SOUTH CAROLINA EMERGENCY NURSES ASSOCIATION

REIMBURSEMENT OF EXPENSES PROCEDURE

Purpose:
To standardize the procedure for reimbursement of expenses for the South Carolina State Emergency Nurses Association.
Procedure:

I. General Rules

a. For consideration for reimbursement, all requests must be submitted to the Treasurer on the approved ENA expense report with applicable original receipts attached.
b. Reimbursement expenses must be submitted to the Treasurer within 30 days of end of travel. Members can expect payment within the following 30 days. 

c. Reimbursements for amounts exceeding approved budget require prior Board approval.
d. All monies for gifts require Board approval.
II. Additional Reimbursement Rules as follows:
a. The State Council President:
i. Travel, up to five nights lodging (single or double occupancy), meals (up to $50/day), airport transfers, and registration for Leadership, SESS and the Scientific Assembly.

b. The State Council President-Elect:
i. Travel, up to five nights lodging (double occupancy), meals (up to $50/day), and registration for Leadership and Scientific Assembly. 
c. The State Treasurer, Treasurer-Elect, and Secretary:
i. Travel, lodging (double occupancy for two nights), meals (up to $50/day) for the State and Chapter Leaders Conference.  
d. Committee Chair/Special Appointments:
i. Reimbursement will be considered based on the council's financial status and the approved budget.

e. State Delegates:
i. Reimbursement will be considered based on the chapter need, the council’s financial status and the approved budget.
ii. Amount will be calculated by the following: 
1.  Average airfare from regional airports
2.  Two hotel nights based on double occupancy (preferably at a designated ENA location)
iii. Delegates must follow the Delegate Selection Process and Duties Procedure.  
ANY EXCEPTIONS TO SOP REQUIRES SCENA BOARD APPROVAL
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