Voucher Form
		EXPENSE VOUCHER  AAUW California
		Attach receipts and mileage printout as necessary
		All Vouchers for reimbursements must be submitted within 45 days of expense incurred or date of receipt
		Submit Vouchers (and receipts) to:  Kathy Ford, CFO, 6429 Parklynn Drive, Rancho Palos Verdes, CA  90275
	Rev 07/21/2023	or email with scanned receipts to cfo@aauw-ca.org
		Committee members--read special instructions on Instructions tab below.

	Submittal Date:				Submitted By:
					 (Name or signature)
	Remit To:	If this is a new address: Check here:		FALSE	E-Mail:
	Name:				Telephone:
	Address:				Approval Signature:
					(State Committee Chair/State CFO)

	Date 	Brief Description		Account 
(Travel, Committee or Budgeted Expense)	Specific Travel Event or Committee (blue boxes)	Amount Claimed	Allowed (CFO Use ONLY)









						$0.00	$0.00
	Travel	Committee		Budgeted Expenses 
Use with CFO Approval Only
	July BOD	AAUW Fund	Investment	Annual Event	Internet & Phone	Repairs & Maintenance
	October BOD	Branch Support	Leadership Development	Audit & Tax Prep	Legal Fees	             Software
	January BOD	Communications	Membership	Bank Fees	Lobbyist	             Speaker
	April BOD	DEI	Nominations & Elections	Committee Expenses	Mailbox	Storage
	New Board Retreat	Finance	Public Policy	Dues to Other Orgs	Permits & Fees	Supplies
	President/Admin Expense	Gov Trek	Speech Trek	Election Expense	Postage & Shipping	Taxes
	Exec Committee	Governance	Tech Trek	Gov Trek Expenses	Printing & Copying	Miscellaneous
	Other				President/Admin Expense

	For Office Use Only:		Approval Date:		Voucher Total:
			Initials:		Check #:




































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Instructions
	AAUW California Expense Voucher Instructions

	REQUIRED FIELDS:
	Submittal Date:	Use the date you are filling out the voucher
		If claim is >$50, Submit within 45 days of incurring the expense
		If claim is <$50 - Submit 30 days before the end of the FY (June 30)
	Name & Address:	Your name (as you want it on the check) and mailing address
		 Check the box if you have a new address from the last time paid

	Date:	The date of the activity, i.e.: July 19-21
	Description:	Describe what was purchased: airfare, mileage, postage, supplies

	Account:	Choose an appropriate account from the green boxes on the bottom of the form. (Travel, Committee or Budgeted Expense)
		- If Account is Travel or Committee--choose appropriate account from blue boxes below 
		- If account is Budgeted expenses: please check with CFO before using

	Signature:	If submitting electronically insert a .jpg of your signature or just put /s/Your Name

	VOUCHER PROCESSING:
	Please use excel to complete voucher if possible.  If not, please write as legibly as possible. Excel format submission preferred.
		For committee travel/expenses, send it to your committee chair who after approval forwards to the CFO.
		For non-committee member travel/expense send it directly to the CFO

	Receipts for expenses MUST be submitted with the voucher for reimbursement. Scanned and emailed preferred.
	Airfare:	Ticket or ticketless travel receipt
	Meals:	Must list what was ordered.   See Reimbursement Rates tab for limits.  No alcohol.
	Tolls/Bridges:	Receipt for any tolls for roads or bridges
	Mileage:	A copy of Mapquest or Googlemaps printout.
	Supplies:	A store receipt, make sure that you identify WHAT the supplies will be used for
	Taxi:	Receipt
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Reimbursement Rates
			AAUW California Reimbursement Rates Effective 08/01/2022 until changed

			In April of each year, the board votes to set reimbursement rates for the upcoming year.  
			Here are the reimbursement rates as of July 1, 2023.

			Mileage	65.5 cents per mile

			Meals	Reimbursement for each meal is limited as shown. Reimbursement for each meal is limited as shown. 
				Meal costs include food, non-alcoholic beverage, associated tax and tip.
				If AAUW California provides any meal during the day, reimbursement is limited to the meals not provided.

				$85/day maximum
				$20 for breakfast
				$25 for lunch
				$40 for dinner

			Hotels	Hotel rooms for board meetings must be reserved through the Meeting Planner and are paid directly to the hotel by AAUW California on a single room basis.
				For any member required to attend a committee meeting, the Meeting Planner shall arange for lodging to be paid by AAUW California using master billing with the hotel, based on double occupancy.
					Reimbursement requests for self booked rooms will not be honored.
					Meeting attendees who request a single room are required to pay 1/2 the total cost of the room. 
					This payment may be made by deducting the total due to the state from a voucher submitted for all other travel expenses.										 
					If payment due to AAUW California exceeds any expenses incurred and vouchered by the attendee, the attendee is required to make payment to AAUW California via personal check made payable to AAUW California.

			Pertinent portions of AAUW CA Reimbursement Policy
			a. Reimbursable travel expenses:
				1. Airfare, reimbursed on the basis of advance purchase economy/coach fare (when available).
				2. Airport parking, if a long-term, lower-cost lot is used.
				3. Mileage and bridge tolls. If the expense of driving exceeds advance purchase airfare, the member will be reimbursed at the airfare rate.
				Member must provide airfare quote at least 21 days from date of travel


			b. Non-reimbursable expenses:
				1. Valet parking.
				2. Short-term airport parking when a less-expensive outer parking lot and shuttle is available.
				3. Taxi, when free airport shuttle is available.
				4. Tips other than those for meals and rides as described above
				5. Charges for self booked hotel rooms for board meetings and Committee Day.


			For detailed reimbursement policies, see AAUW California Policies and Procedures (Policy 1006).

			Questions?  Contact the AAUW CA Chief Financial Officer:  cfo@aauw-ca.org
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