
ARKANSAS ACADEMY OF NUTRITION AND DIETETICS 
 

PP 09C TRAVEL EXPENSE REIMBURSEMENT 
 

POLICY 
Travel expenses incurred by ArA.N.D. officers are reimbursed as authorized by the 
ArA.N.D.  President or BOD for actual expenses incurred in connection with official 
duties of the position.  
 

Reimbursements cannot be requested beyond one year from the ending date of the trip 
and should be made as soon as possible following the end of the trip. 
 

There is to be no self-reimbursements for cash receipts. 
 

PROCEDURE 
1. Check request forms are made available to all officers and members of the 

BOD. 
2. The officer requesting reimbursement of expenses completes the form noting: 

the office, reason for travel, his/her name and address, the dates of the 
expense, and the date the form is completed. 

3. Reimbursement will be made based upon the allowable expenses as 
indicated by the Expense Reimbursement Grid of ArA.N.D.. 

4. Travelers must obtain hotel lodging receipts, meal receipts, and commercial 
transportation receipts and submit with the check request. 

5. Reimbursement for food will be based upon the Federal Per Diem Rate and 
will not include alcoholic beverages or gratuity. 

6. Members are encouraged to share a room to minimize expenses to the 
organization.  If a member desires to have a room to him/her self, then 
ArA.N.D.  will reimburse half of the cost of the room. 

7. Reimbursement claims for partial days of travel must be reasonable and 
proportional to amounts claimed for the same items claimed for an entire day: 
a. 15% of Meal Per Diem may be claimed if member leaves home prior to 

6:30 a.m. 
b. 35% of Meal Per Diem may be claimed if member leaves prior to 11:30 

a.m., and when returning if he/she arrives after 12:30 p.m. 
c. 50% of Meal Per Diem may be claimed if member leaves prior to 5:00 

p.m. and when returning if he/she arrives after 6:30 p.m. 
8. Reimbursement shall not be allowed for personal entertainment, alcoholic 

beverages, tips, valet services, flowers, laundry or cleaning. 
9. If the ArA.N.D.  credit card is used to secure registration and/or reservations 

that include items such as tickets for a spouse for exhibits or dinners, 
members must reimburse ArA.N.D.  for such expenses. 

10. Reimbursement is to be made after the Check Request Reimbursement form 
and receipts are submitted and approved by the Executive Director and/or 
Secretary/Treasurer. 

11. When Check Request Reimbursement form and receipts are received, the 
date of payment is noted at the bottom and the form and receipts are filed. 
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