KANSAS ASSOCIATION OF REALTORS(

EXPENSE AND REIMBURSEMENT POLICIES
This is a Kansas Association of REALTORS( policy established ​​​​​​​​​​​​​​​​​​​​​​​​​April 10, 1996 by the Executive Committee.


PRESIDENT
The KAR staff will coordinate and make reservations for all airfare and lodging requirements for attendance at National and State Association meetings.

An expense check equal to the per diem amount established annually by the Budget & Finance Committee and as established in the annual budget will be issued to the Association President in advance prior to the meeting.  The per diem amount includes meals, tips/gratuities, ground transportation and telephone. The per diem does not cover the meals, transportation or other miscellaneous expenses of the Association President’s spouse or guest.

Ticketed events offered in conjunction with National and State Association meetings which are social in nature and do not require the attendance of the President shall be deemed included in the per diem amount specified.  Any reservations or purchasing of tickets shall be the responsibility of the individual.

Tickets for the President and Spouse or guest to attend the President’s Installation and Awards Banquet held in conjunction with the State Convention shall be paid by the Association.

Tickets to attend the Inaugural Banquet held in conjunction with the National Convention shall be paid for by the Association and not considered part of the per diem.

An expense voucher along with all applicable receipts substantiating the per diem amount must be received in the KAR office no later than 30 days after the conclusion of the meeting along with any unused portion of the per diem amount.

Requests for reimbursement of any other expenses must be on an expense voucher with attached receipts and received in the KAR office within 30 days to be eligible for reimbursement.  The request must be explained on the expense voucher and approved by the KAR Treasurer and Chief Executive Officer.

THE FOLLOWING EXPENSES WILL BE PAID FOR THE ASSOCIATION'S PRESIDENT DURING THEIR TERM OF OFFICE:
1.
Transportation = the actual cost of coach airfare.  If President drives to a National meeting, mileage will be reimbursed at the maximum allowable by the IRS with the actual cost not to exceed the cost of roundtrip coach airfare.  Mileage will be paid to the President for Association business within the state.

2.
Lodging = The actual cost of a regular, single occupancy room at the headquarter hotel.

.  

3.
Meals = Included in per diem amount.
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4.
Ground Transportation = Included in per diem amount.  In the event a National meeting requires the rental of a car for transportation to and from meeting facilities, the Association will reimburse expenses for rental of a mid-size car.

5.
Tips & Gratuities = Included in per diem amount.

6.
Entertainment = Actual cost incurred, not to exceed the amount allocated in President's Entertainment Fund which is established annually by the Budget & Finance Committee in the current year's budget.  Receipts must be attached to an expense voucher and submitted within 30 days.

7.
Telephone Charges = Telephone charges for personal calls are included in per diem amount.  In the event telephone and/or long distance charges are incurred for business or association use while attending out of town association meetings, the officers' association-provided calling card should be used whenever possible.

8.
Other = Charges incurred by the President in conducting Association-related business will be reimbursed when submitted with an expense voucher and receipts within 30 days.


KANSAS ASSOCIATION OF REALTORS(

EXPENSE AND REIMBURSEMENT POLICIES
This is a Kansas Association of REALTORS( policy established April 10, 1996, by the Executive Committee.


PRESIDENT-ELECT
The KAR staff will coordinate and make reservations for all airfare and lodging requirements for attendance at National and State Association meetings.

An expense check equal to the per diem amount established annually by the Budget & Finance Committee and as established in the annual budget will be issued to the Association President-Elect in advance prior to the meeting.  The per diem amount includes meals, tips/gratuities, ground transportation and telephone. The per diem does not cover the meals, transportation or other miscellaneous expenses of the President-Elect’s spouse or guest.

Ticketed events offered in conjunction with National and State Association meetings which are social in nature and do not require the attendance of the President-Elect shall be deemed included in the per diem amount specified.  Any reservations or purchasing of tickets shall be the responsibility of the individual.

Tickets to attend the Inaugural Banquet held in conjunction with the National Convention shall be paid for by the Association and not considered part of the per diem.

Tickets for the President-Elect and Spouse or guest to attend the President’s Installation and Awards Banquet held in conjunction with the State Convention shall be paid by the Association. The President-Elect may invite up to 20 family and friends to attend the Installation Banquet during which they will be installed. The cost for these tickets will come from the President-Elect’s expense account. Any tickets over 20 are to be paid by the president-elect or attendee.

An expense voucher along with all applicable receipts substantiating the per diem amount must be received in the KAR office no later than 30 days after the conclusion of the meeting along with any unused portion of the per diem amount.

Requests for reimbursement of any other expenses must be on an expense voucher with attached receipts and received in the KAR office within 30 days to be eligible for reimbursement.  The request must be explained on the expense voucher and approved by the KAR Treasurer and Chief Executive Officer.

THE FOLLOWING EXPENSES WILL BE PAID FOR THE ASSOCIATION'S PRESIDENT-ELECT DURING THEIR TERM OF OFFICE:
1.
Transportation = the actual cost of coach airfare.  If President-Elect drives to a National meeting, mileage will be reimbursed at the maximum allowable by the IRS with the actual cost not to exceed the cost of roundtrip coach airfare.  Mileage will be paid to the President-Elect for Association business within the state.
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2.
Lodging = The actual cost of a regular, single occupancy room at the headquarter hotel.

3.
Meals = Included in per diem amount.

4.
Ground Transportation = Included in per diem amount.  In the event a National meeting requires the rental of a car for transportation to and from meeting facilities, the Association will reimburse expenses for rental of a mid-size car.

5.
Tips & Gratuities = Included in per diem amount.

6.
Telephone Charges = Telephone charges for personal calls are included in per diem amount.  In the event telephone and/or long distance charges are incurred for business or association use while attending out of town association meetings, the officers' association-provided calling card should be used whenever possible.

7.
Other = Charges incurred by the President-Elect in conducting Association-related business will be reimbursed when submitted with an expense voucher and receipts within 30 days.


KANSAS ASSOCIATION OF REALTORS(

EXPENSE AND REIMBURSEMENT POLICIES
This is a Kansas Association of REALTORS( policy established April 10, 1996, by the Executive Committee.


FIRST VICE PRESIDENT/TREASURER
The KAR staff will coordinate and make reservations for all airfare and lodging requirements for attendance at National and State Association meetings.

An expense check equal to the per diem amount establish annually by the Budget & Finance Committee and as established in the annual budget will be issued to the Association First Vice President/Treasurer in advance prior to the meeting.  The per diem amount includes meals, tips/gratuities, ground transportation and telephone. The per diem does not cover the meals, transportation or other miscellaneous expenses of the First Vice President/Treasurer’s spouse or guest.

Ticketed events offered in conjunction with National and State Association meetings which are social in nature and do not require the attendance of the First Vice President shall be deemed included in the per diem amount specified.  Any reservations or purchasing of tickets shall be the responsibility of the individual.

Tickets for the First Vice President/Treasuruer and Spouse or guest to attend the President’s Installation and Awards Banquet held in conjunction with the State Convention shall be paid by the Association.

An expense voucher along with all applicable receipts substantiating the per diem amount must be received in the KAR office no later than 30 days after the conclusion of the meeting along with any unused portion of the per diem amount.

Requests for reimbursement of any other expenses must be on an expense voucher with attached receipts and received in the KAR office within 30 days to be eligible for reimbursement.  The request must be explained on the expense voucher and approved by the KAR Treasurer and Chief Executive Officer.

THE FOLLOWING EXPENSES WILL BE PAID FOR THE ASSOCIATION'S FIRST VICE PRESIDENT DURING THEIR TERM OF OFFICE:
1.
Transportation = the actual cost of coach airfare.  If First Vice President/Treasurer drives to a National meeting, mileage will be reimbursed at the maximum allowable by the IRS with the actual cost not to exceed the cost of roundtrip coach airfare.  Mileage will be paid to the First Vice President/Treasurer for Association business within the state.

2.
Lodging = The actual cost of a regular, single occupancy room at the headquarter hotel.

3.
Meals = Included in per diem amount.
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4.
Ground Transportation = Included in per diem amount.  In the event a National meeting requires the rental of a car for transportation to and from meeting facilities, the Association will reimburse expenses for rental of a mid-size car.

5.
Tips & Gratuities = Included in per diem amount.

6.
Telephone Charges = Telephone charges for personal calls are included in per diem amount.  In the event telephone and/or long distance charges are incurred for business or association use while attending out of town association meetings, the officers' association-provided calling card should be used whenever possible.

7.
Other = Charges incurred by the First Vice President/Treasurer in conducting Association-related business will be reimbursed when submitted with an expense voucher and receipts within 30 days.


KANSAS ASSOCIATION OF REALTORS(

EXPENSE AND REIMBURSEMENT POLICIES
This is a Kansas Association of REALTORS( policy established April 10, 1996, by the Executive Committee.


IMMEDIATE PAST PRESIDENT
The KAR staff will coordinate and make reservations for all lodging requirements for attendance at State Association meetings.

An expense check equal to the per diem amount established annually by the Budget & Finance Committee and as established in the annual budget will be issued to the Association Immediate Past President in advance prior to the meeting.  The per diem amount includes meals, tips/gratuities and telephone. The per diem does not cover the meals, transportation or other miscellaneous expenses of the Immediate Past President’s spouse or guest.

Ticketed events offered in conjunction with State Association meetings which are social in nature and do not require the attendance of the Immediate Past President shall be deemed included in the per diem amount specified.  Any reservations or purchasing of tickets shall be the responsibility of the individual.

Tickets for the Immediate Past President and Spouse or guest to attend the President’s Installation and Awards Banquet held in conjunction with the State Convention shall be paid by the Association.

An expense voucher along with all applicable receipts substantiating the per diem amount must be received in the KAR office no later than 30 days after the conclusion of the meeting along with any unused portion of the per diem amount.

Requests for reimbursement of any other expenses must be on an expense voucher with attached receipts and received in the KAR office within 30 days to be eligible for reimbursement.  The request must be explained on the expense voucher and approved by the KAR Treasurer and Chief Executive Officer.

THE FOLLOWING EXPENSES WILL BE PAID FOR THE ASSOCIATION'S IMMEDIATE PAST PRESIDENT DURING THEIR TERM OF OFFICE:
1.
Transportation = mileage will be reimbursed at the maximum allowable by the IRS for Association business within the state.

2.
Lodging = The actual cost of a regular, single occupancy room at the headquarter hotel.

3.
Meals = Included in per diem amount.

4.
Tips & Gratuities = Included in per diem amount.

5.
Telephone Charges = Telephone charges for personal calls are included in per diem amount.  In the event telephone and/or long distance charges are incurred for business or association use while attending out of town association meetings, the officers' association-provided calling card should be used whenever possible.

6.
Other = Charges incurred by the Immediate Past President in conducting Association-related business will be reimbursed when submitted with an expense voucher and receipts within 30 days.


KANSAS ASSOCIATION OF REALTORS(

EXPENSE AND REIMBURSEMENT POLICIES
This is a Kansas Association of REALTORS( policy established April 10, 1996, by the Executive Committee.


ZONE VICE PRESIDENT
The KAR staff will coordinate and make reservations for all lodging requirements for attendance at State Association meetings.

Zone Vice Presidents may spend up to the per diem amount established annually by the Budget & Finance Committee and as established in the annual budget during the annual state meetings. The per diem amount includes meals, tips/gratuities and telephone. The per diem does not cover the meals, transportation or other miscellaneous expenses of the Zone Vice President’s spouse or guest. Requests for reimbursement of expenses for the state meetings, other than those paid directly by the State Association such as the hotel costs and room charges, must be on an expense voucher with attached receipts and received in the KAR office within 30 days to be eligible for reimbursement. The request must be explained on the expense voucher and approved by the KAR Treasurer and Chief Executive Officer.

Ticketed events offered in conjunction with State Association meetings which are social in nature and do not require the attendance of the Zone Vice President shall be deemed included in the per diem amount specified.  Any reservations or purchasing of tickets shall be the responsibility of the individual.

Tickets for the Zone Vice President and Spouse or guest to attend the President’s Installation and Awards Banquet held in conjunction with the State Convention shall be paid by the Association.

An expense voucher along with all applicable receipts substantiating the per diem amount must be received in the KAR office no later than 30 days after the conclusion of the meeting along with any prepaid and unused portion of the per diem amount.

Requests for reimbursement of any other expenses must be on an expense voucher with attached receipts and received in the KAR office within 30 days to be eligible for reimbursement.  The request must be explained on the expense voucher and approved by the Treasurer and CEO

THE FOLLOWING EXPENSES WILL BE PAID FOR THE ASSOCIATION'S ZONE VICE PRESIDENTS DURING THEIR TERM OF OFFICE:
1.
Transportation = mileage will be reimbursed at the maximum allowable by the IRS for Association business within the state.

2.
Lodging = The actual cost of a regular, single occupancy room at the headquarter hotel.

3.
Meals = Included in per diem amount.

4.
Tips & Gratuities = Included in per diem amount.

5.
Telephone Charges = Telephone charges for personal calls are included in per diem amount.  In the event telephone and/or long distance charges are incurred for business or association use while attending out of town association meetings, the officers' association-provided calling card should be used whenever possible.

6.
Other = Charges incurred by the Zone Vice Presidents in conducting Association-related business will be reimbursed when submitted with an expense voucher and receipts within 30 days.


KANSAS ASSOCIATION OF REALTORS(

EXPENSE AND REIMBURSEMENT POLICIES
This is a Kansas Association of REALTORS( policy established September 12, 1999, by the Executive Committee.


NATIONAL DIRECTOR
The KAR staff will coordinate and make reservations for all airfare and lodging requirements for attendance at National Association meetings.

An expense check equal to the per diem amount established annually by the Budget & Finance Committee and as established in the annual budget will be issued to the National Director representing KAR in advance prior to the meeting.  The per diem amount includes meals, tips/gratuities, ground transportation and telephone. The per diem does not cover the meals, transportation or other miscellaneous expenses of the National Director’s spouse or guest.

Ticketed events offered in conjunction with National Association meetings which are social in nature and do not require the attendance of the National Director shall be deemed included in the per diem amount specified.  Any reservations or purchasing of tickets shall be the responsibility of the individual.

Tickets to attend the Inaugural Banquet held in conjunction with the National Convention shall be paid for by the Association and not considered part of the per diem.

An expense voucher along with all applicable receipts substantiating the per diem amount must be received in the KAR office no later than 30 days after the conclusion of the meeting along with any unused portion of the per diem amount.

Requests for reimbursement of any other expenses must be on an expense voucher with attached receipts and received in the KAR office within 30 days to be eligible for reimbursement.  The request must be explained on the expense voucher and approved by the KAR Treasurer and Chief Executive Officer.

THE FOLLOWING EXPENSES WILL BE PAID FOR THE NATIONAL ASSOCIATION DIRECTOR REPRESENTING KAR DURING THEIR TERM OF OFFICE:
1.
Transportation = the actual cost of coach airfare.  If National Director drives to a National meeting, mileage will be reimbursed at the maximum allowable by the IRS with the actual cost not to exceed the cost of roundtrip coach airfare.

2.
Lodging = The actual cost of a regular, single occupancy room at the headquarter hotel.

3.
Meals = Included in per diem amount.

4.
Ground Transportation = Included in per diem amount.
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5.
Tips & Gratuities = Included in per diem amount.

6.
Telephone Charges = Telephone charges for personal calls are included in per diem amount.  

7.
Other = Charges incurred by the National Director in conducting Association-related business will be reimbursed when submitted with an expense voucher and receipts within 30 days.


KANSAS ASSOCIATION OF REALTORS(

EXPENSE AND REIMBURSEMENT POLICIES
This is a Kansas Association of REALTORS( policy established April 10, 1996, by the Executive Committee.


CHIEF EXECUTIVE OFFICER
The KAR staff will coordinate and make reservations for all airfare and lodging requirements for attendance at National and State Association meetings.

An expense check equal to the per diem amount established annually by the Budget & Finance Committee and as established in the annual budget will be issued to the Association Chief Executive Officer in advance prior to the meeting.  The per diem amount includes meals, tips/gratuities, ground transportation and telephone.

Ticketed events offered in conjunction with National and State Association meetings which are social in nature and do not require the attendance of the Chief Executive Officer shall be deemed included in the per diem amount specified.  Any reservations or purchasing of tickets shall be the responsibility of the individual.

Tickets to attend the Inaugural Banquet held in conjunction with the National Convention shall be paid for by the Association and not considered part of the per diem.

As provided in the Chief Executive Officer's employment contract, the CEO shall select and KAR shall pay for a member of the CEO's family to attend one annual NATIONAL ASSOCIATION OF REALTORS( general membership meeting.  Expenses shall include airfare, hotel, meals and ground transportation.

An expense voucher along with all applicable receipts substantiating the per diem amount must be received in the KAR office no later than 30 days after the conclusion of the meeting along with any unused portion of the per diem amount.

Requests for reimbursement of any other expenses must be on an expense voucher with attached receipts and received in the KAR office within 30 days to be eligible for reimbursement.  The request must be explained on the expense voucher and approved by the KAR Treasurer.

THE FOLLOWING EXPENSES WILL BE PAID FOR THE ASSOCIATION'S CHIEF EXECUTIVE OFFICER:
1.
Transportation = the actual cost of coach airfare.  If Chief Executive Officer drives to a National meeting, mileage will be reimbursed at the maximum allowable by the IRS with the actual cost not to exceed the cost of roundtrip coach airfare.  Mileage will be paid to the Chief Executive Officer for Association business within the state.

2.
Lodging = The actual cost of a regular, single occupancy room at the headquarter hotel. 
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3.
Meals = Included in per diem amount.

4.
Ground Transportation = Included in per diem amount.  In the event a National meeting requires the rental of a car for transportation to and from meeting facilities, the Association will reimburse expenses for rental of a mid-size car.

5.
Tips & Gratuities = Included in per diem amount.

6.
Telephone Charges = Telephone charges for personal calls are included in per diem amount.  In the event telephone and/or long distance charges are incurred for business or association use while attending out of town association meetings, the officers' association-provided calling card should be used whenever possible.

7.
Other = Charges incurred by the President in conducting Association-related business will be reimbursed when submitted with an expense voucher and receipts within 30 days.


KANSAS ASSOCIATION OF REALTORS(

EXPENSE AND REIMBURSEMENT POLICIES
This is a Kansas Association of REALTORS( policy established April 10, 1996, by the Executive Committee.


ASSOCIATION STAFF
The KAR staff will coordinate and make reservations for all lodging requirements for attendance at State and National Association meetings.

An expense check equal to the per diem amount established annually by the Budget & Finance Committee and as established in the annual budget will be issued to each Association staff member prior to national and select state meetings.  The per diem amount includes meals, tips/gratuities and telephone. The per diem does not cover the meals, transportation or other miscellaneous expenses of the staff member’s spouse or guest.

Ticketed events offered in conjunction with State Association meetings which are social in nature and do not require the attendance of the Association staff shall be deemed included in the per diem amount specified.  Any reservations or purchasing of tickets shall be the responsibility of the individual.

An expense voucher along with all applicable receipts substantiating the per diem amount must be received in the KAR office no later than 30 days after the conclusion of the meeting along with any unused portion of the per diem amount.

Requests for reimbursement of any other expenses must be on an expense voucher with attached receipts and received in the KAR office within 30 days to be eligible for reimbursement.  The request must be explained on the expense voucher and approved by the KAR Treasurer and Chief Executive Officer.

THE FOLLOWING EXPENSES WILL BE PAID FOR THE ASSOCIATION'S STAFF:
1.
Transportation = mileage will be reimbursed at the maximum allowable by the IRS for Association business within the state.

2.
Lodging = The actual cost of a regular, double occupancy room at or near the headquarter hotel.

3.
Meals = Included in per diem amount.

4.
Tips & Gratuities = Included in per diem amount.

5.
Telephone Charges = Included in per diem amount.

6.
Other = Charges incurred by the Association Staff in conducting Association-related business will be reimbursed when submitted with an expense voucher and receipts within 30 days.


KANSAS ASSOCIATION OF REALTORS(

EXPENSE AND REIMBURSEMENT POLICIES
This is a Kansas Association of REALTORS( policy established April 10, 1996, by the Executive Committee.


PRESIDENTIAL APPOINTEES TO THE EXECUTIVE COMMITTEE
The KAR staff will coordinate and make reservations for all lodging requirements for attendance at State Association meetings.

Presidential Appointees may spend up to the per diem amount established annually by the Budget & Finance Committee and as established in the annual budget during the annual state meetings. The per diem amount includes meals, tips/gratuities and telephone. The per diem does not cover the meals, transportation or other miscellaneous expenses of the Presidential Appointees’ spouses or guests. Requests for reimbursement of expenses for the state meetings, other than those paid directly by the State Association such as the hotel costs and room charges, must be on an expense voucher with attached receipts and received in the KAR office within 30 days to be eligible for reimbursement. The request must be explained on the expense voucher and approved by the KAR Treasurer and Chief Executive Officer.

Ticketed events offered in conjunction with State Association meetings which are social in nature and do not require the attendance of the Presidential Appointees shall be deemed included in the per diem amount specified.  Any reservations or purchasing of tickets shall be the responsibility of the individual.

Tickets for the Presidential Appointees and Spouses/guests to attend the President’s Installation & Awards Banquet held in conjunction with the State Convention shall be paid by the Association.

An expense voucher along with all applicable receipts substantiating the per diem amount must be received in the KAR office no later than 30 days after the conclusion of the meeting along with any prepaid and unused portion of the per diem amount.

Requests for reimbursement of any other expenses must be on an expense voucher with attached receipts and received in the KAR office within 30 days to be eligible for reimbursement.  The request must be explained on the expense voucher and approved by the Treasurer and CEO

THE FOLLOWING EXPENSES WILL BE PAID FOR THE ASSOCIATION'S PRESIDENTIAL APPOINTEES DURING THEIR TERM OF OFFICE:
1.
Transportation = mileage will be reimbursed at the maximum allowable by the IRS for Association business within the state.

2.
Lodging = The actual cost of a regular, single occupancy room at the headquarter hotel.

3.
Meals = Included in per diem amount.

4.
Tips & Gratuities = Included in per diem amount.

5.
Telephone Charges = Telephone charges for personal calls are included in per diem amount.  In the event telephone and/or long distance charges are incurred for business or association use while attending out of town association meetings, the officers' association-provided calling card should be used whenever possible.

6.
Other = Charges incurred by the Presidential Appointees in conducting Association-related business will be reimbursed when submitted with an expense voucher and receipts within 30 days.

