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POLICY

The Board of Directors of The National Association of Certified Quilt Judges, Inc. shall establish a travel policy for those persons traveling for the performance of any approved, budgeted and contractual activities of the Association.  

All other travel arrangements must be approved by the President and the Treasurer.  Exceptions to the procedures must be approved by the Board of Directors. 

PROCEDURES

Reimbursement will be made for travel to the Candidate Coordinator or appointed representative to meet with candidates.  
Reimbursement will be made for travel to the Judge Coordinator or appointed representative to conduct the annual CJ meeting. 

The maximum allowable each year would be addressed in the NACQJ Budget.
Transportation

1. The mode of transportation is optional.

2. The rate of mileage for travel by automobile shall be established by the current IRS business rate.

3. Ground transportation expense cannot exceed the cost of coach airfare.

4. The lowest available coach or economy class airfare shall be reimbursed.  Airfare must be arranged at least 21 days in advance of the travel date.  Travel scheduled less than 21 days in advance that results in a higher fare will result in Board member being responsible for additional costs. 
5. The total for air fare, mileage, parking, and tolls should not exceed the allotted travel amount in the budget.
Lodging 

1. The cost of a double occupancy room will be reimbursed for Candidate and Judge Coordinators for the night prior to their duty and the night of their duty. If a single occupancy room is desired, he/she will be responsible for the additional cost.

Expenses 

1. The Treasurer makes all reimbursements.

2. Presentation of an NACQJ expense voucher, with receipts attached, is required within 30 days of travel for reimbursements.
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