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NMEAF and NMSLGC Travel Reimbursement
Procedures
Due to the enabling legislation and bylaws of both NMEAF and NMSLGC, the board of directors for each
corporation has adopted specific travel policies and procedures for that corporation. These revised
policies and procedures become effective January 21, 2014.

These procedures provide guidelines for the reimbursement of reasonable costs incurred by members of
the NMEAF and NMSLGC board of directors, as well as its officers and employees. Each expense report
submitted must contain appropriate original supporting receipts and documentation (where required to
demonstrate expenses incurred and claimed).
Generally, to be eligible for travel reimbursement other than mileage, ( except as set forth later in this
paragraph) the board member, officer, or employee must be traveling to perform NMEAF or NMSLGC
business. All travelers seeking reimbursement of travel costs should submit a completed expense
report at the end of the month in which the travel occurred.
I.

Definitions
A. "board or committee meeting" means the formal convening, either in person or by telephone
or other virtual electronic means, ofNMEAF or NMSLGC board members who comprise a
board, advisory board, committee or advisory committee, even if no further business can take
place because of the lack of a quorum.
B. "employee" means any person who is in the employ ofNMEAF or NMSLGC.
C. "in-state" means within the exterior boundaries of the State of New Mexico.
D. "incidental travel expenses" are defined as tips and fees paid to hotel staff, porters, and
baggage handlers. The per-diem allowance for incidental travel expenses only is $5 per day
regardless of place of travel. Receipts are not required for reimbursement. If the IRS
allowance for per-diem meals and incidental expenses is used, the incidental expense only
reimbursement is not allowed.
E. "meeting day" means any calendar day on which a scheduled or unscheduled board or
committee meeting is held. Any additional days spent traveling to and from such meeting
shall be construed as a "travel day" (see below).
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F. "officer" means the president or vice-presidents ofNMEAF or NMSLGC, as confirmed by the
board of directors.
G. "out-of-state" means beyond the exterior boundaries of the State of New Mexico.

H. "per-diem meals and incidental expenses" means the daily allowance for meal and gratuity
reimbursement for travel. Receipts are not required for meal and incidental expense
reimbursement. If a company issued purchase card and the employees own funds are used
for meal expenses during a day of travel, the employee can only be reimbursed the per diem
amount less any amounts paid with the purchase card. In lieu of itemized receipts for per
diem meal expenses, documentation should be included with the reimbursement request
supporting the days and times that are being requested in the reimbursement request and
also the business purpose of the travel. If possible, this documentation should include a
receipt for hotel purchase or flight itinerary for the trip.
I.

"travel", for NMEAF and NMSLGC officers and employees, means being on business related to
NMEAF or NMSLGC away from the NMEAF or NMSLGC offices, located in Albuquerque, New
Mexico; or, for NMEAF or NMSLGC board members, "travel" means being away from the
board member's home or office, wherever that is located; or, for NMSLGC board
members only, "travel" also means attending a board or committee meeting by telephone,
Zoom or other virtual electronic meeting platform.

J.

"travel day" means a calendar day, or portion thereof, spent in travel for NMEAF or NMSLGC
A "travel day" which:
(a) exceeds 12 hours in duration automatically qualifies for the full applicable meal
reimbursement;
(b) does not exceed 12 hours in duration but ends after 5:00 p.m. qualifies for the full
applicable meal reimbursement;
(c) does not exceed 12 hours in duration but ends before 5:00 p.m. qualifies for one-half the
applicable meal reimbursement.

K.

"travel expenses" include:
1. airline tickets whether purchased by the traveler, by NMEAF or NMSLGC (receipts
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