Expense Re-imbursement Guidelines

for Dayton Women's Council of Realtors
TRAVEL RE-IMBURSEMENTS
A budget was formed for the purpose of insuring our Chapter's growth and responsible management by sending leadership to training offered at various WCR Local, State, Regional and National Programs. Members donate time in attendance and travel away from their jobs on our behalf and should not be burdened by the expense of such training.  In turn, leadership is kindly asked to be conservative in spending monies allocated, with a goal of spending only what is necessary, customary and expected.

The amount spent is not to exceed the budget allowed unless presented and accepted by the Governing Board. All expenses beyond the budgeted allowance will be paid for by the individual unless written authorization is received accordingly.

FORMS: Interactive and PDF Travel Re-imbursement forms, the General Ledger List, as well as a Travel Worksheet can be obtained under "forms" at www.wcrdayton.com

PROGRAM/EVENT RE-IMBURSEMENTS
Program Chairs are reimbursed for any expenses allocated in the budget for the program or event. Members donate time in attendance and committee meetings away from their jobs on our behalf and should not be expected to provide program expenses as a donation. The amount spent is not to exceed the budget allowed unless presented and accepted by the Governing Board. All expenses beyond the budgeted allowance will be considered a donation and paid for by the individual unless written authorization is received accordingly.

FORMS: Interactive and PDF Re-imbursement forms and the General Ledger List can be obtained under "forms" at www.wcrdayton.com

PROCEDURE
1. GET PERMISSSION: Any requests that may exceed budget should be presented to the Governing Board     BEFORE making plans or purchases.
2. GET WRITTEN AUTHORIZATION: Requests made within the budget may be presented to President or President-Elect at anytime, preferably at the Regular Monthly Meetings or Governing Board Meetings.

3. GL Reference: Be sure to include General Ledger Number

The list can be obtained under "Forms" at www.wcrdayton.org

4. MAIL OR PRESENT TIMELY: All Re-imbursement Requests must be submitted within 60 days of event, program, meeting

5. The Treasurer will accept requests anytime in person or by mail at:

WCR Treasurer
P.O. Box 111

Dayton OH 45401-0111

Phone: (937) 612-1110

Email: wcrdayton@gmail.com
6. MAKE REQUESTS COMPLETE: All requests must be accompanied by:
· WCR Reimbursement or Travel Reimbursement Form, completely filled out

· These are available under "Forms" at www.wcrdayton.org

· Original Receipts for every item claimed attached

· Explanation for any Original Receipts not included in Request

· Signature of Authorization of President or President-Elect

7. PAYMENT: The Treasurer will reimburse all Requests within 60 days of Receipt.
