
WASHINGTON ASSOCIATION MEDICAL STAFF SERVICES

SPEAKER EXPENSE
 REIMBURSEMENT STATEMENT 
AND TRAVEL POLICY




POLICY:

WAMSS reimburses for expenses incurred in conducting official WAMSS business while in authorized travel status. A Reimbursement Request must be used for requesting reimbursements. If the request deviates from the conditions outlined below, the circumstances must be explained in a written communication and attached to the Expense Statement subject to WAMSS Board approval.

Expense Statements are to be submitted to the WAMSS Treasurer no later than ten (10) business days after travel has been completed. Checks will be written within thirty (30) days to reimburse for expenses.

   Transportation receipts
   Paid hotel/lodging itemized bill
   Air Travel receipt
   Parking receipts




TRAVEL:

All travel is to be economy class. Transportation to and from the airport is reimbursable. Attach
all paid receipts from airline ticket, taxi, bus, etc. to the Expense Statement. Personal car mileage is reimbursed at the IRS approved rate. Include on the Expense Statement the number of miles driven when car mileage is claimed. 




HOTEL:

Submit an itemized bill indicating your stay. Personal phone calls, entertainment, mini bars,

alcohol, etc. are not reimbursable.
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MEALS:

Meals are not a covered reimbursement expense. Speakers are welcome to enjoy the meals provided by WAMSS at the conference or chapter meeting if available.




GUESTS:

Expenses incurred by guests accompanying a person in authorized travel status are not reimbursable. Travelers are responsible for determining the cost for one half occupancy rate and all related expenses. Make the appropriate adjustments before submitting reimbursement requests.



ENTERTAINMENT:

Charges for entertainment are personal expenses and are not reimbursed.




ADMINISTRATIVE:

Other administrative expenses are not covered.
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