
Exhibit H. Conference/Workshop/Seminar/Meeting Travel Guidelines 

All Conference/Workshops/Seminars/Meetings will be referred to as the "Event" unless specifically stated. 

The following rules and responsibilities shall govern the reimbursement of travel costs incurred by 

Association officers, employees, and attendees who have been duly authorized to perform travel. 

Pre-Approved Conferences/Meetings 

A. Conferences are limited to CTA conferences, NEA conferences and State Council Meetings.  Any 

other event must be approved by Executive Board.  A majority vote via email from all voting 

Executive Board officers may suffice for approval of attendance at events. 

B. TVEA Executive Board will pre-approve the number of participants who will attend the different 

CTA/NEA conferences, based on needs and budget.   This may be adjusted only by a vote of the 

Executive Board.  

a. Pre-Approved Conferences with baseline attendees: 

i.  Leadership conferences - 6 attendees 

ii. Issues, GLBT, Equity and Human Rights - 2 attendees 

iii. Good Teaching  - 15 attendees 

(2 to a room, only new participants are covered for hotel—participants who have 

attended before are only covered for the conference registration fee) 

iv. President’s Conference - 1 attendee 

v. Summer Institute - 5 attendees 

vi. NEA Conferences - 2 attendees 

 

Attendee Selection Process 

A. TVEA reserves the right to add and remove any attendee to the list of those attending the event 

based on budgetary restrictions. 

B. TVEA will base their decision on who attends or does not attend the event based on the following 

criteria 

a. First time attendee 

b. Number of times member attended that specific event 

c. Number of times member attended events 

d. Leadership position 

e. Subject material being discussed at the event and the relevance to the attendee and 

their position in which they work (ie. Kindergarten teacher, counselor, subject material 

taught etc.)  

f. Professional conduct at previous events 

g. Failure to comply with the Responsibilities/Duties requirements from a previously 

attended event 

 

Expense Guidelines and Reimbursement 

 

A. The TVEA Office Manager will 

a. register all participants for events 

b. book plane, bus or train reservations to secure the most economical fare 

c. book hotel reservations and secure credit card authorizations for  

i. hotel stay* and taxes  

ii. parking 

iii. wifi for President and Vice President if requested 



*hotel stay will only be allowed for travel outside a radius of 35 miles of the 

attendees home 

*Conferences may require double-occupancy arrangements with other members.   

B. Attendees may request reimbursement for 

a. Transportation by personal automobile for round trip by nearest traveled highway at the 

current IRS rate per mile.  Mileage reimbursement cannot exceed the cost of plane fare.  

A Mileage Reimbursement form must be submitted with the Expense  Reimbursement 

Form. 

b. Airport shuttle costs and parking fees will be allowed when necessary at actual costs.  

Taxi fare shall be reimbursed only when no other form of transportation is available.   

c. Meals will be reimbursed at the actual amount paid, but no more than $25 per meal, 

subject to the following guidelines: 

i. The maximum daily allocation for meals shall be $50.00. 

ii. No reimbursement shall be provided for meals that are included as part of the 

events package. 

iii. Extra meal expenditures due to earlier or later travel are not reimbursable. 

C. All requests for reimbursement must be submitted on the Expense Reimbursement Form with the 

required receipts for meals, transportation, and other costs.  If required information is missing, 

the expense statement will be returned to the originator. 

D. No cash advances will be given. 

E. Expenses not reimbursable include: 

a. Parties and gifts 

b. In-flight movies  

c. Hotel room movies  

d. Personal telephone calls 

e. Extra luggage costs 

F. Any exceptions or variations from the above rules covering travel expenses shall be allowed only 

with approval of the Executive Board. 

G. Reimbursements must be requested by 30 days after the end of an event. 

H. The Executive Board must authorize any reimbursement claims after 30 days or any variation to 

the above conditions.  A member must request this in writing for it to be considered. 

I. Payment by TVEA for a substitute teacher to work in a member’s place in order to attend a 

meeting or conference must be approved by the President before the event. 

 

Responsibilities of Attendee 

 

A. Individuals representing TVEA shall be required to complete the Participant Responsibility/Duties 

form and the Conference/Workshop Reporting form as an acknowledgement of their 

responsibilities and duties.  The reporting form shall be submitted with the reimbursement 

request. 

B. Attendees are representative of TVEA and its membership. Professional conduct is expected at 

ALL times while at the event. Intoxication and drug use is not acceptable at any event. 

C. No personal agendas including private businesses, elections campaigning etc. shall be conducted 

at any event. 

D. Attendees are responsible for notifying TVEA if they cannot attend an event they are registered 

for as quickly as possible. If notice is made too late, and TVEA cannot find a replacement or get 

reimbursed for costs incurred, the attendee may be required to cover the cost(s) that cannot be 

returned to TVEA. 

E. Attendee is responsible for covering any costs that are incurred if family members are brought to 

the event. 


