140	Finance Committee / Financial Policies 


146.4	Expense Reports (02/17)

A. Expense reports should be submitted on a timely basis to the Foundation office or the Foundation Secretary/Treasurer as designated. All vouchers shall be submitted within 90 days of the function for which the expense is incurred. (02/17)

B. The mileage rate to be used for the reimbursement of any Foundation volunteer shall be the standard mileage rate established by the Internal Revenue Service for the period in which the mileage was driven. The volunteer may elect to be reimbursed at the charitable rate in effect during the period in which the mileage was driven. (02/18)

C. [bookmark: _GoBack]To become payable, administrative year’s expenses of district officers, committees or committee chairman must be submitted accompanied by all required documentation by September 30th. Only expenses incurred during the month of September may be submitted by October 10th. Any request for payment postmarked after these due dates cannot be authorized for payment. (02/17)

D. Travel for Service Leadership Program Board Training Conferences

1. The Foundation will reimburse Regional Advisors for the transportation of students who are either elected or appointed members of a Key Club or Circle K board within the Cal-Nev-Ha District.
2. Regional Advisors who transport students to a Board Training Conference in their own vehicles will be reimbursed in accordance with paragraph 146.4(B).
3. Regional Advisors who transport students to an airport for their travel to a Board Training Conference will be reimbursed at the IRS standard charitable mileage rate if the distance from the Regional Advisor’s home to the airport is a distance of 50 miles or more. 
4. Regional Advisors who require a rental vehicle to transport students to a Board Training Conference must submit their request and a quote for the vehicle to the Foundation Executive Director or Secretary/Treasurer for approval not less than 45 days in advance of the first day of the Board Training Conference. 
a) Written authorization to rent a vehicle must be received before the vehicle can be rented at Foundation expense.
b) When written authorization is issued the Foundation will reimburse the following expenses only:
i. Basic daily and/or weekly rental charges, tax and license fees.
ii. Gasoline as documented by service station receipts
c) Even when written authorization is issued the Foundation will not reimburse the following expenses:
i. Insurance on the vehicle
ii. Damage to the vehicle 
iii. Fueling of the vehicle by the rental car company
iv. Tolls
v. Late fees or additional days of rental beyond the requirements of the Board Training Conference


5. Students from the following Regions may request airline tickets be purchased for their transportation by the Kiwanis Director of Service Leadership Programs or the Foundation’s Secretary/Treasurer:
a) Cali-Nev-Ha Key Club Regions 6, 9, 14, 15, 16 and 17 to Board Training Conferences held at the Kiwanis Professional Center and from Region 18 for airline transportation to all Board Training Conferences.
b) Circle K Regions Capital, Golden Gate and Sunset to Board Training Conferences held at the Kiwanis Professional Center and from Division 22 for airline transportation to all Board Training Conferences.
c) Cal-Nev-Ha KIWIN’S District Regions Jade and Sapphire to Board Training Conferences held at the Kiwanis Professional Center.
6. Under normal circumstances, students requesting an airline ticket must make their request to the Kiwanis Director of Service Leadership Programs or the Foundation’s Secretary/Treasurer at least four (4) weeks in advance of the first day of the Board Training Conference.
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