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State council members are asked to consult with their employers to have travel expenses reimbursed through their employer as part of leadership development and community / volunteer service.  If the employer is unable or unwilling to pay for council-related travel, the following policy will serve as the guide for reimbursement through KY SHRM.  KYSHRM will pay for reasonable, usual and customary charges incurred by the traveler as a direct result of attending a KYSHRM or SHRM sponsored/endorsed event.  KYSHRM travel shall be properly authorized, reported, and reimbursed; under no circumstances shall expenses for personal travel expenses be charged to, or be temporarily funded by, KYSHRM, unless otherwise noted in this Policy.  It is the traveler’s responsibility to report his or her actual travel expenses in a responsible and ethical manner, in accordance with the regulations set forth in the Policy. Any exceptions to the Policy must be submitted to the KYSHRM President or another KYSHRM Executive Board Member, as defined in the Policy, for approval.
Approval of Travel and Related Expenses 
Travelers may not approve the reimbursement of their own travel and related expenses.  Approval is made by the KYSHRM President or the KYSHRM President Elect.

Payment of Travel 
Typically, travel is paid by the traveler and reimbursement requests are submitted to the Treasurer.  The Treasurer will 
1. Reconcile the receipts received and the reimbursement request, 
2. Receive approval from the President to pay the request, and 
3. Will provide the reimbursement check to the traveler by the most convenient method.
Registration and Fees

Typically, registration is included for KYSHRM or SHRM sponsored/endorsed events.  If registration is not included, KYSHRM will reimburse traveler for actual advertised registration costs.  Events advertised in the conference materials that are not included in the cost of registration will not be reimbursed by KYSHRM.
Transportation Expenses 
Transportation expenses shall be reimbursed based on the most economical mode of transportation and the most commonly traveled route consistent with the authorized purpose of the trip.  Transportation tickets should be procured in advance in order to obtain any discounts offered by the carrier.  If needed and if traveling by air, KYSHRM will reimburse the actual cost up to $20 charged for checking personal luggage by the airline.  Other modes of transportation personal luggage expense will be reimbursed similarly on a case by case basis.  If used, POV parking will be in long term parking at the point of departure.
Mileage Expenses 
Mileage shall ordinarily be computed between the traveler’s headquarters and destination. Expenses for travel between the traveler’s residence and headquarters (commuting expense) shall not be allowed. However, mileage expenses may be allowed between the traveler’s residence and the destination if KYSHRM travel originates or terminates before or after the traveler’s working hours, or if travel originates or terminates during a regularly scheduled day off.

Lodging
If lodging expenses are included in the travel package, there will be no reimbursement for lodging.  If lodging expenses are not included in the travel package, lodging reservations are to be made at the event/host site or a site suggested by the event sponsor for a standard double or king bed room at the cost stated in the event advertisement materials.  If travel is necessary the day before the conference, the actual cost of one room will be allowed so long as the cost does not exceed the standard room rate advertised in the registration materials.  Any amounts in excess of the standard stated amount will be paid by the traveler. Exceptions may be made by the KYSHRM President.
Air Travel 
Coach class airfare shall be used in the interest of economy.
Privately Owned Vehicle (POV) Travel 
Travelers should use their POV for KYSHRM purposes if it is less expensive than renting a car, taking a taxi, or using alternative transportation, or if it saves time.
The standard mileage reimbursement rate for POV will follow the IRS Standard Mileage Rate for “business miles driven” per mile that is effective the date the travel occurred; which takes into account all actual automobile expenses such as fuel and lubrication, towing charges, repairs, replacements, tires, depreciation, insurance, etc. Under IRS regulations, travelers who claim this rate are not required to substantiate the actual costs of operating the vehicle.

Travelers with physical disabilities who must use specially equipped or modified vehicles may claim reimbursement at the IRS Standard Mileage Rate for “business miles driven” per mile that is effective the date the travel occurred. However, if the traveler incurred higher than standard operating costs, the traveler may seek reimbursement. The traveler must certify in a statement submitted with the Reimbursement Expense Request that he or she incurred higher operating costs. The actual fixed and variable costs must be specified in the statement.

If advance approval has been obtained, a traveler may use surface transportation for personal reasons even though air travel is the appropriate mode of transportation. The cost of meals and lodging, parking, mileage, tolls, taxis, and ferries incurred while in transit by surface transportation may be reimbursed. Such costs shall not exceed the cost of airfare, based on the lower of the regular coach fare available for the location of travel from a standard commercial air carrier plus transportation costs to and from the terminals.
Ground Transportation to and from Hotel Reimbursement

In the event travel requires non-POV ground transportation to and from the hotel or event location.  The traveler is encouraged to use the most economical ground transportation provided such as hotel shuttle service, other shuttle/van services or taxi suggested by the airport or hotel concierge/staff.  Exceptions may be made by the KYSHRM President.
Rental Car
A vehicle may be rented when renting would be more advantageous to KYSHRM than other means of commercial transportation, such as using a taxi. Advance reservations should be made whenever possible and a compact or economy model requested. The traveler is responsible for obtaining the best available rate commensurate with the requirements of the trip.
Rental car charges should be paid by the traveler first and reimbursement requested as stated in this policy in the “Payment of Travel” section.


Meal Reimbursement
Typically, meals are included at KYSHRM Council Meetings, KYSHRM/SHRM sponsored conferences, events and meetings KYSHRM Council members attend as a representative of KYSHRM.  Therefore, if you choose to purchase a different meal, no reimbursement will be approved.  Reimbursement will not be granted for meals incurred before or after KYSHRM Council Meetings, KYSHRM/SHRM sponsored conferences, events and meetings KYSHRM Council members attend as a representative of KYSHRM.  In the event you are attending a National SHRM event, KYSHRM will reimburse traveler for one meal on the first travel day and one meal on the last travel day up to $15 for each day.  Exceptions may be made by the KYSHRM President.
Telephone Calls
Travelers are expected to use their cell phone (if they have one) to make telephone calls.  If charged to the hotel bill or KYSHRM/SHRM bill, reimbursement will be less personal expenses.

Internet Fees
Travelers are expected to use the free Internet spots provided at the hotel/airport or meeting site.  If charged to the hotel bill or KYSHRM/SHRM bill, reimbursement will be less personal expenses.
Additional Non-KYSHRM/SHRM Travelers:

Reimbursement is not covered for additional persons and no trade-offs are allowed for the purpose of spouse/guest expenses
Inclement Weather or Unforeseen Circumstances
When a traveler is forced to alter their travel schedule due to weather conditions or travel availability due to no fault of their own, they may request unexpected travel and lodging expenses on a case by case basis.
Disclaimer
Exceptions may be made by the KYSHRM Board on a case by case basis.
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