Exhibit D
PBAT – Expense Reimbursement Policy

APPROVED May 11, 2012

Expense Reimbursement Policy

Article I

Purpose

The purpose of the Expense Reimbursement Policy is to protect this tax-exempt organization’s (PBAT) non-profit status by providing operating procedures for reimbursement of valid, PBAT business expenses.  This policy addresses advance payment request, reimbursement payment request, and travel advance request.  To ensure appropriate financial controls and approvals are in place, all PBAT expenses will follow these procedures.  This policy is intended to supplement but not replace any applicable state and federal laws governing nonprofit and charitable organizations.

Article II

Definitions

1. Expense
Any payable item directly related to and caused by operational activities of the PBAT.   Expenses must be directly or indirectly related to the mission of PBAT.  
2. Member
Only active members (see Bylaws) acting on behalf of the PBAT and executing PBAT business may submit advance payment requests, expense reimbursement request, or travel advance request.  
3. Request Types
a. Advance Payment Request (Check Request) Form is submitted when the PBAT expense, vendor and amount are known sufficiently in advance to secure an advance payment via PBAT check.

b. Expense Reimbursement Request is submitted after a pre-approved PBAT expense has been paid by a member.  Whether the member chooses to donate the expense amount or not, an Expense Reimbursement Request Form will be submitted for all valid PBAT expenses.

c. Travel Advance Request is submitted only when pre-approved PBAT related travel is authorized and individual funds are not available to pre-fund the travel expense.  All travel related receipts must be received within 10 business days of trip completion.  
4. Authorization
All PBAT related expenses are authorized either by the annual budget process or, by the Board of Directors.  Only the President, Vice President or Secretary of the PBAT may authorize payments.  The Treasurer may not solely authorize payment. 
5. Timing

Expenses must be turned into the Treasurer for reimbursement no later than 30 days from expenditure date except at year-end when all late December expenses must be submitted by January 15th of the succeeding year.  This ensures sufficient timing to close PBAT financial books for State and Federal regulatory reporting and audit requirements.  Valid PBAT expenses submitted after the above dates will not be reimbursed. 
Article III
Forms
Forms are found on the following pages. 

Advance Payment Request (Check Request) Form
Please make PBAT check payable to:

Vendor Name:
 
__________________________________
Vendor Address: 
__________________________________
Vendor City/St/Zip
__________________________________

Vendor Reference
__________________________________

Vendor Phone:
__________________________________


	Date of Request
	Explanation of Expense
	Project or Activity
	Account/Purpose

Admin/Accounting use only
	Amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Check Amount
	$
	


Please attach appropriate invoice or price estimate.

Member Signature: ____________________________
Date_______________

Approved by: _________________________________
Date_______________

Officer Title:
_________________________________

Check #______________   Check Date_________________  Account__________________ Code_____________________

Expense Reimbursement Request Form

Please make check payable to:


Member Name:
__________________________________


Member Address: 
__________________________________





__________________________________

City/State/Zip:

__________________________________

EXPENSES:

	Date of Exp
	Explanation of Expense
	Project or Activity
	Account/Purpose

Admin/Accounting use only
	Amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Subtotal
	$
	

	Advance Payment Towards Expenses
	$
	

	Expenses Less Advance Payment
	$
	

	Total Reimbursement Amount
	$
	


Please attach original receipts and submit form within 30 days of expense and prior to January 15 of succeeding year.  
Check one to elect to make this expense a contribution/donation to PBAT:   

· I would like to contribute the total amount to PBAT  

· I would like to contribute $_________ to PBAT
An acknowledgement letter will be sent if your donation is over $250.

Member Signature: ____________________________
Date_______________

Approved by: _________________________________
Date________________

Officer Title:
_________________________________

Travel Advance Request Form

Member Name: ______________________________

Date: _______________

Event:  _____________________________________

Reason for Travel:  ____
_____________________________________________________________________

_____________________________________________________________________
Date departing: _________________

Date returning: ___________________

	Estimated Expenses:
	Amount

	Hotel
	$

	Taxi
	$

	Auto Mileage
	$

	Food
	$

	Other (explain)
	$

	Total Advance Amount 
	$


Member Signature: ______________________________   
Date: ________________

Approved by: ___________________________________ 
Date: ________________

Officer Title:
_________________________________

** Original receipts due within 10 business days of completed travel**


