Maine ACEP Travel Guidelines

Amended September 5, 2001

I. General

Maine ACEP will reimburse employees and members for reasonable business travel expenses incurred while on approved Maine ACEP related activities.

When approved, the actual costs of travel, meals, lodging, and other expenses directly related to accomplishing travel related objectives will be reimbursed by Maine ACEP, with a cap of $1000 per meeting.  Employees and members are expected to limit expenses to reasonable amounts.

Where travel related to a course conference or program, the employee is expected to report back on his or her participation.

Requests for reimbursements should be submitted within 60 days.  Receipts should accompany the requests with the exception of taxi cab fares and gratuities for sky caps, bell hops, etc.

II. Mileage and Air Fare

Authorized travel using personal vehicles will be reimbursed at the IRS maximum allowable rate.  Maine ACEP will reimburse the employee or member for the cost of a ticket for coach class travel.  Employees and members should purchase the lowest possible air fare that reasonably accommodates their travel plans.

III. Hotel and Lodging

Spouses and other guests may stay with an employee or member, subject to the employee’s or member’s obligation to pay the difference between a single and double room.

IV. Meals

Employees or members should use reasonable judgment when purchasing meals.  The cost of alcoholic beverages may be submitted for reimbursement.
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