WORLD FLOOR COVERING
ASSOCIATION

855 Abutment Road, Suite #1
Dalton, GA, 30721
Tel# 706-217-1183
Fax# 706-217-1165

MEETING EXPENSE VOUCHER

Name:

Committee:

Meeting Date(s): Location:

Airfare from S
Luggage S
Airport Parking # of Days@ $ per day= S
Ground Transportation/Taxi Fare S
Auto Mileage @ 53.5 ¢ per mile = S
Hotel # of Nights @ $ per night= S
Hotel parking # of Nights @ $ per night= S
Hotel Internet of Nights @ $ per night= S
Meals (maximum of $125.00 per day)

Date: S

Date: S

Date: $

Date: $

Date: $
Total meals S
TOTAL EXPENSES S
Date Submitted Signature

Make check payable to:

Please attach appropriate receipts. Complete expense voucher with original receipts attached must be received by
WFCA no later than 45 days after meeting date for consideration, comparison and approval. No voucher received
after this date will be considered.




WORLD FLOOR COVERING
ASSOCIATION

855 Abutment Road, Suite #1
Dalton, GA, 30721
Tel# 706-217-1183
Fax# 706-217-1165

WORLD FLOOR COVERING ASSOCIATION

EXPENSE REIMBURSEMENT PROCEDURES

The WFCA has been advised by our auditors to reimburse business-related travel expenses on original receipts only.

When submitting receipts for reimbursement, please send us the original receipts after making copies for yourself.
Please note expense reports must be submitted within 45 days after the event in order to be reimbursable.

Expenses are reimbursed based on actual receipts only. There is no a per diem.

Travel — Airfare will be reimbursed only for round-trip coach or economy fare made at least 21 days in
advance. Any upgrades are the responsibility of the individual.

Car Rental / Ground Transportation — Car rental / taxi / shuttle will be reimbursed to a maximum of $65.00
per day including tax. Rental insurance will be the responsibility of the individual. Number of daysfor
reimbursement will be determined in advance based on the meeting location, duration and its proximity to
airports. Up to $20 per meeting for gas is eligible for reimbursement with receipts.

Mileage / Personal Vehicles — Auto mileage reimbursement will automatically parallel the IRS guidelines for
mileage reimbursement.

Parking / Personal Vehicles — Airport / destination hotel parking is eligible for reimbursement for the
meeting dates only. Board members are eligible for car rental or taxi reimbursement only, not both.

Hotel —the hotel rate will be negotiated WFCA staff, initially paid for by the individual and reimbursed
pursuant to these procedures. Any upgrades are the responsibility of the individual. Number of nights for
reimbursement will be determined in advance and will be based on the meeting location and duration.
Unless approved in advance of the meeting by the CEO, additional nights, if requested, will be the
responsibility of the individual.

Meals — Meal expenses will be reimbursed to a maximum of $125.00 per day, with appropriate receipts.
Number of meals for reimbursement will be determined in advance and will be based on the meeting
location, duration and meal functions included in the meeting.

Spouse / Companion — Unless otherwise specified in these procedures, expenses for spouses and /or
companions of Board or Committee members will not be reimbursed.

Reimbursement Vouchers / Comparison of Expenses — Completed expenses reimbursement vouchers with
supporting receipts including air travel stubs attached must be received by WFCA no later than 45 days after
the meeting date for consideration, comparison and approval. No voucher received after this date will be
considered. Approved reimbursements will be issued no later than 30 days after the above date.

No Per Diem — Only actual expenses, pursuant to the above procedures, will be reimbursed. A per diem will
not be paid.




