


Expenditure Disbursement and Request Instructions

Criteria for Requesting Funds: Financial support can be requested by association members for educational expenses within the Association’s Bylaws and Standing Rules, potential fees including:

1. Venue 
2. Speaker 
· Honorarium 
· Travel (mileage, tolls, airfare, train). 
· Mileage is at the current Federal Mileage Rate. 
· Hotel 
· Food 
3. Educational materials related to meeting topic
4. Light snacks or non-alcoholic beverages
· NOTE: Meals for attendees are not covered. 
Request for funds follow association Bylaws and Standing Rules are to be reasonable expenditures related directly to NYSIDDDNA events. 
· All zones funding requests will be reviewed by the Treasurer of the association. 
· Appropriate funding requests will be processed by sending request for check processing to accountant. 
· Zones officers will make every attempt to keep expenses low, request for funding will not exceed $500.
· Fund adjustment will be requested if Treasurer feel funds requested are in excess of a reasonable amount. 
Approval Process:
1. Prior to the event submit the request form filled out in its entirety.  
2. [bookmark: _GoBack]Email form to the current Treasurer of the NYSIDDDNA association by sending email with required forms to information@nysidddna.org 
3. The Treasurer will respond on the status of the request and processing. 
Documents required:
· Funding request form
· Included with request form detailed specifics are required to be included when the following is requested: 
· Tolls
· Mileage
· Travel by: Air, Train
· Hotels
· Receipts for all expenses must be submitted to the treasurer within 3 weeks after the meeting  by emailing copy to information@nysidddna.org 
Processing time:
· All member should plan accordingly for any funds that are required prior to Zone events.  Minimum for 3 weeks prior to event to allow processing time.
· Upon request a speaker or venue can be paid directly.  
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