IBEW LOCAL UNION 1749
EXPENSE AND PROCEDURE POLICY, Rev 0


In order to fulfill its responsibility for obtaining a proper accounting of all Union expenditures, IBEW Local Union 1749 hereby establishes the procedures stated herein to obtain reimbursement of expenses incurred by persons engaged in activity on behalf of the Union.


These procedures were developed after a thorough review of the requirements imposed under Governmental regulations, proper accounting procedures, the IBEW Constitution and policies, and the Local Union Bylaws and will not conflict with same. Each rule within the procedure exists for a specific purpose. Compliance with all steps is necessary to protect both the individual and the Local Union. Failure to comply with these rules could result in:

1. Denial of all or part of the expense being submitted.

2. Unnecessary delay in receiving payment.

3. Violations of Governmental regulations, the IBEW Constitution and policies, and Local Union Bylaws.

Where the male gender is used in this policy, it shall also include the female gender.

I

NO DIRECT BILLING UNLESS PREVIOUSLY AUTHORIZED


It must be understood that in no event will any member be entitled to incur indebtedness on behalf of the Local Union through a direct billing of the Local without prior approval from the Local Union. In an emergency, the President/Business Manager or e-board may grant approval, subject to the approval of the Local Union membership. When direct billing has been authorized, an expense statement and receipts shall be submitted covering such expenditures. The use of debit cards to access Local Union funds is strictly prohibited.  While this does not legally prevent the Local Union from utilizing credit cards where efficiency of operation could be gained, Local 1749 has chosen not to utilize this tool and until action is taken this will be the policy of the local union.

II

FORMS FOR REPORTING EXPENSES


Special expense statements for reporting lost wages and expenses are available. These must be filled out, signed, with explanations where required, necessary receipts attached and received by the Local Union WITHIN ONE MONTH OF THE DATE OF THE EXPENDITURE OR BILLING to be valid to obtain reimbursement. The Local Union reserves the right to extend the time limits in special cases. In general these vouchers, when properly completed are sufficient to obtain payment of most expense items.

III

REIMBURSEMENT FOR LOST WAGES

(ONLY WHEN PREVIOUSLY AUTHORIZED)

1. Wages lost from regular employment as a result of authorized Union activity, for any day which the Officer, Steward, Delegate, or Committee Member has been scheduled to work, shall be paid on the basis of actual scheduled hours lost at the individuals straight time hourly rate, not to exceed twelve (12) hours in any one (1) day or forty (40) hours in any week. In the case of a 12hr schedule –twelve (12) hours in any one day or forty (40) hours in any week.

2. Lost wages of any member because of special assignment must be authorized by the Local Union or in emergency situation the President/Business Manager or the e-board.
3. There will be no wages reimbursed, except for special assignment for time off unless authorized IN ADVANCE by the Local Union or by the President/Business Manager or e-board..

4. Wages for lost time from normal work hours shall be properly submitted on forms provided by the Local Union.

5. For the purpose of wage reimbursement, holidays and vacation time, whether regular or earned, shall be considered as time worked, and paid at straight time, not to exceed twelve (12) hours in any one day.

6. Scheduled, built in overtime will be reimbursed to insure no lost wages when applicable.
7. If representative is sent in the status that will receive lost wage reimbursement from another organization, such as the General Council, he will not be eligible for reimbursement from the Local Union.
IV

HOTELS

1. Lodging will be paid when distances are too great to return home (in excess of 2 hours one-way commuting distance) or when it would not be practicable to do so. (See Item #3)

2. Hotel and motel expense items MUST be accompanied by receipted bills.

3. In extenuating circumstances or in emergencies, which shall consist of but not be limited to road and weather conditions and those assignments that exceed the normal work day, lodging approval may be granted by the Business Manager or his designated representative. Such statements must be accompanied by an explanation of the expenditure.

4. GUEST EXPENSES WILL NOT BE ALLOWED. Where such individuals desire to have guests accompany them, reimbursable expenses to the Officer, Steward, Delegate, Staff, or Committee Member shall be only that amount which would be allowed if the member were traveling or staying alone. Guest expenses shall be paid separately and IN NO INSTANCE BE BILLED TO THE LOCAL UNION.

V

TOTAL MILEAGE (WHEN USING PRIVATE AUTO)

1. Transportation cost will be allowed only if the actual expense is incurred and shall be reimbursed in accordance with a mileage allowance determined by the Local Union to the Staff, Officer, Steward, Delegate, or Committee Member, including delegates to Central Labor Councils, using a private automobile.

2. Mileage will be computed using the shortest possible practical highway route between the home city and the meeting city with only one (1) allowance per car regardless of the number of passengers. In no event shall the total mileage allowance amount exceed the value of a round trip coach airfare for the same trip.

3. Transportation within the city in connection with Union functions will be allowed based on actual necessary mileage driven. Explain the need on the expense statement. Attendance at a meeting or assignment in a town other than the town of residence can be acceptable evidence that transportation expenses were incurred.

4. Mileage not normally expected as a result of the assignment must be explained and its relationship to the assignment shown.

5. Mileage in excess of that which is normal between two points must be explained and its relationship to the assignment shown.

6. Other allowable transportation costs are to be listed under “Other” on expense statement. (See VII)

7. The mileage allowance per mile shall be the most current allowable amount set by the IRS (found at IRS.gov) or a lesser Local Union allowance, if established.

VI

MEALS

1. Meals will be allowable when a member is away from home in connection with REQUIRED attendance at Committee Meetings, Stewards’ Meetings or other necessary meetings which prevent members from returning home for meals where assignment to a function requires purchase of a meal as part of the meeting business.

2. It is not necessary to show that the meal expense was incurred. Union business overlapping a normal meal period is acceptable evidence that the meal expense was incurred.

3. Meal expense not shown normally to be required by the assignment must have an explanation on or with the expense statement.

4. A meal allowance not to exceed $38.00 in one day, will be allowed. Meal allowances for major cities shall be the allowable amount set by the Internal Revenue Service, as interpreted by the IBEW International Secretary-Treasurer, unless in conflict with Local Union bylaws. Receipts shall not be required; if the amounts do not exceed the meal allowance above and bylaws do not require the receipts.
VII

OTHER EXPENSES

To obtain reimbursement on other expenses, it is necessary to show that an expense was: actually incurred, reasonable, and necessary to represent the Union properly. Thus, it is necessary to supply details of the Union activity if the title of a Committee, Conference, etc., does not indicate the scope of the assignment.

A. TRANSPORTATION – PLANE, TAXI OR BUS

1. Transportation costs will be allowed only for actual cost of common carrier where used by the Officer, Steward, Staff, Delegate, Council Member or Committee Member, including delegates to Central Labor Councils.

2. Transportation by air, rail or other common carrier may be used when it is necessary to save time or when more reasonable alternatives are not available, subject to approval by the Local Union, or the Business Manager or  e-board.

3. When commercial travel is required, the ticket secured shall be for  economy class and whenever possible the ticket shall be purchased at the lowest fare from a unionized common carrier. Travel advances for purchase of airfare may be approved by the e-board or Local Union with immediate receipt for purchase required.  
B. PARKING TOLLS

1. Allowable where such are incurred in the course of Union business.

C. TELEPHONE CALLS

1. Must be for purpose of Union business.

2. Telephone expense is to be explained and receipts submitted when available.

3. If not self-evident, telephone calls must show relationship of person called to a Union activity or created by reason of the Union activity.

4. Those members away from home on Union business may call home; however, the Local will only reimburse one phone charge daily. The phone charge shall be reasonable and must be explained on or with the expense statement.

D. PURCHASE OF SUPPLIES
Purchase of materials, supplies, etc., must be accompanied by itemized receipts.

VIII

ADVANCES

1. When assigned or elected to attend out-of-town functions requiring two (2) or more over night stays, individuals may request an advance to cover meals, hotel and other required expenses. The advance shall not include any reimbursement for lost wages.

2. An expense statement shall be completed with attached receipts, following the individual’s attendance covering all expenses incurred, including those covered by the advance and any amount in excess of that amount, (except no receipts shall be required for meals if within the meal allowance covered in VI (4) above.)  All expense statements shall be reviewed by the Business Manager and e-board prior to approval and final payment by the Local Union.

3. All expense forms and related documentation relating to advances for out-of-town functions must be submitted within 30 days from the date of return.

IX

MEMORIALS

Upon timely notification to the Local Union office an appropriate tribute as determined by the Local Union will be presented to the immediate family upon the death of an active member in good standing. As defined in the Local By-laws.
X
FUNDS

1. The funds of this Local Union are for the legitimate expenses required in its conduct and maintenance and shall not be diverted there from. Disbursements shall be made in accordance with Article XVIII of the IBEW Constitution and the Local Union Bylaws.

2. The Local Union shall conduct an unqualified audit of the books and accounts of the Local Union annually. The President shall appoint an auditing committee of three (3) members or employ a certified public accountant to audit the books and accounts of the Local Union will be conducted by the E-board every three (3) months. A report of the audit must be made to the membership. NOTE: LOCAL UNIONS USING AN AUDITING COMMITTEE ARE ENCOURAGED TO OBTAIN AN ANNUAL AUDIT FROM A CPA IN CONJUNCTION WITH THE END OF THEIR FISCAL YEAR AND FILING OF LM REPORTS.

3. All revenue except as may be otherwise provided in the bylaws (i.e., cope), shall be deposited in the General Fund.

4. All bills and expenditures except standing bills shall be approved by the Local Union prior to payment. Standing bills including the following:

STANDING BILLS

1. Salaries, lost wages, and fringe benefits for members, officers, and employees engaged in Local Union business authorized by the Local Union.

2. Office operating expenses: rent, telephone, utilities, insurance, maintenance, subscriptions, stationary/printing supplies, postage and mailings, office machine/equipment maintenance, miscellaneous office supplies, etc.

3. All per capita and affiliation fees.

4. Workman’s comp, unemployment comp, bonding, taxes, insurance.

5. Newsletter, photographic, press secretary supplies.

6. Local Union meeting space rental expenses for membership meetings, negotiations, organizing, stewards, retirees, etc.

7. Upon a vote and approval of the membership the Local Union may establish standing bills for specific functions and purposes.

Examples:

(A) Per Diem expenses payments in flat amounts for delegates and members representing the Local Union on authorized Local Union business.

(B) President/Business Manager and  privately owned auto expense payments in flat amounts.

(C) Picket duty pay expense in flat amounts.

(D) Conference, seminar, education, stewards training, social activity expenses after the Local Union has approved authorization for the purpose.

(E) Monthly attorney retainer fees in flat amounts.

NOTE – All Local Union expenses and bills not listed above shall be submitted for approval to a majority vote of the members at a regular Local Union monthly membership meeting.

XI
UNION OWNED/LEASED AUTOMOBILES

Local Union 1749 Union owed vehicle shall be utilized for union business only and mileage logs maintained and available for auditing/review upon request.
LOCAL UNION 1749 INVESTMENT POLICY

The investment options of the Local Union shall be determined by the amount of surplus liquid reserves in the treasury and the average annual operating income over the previous three (3) years as follows:

	Surplus Liquid Reserves
	Investment Options

	That portion of reserves equivalent to less than one year of operating income.
	Government guaranteed investments with up to 5 year maturities
FDIC insured checking and savings accounts.
Government insured money market funds, CD’s, T bills, Gov Bonds.
Bank CD’s in deposits not over the FDIC insurance unless secured by a collaterized note from the bank.
Collaterized repurchase agreements.


	That portion of reserves equivalent to more than one but less than two years operating income.

	5 to 10 year Government notes and bonds GNMAs and FNMAs

	That portion of reserves equivalent to more than two years operating income.
	Not more than 20% may be invested in equities traded on the NY stock exchange, NASDQ or the American stock exchange, S&P index funds, No load mutual funds, Corporate bonds rated AA or better, GIC’s, AFL-CIO Housing Fund.


The following investments are not allowed:


Any investment not listed above.


No investment over 15 year maturity, 2nd mortgages, collective investment funds, real estate of any kind without special permission of the International President.

In addition to this investment policy and guide, Local Union 1749 will ensure we follow the long standing IBEW policy for local unions:

1. Either an audit committee or a CPA must audit the books and accounts of the local every three months and report the results of the audit to the regular membership meetings quarterly.

2. A certified, unqualified audit must be performed by a registered CPA annually.  

3. A complete copy of the certified annual audit must be sent to the Tenth District office.

4. All local union expenses other than “standing bills” must be submitted for approval to a vote of the membership at the regular monthly local union meetings.

5. All expenditures of $5000.00 or more must be approved by the Tenth District Office prior to the expenditure.
Date Policy adopted and implemented:
May 13, 2008
Rev. 0

9

