbursement.
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																Date Paid:

										Expense Form						Check Number:

		Control #														Amt. Paid

		Name:		Your Name Here

		Email:		Your Email Address Here

		Signature										Date:

		Address:		Your Mailing Address

		City:		Your City								State:		CA		Zip:		Your Zip

		Phone:		Your Contact phone nubmer

		EXPENSES:

		Date		Board Account 1						Expense Description 2						PMI-OC Charge Card Charges 3		Amount 4

		3/7/08		Chair Expenses:Region 7 Meeting:Travel Expenses						Lodging at 50% (one night)						$		$   - 0

				Expense policy for this event was to have dual occupancy. Since there was single occupancy, the charge is for 50% to comply												$		$

		3/7/08		Chair Expenses:Region 7 Meeting:Travel Expenses						Mileage 180 mi at $0.505						$		$   - 0

																$		$

																$		$

																$		$

																$		$

																$		$

																$		$

																$		$

																$		$

																$		$

		TOTAL														$   - 0		$   - 0

		Notes

		1. Each expense must have a specific Board Account assigned to it. See Expense Account Listing

		2. Provide a receipt for each expense.

		3.  These charges are not reimbursable, but MUST be reported.

		4.  These expenses are ones you paid for with personal funds and are requesting reimbusement.
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cs15601: Name of individual who the check is made out to

cs15601: Mailing address to send the check

cs15601:
Mailing City, State and Zip.

cs15601: Phone number where the recipient can be contacted, put yours in the cover email.

cs15601: Name of individual's email address
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