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TRAVEL POLICY

This policy outlines reimbursement guidelines for members of the Oregon State Council (OSC) when they travel on State Council Business.  This does not cover travel to OSC meetings or to Chapter meetings.

The OSC will take into consideration the benefits of council members attending events and that conferences serve as rewards to volunteer leaders who contribute their time.  During financially lean years, the Board may elect to amend this policy to align with budget constraints.   
General Guidelines

Meal allowance:  OSC will reimburse per day, $8.00 for breakfast, $13.00 for lunch, and $25.00 for dinner.  Meals are reimbursed only if the conference/meeting does not already provide, and only for times that the individual is "reasonably required" to be at the location.  Receipts are required for reimbursement.  
Air fare should be booked at the best available rate at the time of the booking – taking into consideration travel schedules and flight availability.   When possible, council members should book airfare with enough lead time to avoid the higher rates of short notice flights.

When using airport transfers council directors should use the least expensive reasonable option including free or "super" shuttles between airport and hotel.  Rental cars require prior approval, and should be used only in extreme circumstances.  
Carpooling is encouraged.


Actual mileage is reimbursed at $0.25 per mile.  

Hotel room sharing is encouraged.

Individuals should always look to their companies for support in their travel.  They should also look at what they can contribute themselves.
SHRM Leadership conference:  SHRM pays 2 or 3 nights lodging for eligible council positions.  OSC will pay the third night lodging for membership and district directors.  SHRM is generally flexible in paying lodging for Wednesday night in lieu of Saturday for West Coast participants.  The conference ends at 2:00 p.m. on Saturday.  When budget funds are available, a fourth nights lodging may be approved by the state director and treasurer.

Specific Guidelines for individual leaders
1.  State Council Director.  OSC pays for

· SHRM national conference, including registration, hotel, air fare, meals, airport transfers 

· NHRMA conference, including hotel and meals (NHRMA pays for registration and travel) 

· SHRM Leadership conference, including air fare, meals, and airport transfers

· SHRM Regional Council Summit, including air fare, hotel, airport transfers, and meals 
2.  State Council Director Elect.  OSC pays for 

· SHRM Leadership conference, including air fare, meals, and airport transfers
· NHRMA Conference Registration, housing and travel, with requirement that they attend Leadership session 

· SHRM Regional Council Summit meeting, including air fare, hotel, airport transfers, and meals 

3. Legislative, Membership, Diversity Directors:  OSC pays for hotel, air fare, meals, and airport transfers as follows:

· Legislative Director for the Legislative Conference (SHRM pays conference registration)
· Membership Director for the Leadership conference (SHRM pays conference registration)
· Diversity Director for the Diversity Conference (OSC pays conference registration)
4.  District Directors 
· Leadership conference, once every two years, including air fare, hotel for 3rd night not paid by SHRM, meals, and airport transfers 
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