YCEA Conference Attendance and Reimbursement Guidelines

A.
General

1.
Member is responsible for making own hotel reservations and paying for them him/herself.

2.
Should the conference hotel fill up, member may make a reservation at a comparably-priced nearby hotel.  Reimbursement will not exceed the group rate for the original hotel.

3.
If you fail to attend a conference, YCEA will bill you for the cost of registration. If you believe you have a valid reason for not attending, you may appeal to the Executive Board in writing.  
B.
In accordance with CTA policy:
1. 
Hotel parking charge will be reimbursed.  

2.
No valet reimbursement.

3. 
If a meal or “hearty snacks” are provided at the conference, no reimbursement will be given for dining elsewhere.


4.
No room service meals.

5.
Charges for videos/movies, telephones, and other personal services will be deducted from reimbursement.

6.
Mileage will be reimbursed at 50¢ per mile, computed by Mapquest from your home. Mileage cannot exceed the cost of coach plane fare.

7.
YCEA will reimburse the cost of toll roads (with receipts), if use of toll roads results in fewer miles.

8.
If plane travel is required, reimbursement will be most economical coach fare.


a. 
Mileage to and from airport will be reimbursed, as well as airport parking  

          charge.


b.
YCEA will reimburse the cost of airport shuttles to and from the meeting site. 




Taxi fare shall be reimbursed only when no other form of transportation is 




available.

C.
YCEA additional policy:
1. Receipts required for all reimbursements.

2. No reimbursement for guests, except for a Saturday night meal when “on your own.”

3. If a large group goes out for dinner, and the bill is paid by one person, the $35 maximum still applies.  This is exclusive to tip and tax.

4. Maximum of $35. per person for dinner.

5. Wine drinkers will share the cost of the bottle.

6. Maximum of $10 per person for breakfast.

7. Maximum of $15 per person for lunch.

8. Maximum of $5 per day for baggage handling.
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