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SOUTH CAROLINA CHAPTER UPMA 

Financial / Fiscal Policy 

 

ADOPTED: 

_______________________________________________ 
Adopted: July 22, 2026 by the SC Chapter UPMA Executive Board 

 

Amendment Process Any revisions or changes shall be voted upon by the Chapter 
Executive Board and recorded with amendments and date adopted on 
the Amendment History page. A 2/3 vote of the Chapter Executive 
Board is required to make any changes to this policy. 

 

Fiscal Year The SC Chapter Fiscal Year mirrors the UPMA National Fiscal Year. 
All budgets, audits, and financial reporting shall be based on this fiscal 
year. 
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SECTION 1 — TRAVEL AUTHORIZATION AND TRAVEL ORDERS 
Effective upon adoption of this policy 

 

All travel at chapter expense must be authorized by the Executive Board in advance. No officer or 
member shall travel on chapter business without first receiving approved Travel Orders signed by the 
Chapter President. No reimbursement of any funds shall be issued without BOTH of the following on 
file with the Secretary/Treasurer: 

 

• (1)  An approved Travel Order signed by the Chapter President prior to departure; AND 

• (2)  An approved Travel Voucher submitted with all required receipts within 30 days of return. 

 

Travel Orders shall be issued by the President and shall specify the officer's name and position, the 
authorized event, travel dates, and the expenses authorized. Travel Orders do not guarantee 
reimbursement of expenses that exceed approved rates or policy limits. 

 

Officers listed as authorized attendees for events named in this policy are considered pre-authorized for 
those events. The President shall issue Travel Orders to those officers prior to each event. Any travel 
not listed in this policy, or travel by members not identified as authorized attendees, requires individual 
Executive Board approval before Travel Orders are issued. 

 

Submission of a Travel Voucher alone, without an approved Travel Order on file, shall not constitute a 
valid reimbursement claim. No exceptions shall be made without a 2/3 vote of the Executive Board. The 
official SC Chapter UPMA Travel Order form is available from the Secretary/Treasurer and on 
upmasc.org. 

 

Travel Authorization Process — 7 Steps: 

1 

Board Authorizes Executive Board approves travel at a board meeting. Pre-authorized 
events (National Convention, Legislative Summit, SOC, State 
Convention, Executive Board Meetings) are approved by adoption of this 
policy. Non-listed events require individual board vote. 

2 
Travel Orders 
Issued 

President issues Travel Orders to each authorized traveler specifying the 
event, dates, and authorized expenses. 

3 Travel Occurs Member attends the authorized event. 

4 
Voucher Submitted Member completes the official Travel Voucher and submits it to the 

President within 30 days of return, with all required receipts and a copy 
of their Travel Orders. 

5 
Voucher Approved President verifies the voucher against Travel Orders and this policy, 

signs approval, and forwards to Secretary/Treasurer. The President's 
own voucher goes to the EVP for approval. 

6 
Reimbursement 
Issued 

Secretary/Treasurer processes payment. No payment shall be issued 
without both an approved Travel Order and an approved Voucher on file. 

7 
Records Retained Secretary/Treasurer retains all Travel Orders and Vouchers in the 

chapter financial records. 
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SECTION 2 — MILEAGE REIMBURSEMENT 

 

Mileage will be reimbursed at the Federal rate identified at the beginning of each fiscal year. If the 
mileage rate were to change mid-year, the reimbursement rate will remain the same for the balance of 
the year. The Chapter Secretary/Treasurer will verify the rate each calendar year in early January and 
advise the Executive Board of the rate. 

 

Mileage claims in excess of 50 miles must be supported by a MapQuest, Google Maps, or similar route 
printout showing the distance traveled. 

 

If driving more than 500 miles one way to an event, the member must provide a cost comparison of 
mileage expenses versus airfare. The chapter will reimburse the lower of the two amounts. 

 

SECTION 3 — TRAVEL EXPENSES 

 

Registration will be paid for each identified position at each event identified in this policy at the early 
rate announced by the National Office or Event Holder. If a member chooses to register later, 
reimbursement will not be made at the highest rate or the onsite registration rate. 

 

a)  Round-Trip Travel 

Round-trip travel at the most cost-effective means to the function (airfare or personal vehicle) not to 
exceed $600.00. POV mileage paid at the current Federal rate. Airline tickets shall be purchased at 
least 30 days in advance whenever possible. Tickets purchased less than 30 days before departure 
require prior written approval from the President. Reasonable airline baggage fees are included in the 
travel reimbursement. All airport parking will be paid at the surface rate. Upgrades are at the member's 
expense. 

 

b)  Ground Transportation 

In the event no complimentary shuttle is offered, transportation fares will be paid up to $50.00 
maximum each way. Receipts are required for reimbursement. 

 

c)  Registration Fees 

Normal registration fees, if applicable. The chapter will not pay higher or last-minute fees. Registration 
will be paid at the early rate only. 

 

d)  Hotel / Lodging 

Hotel lodging will be reimbursed at the conference rate. If unavailable hotel space is due to late 
registration, the reimbursement rate shall be the conference rate; expenses over that rate are at the 
member's expense. The following maximum hotel night limits apply per event: 

 

Event Maximum Hotel Nights 

National Convention Up to 6 nights. Additional nights require President approval. 
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UPMA Legislative Summit Up to 4 nights. Additional nights require President approval. 

Southern Officers Conference Up to 3 nights. A 4th night requires President approval. 

Annual State Convention Up to 3 nights. Additional nights require President approval. 

Executive Board Meetings Up to 1 night per meeting. A 2nd night requires President 
approval. 

 

A 4th or extended hotel night at any event may be approved by the President when circumstances 
warrant, such as when an early check-in is required by the event, flight schedule, or distance. 

 

e)  Per Diem 

$40.00 per day ($10.00 breakfast, $10.00 lunch, $20.00 dinner). No deduction shall be made for any 
meals that are provided. Per diem is exempt from the receipt requirement. 

 

f)  Hotel / Airline Loyalty Points 

Hotel points and airline miles earned in connection with chapter-reimbursed travel are not considered 
personal financial gain and shall not affect the amount of reimbursement. 
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SECTION 4 — PRESIDENTIAL DISCRETIONARY BUDGET 

 

The Chapter President has an annual expenditure not exceeding $500.00 to use at their discretion for 
chapter business. No alcoholic beverages shall be paid for by this annual expenditure on the Chapter 
Debit or Credit Card. 

 

SECTION 5 — VOUCHERS 

 

Vouchers for travel reimbursement shall be completed by the member no later than 30 days of the end 
of the travel period. Reimbursements over $25.00 will require an attached receipt (except per diem). 
Only the official SC Chapter UPMA Travel Voucher form shall be accepted for reimbursement. The 
approved form is available from the Secretary/Treasurer and on the chapter website at upmasc.org. 

 

Vouchers shall be submitted to the President for verification and signature/approval. The President 
shall forward the voucher to the Secretary/Treasurer for payment. If the President is traveling, they shall 
submit their voucher to the Executive Vice President for verification and signature/approval. The 
Executive Vice President shall forward the voucher to the Secretary/Treasurer for payment. 

 

If a travel voucher is not submitted within 30 days, it shall require approval of the Executive Board for 
payment. Travel vouchers will NOT be reimbursed prior to attending any event. Any member who 
incurs expenses or receives an incentive covered by this policy and becomes unable to attend shall be 
responsible for repaying expenses incurred to the SC Chapter UPMA. All appeals shall be reviewed by 
the Executive Board. 

 

SECTION 6 — CONTRACT AUTHORITY 

 

The President is the only officer authorized to enter into contracts on behalf of the SC Chapter UPMA. 
The Executive Board must review and approve all contracts in excess of $500.00, except for the State 
Convention and Executive Board meeting venues. Contracts negotiated by the Convention Chair shall 
be submitted to the President for approval and signature. Signed copies shall be provided to the 
Secretary/Treasurer for the chapter records. 

 

SECTION 7 — DUAL REIMBURSEMENT PROHIBITION 

 

No officer or member shall receive dual reimbursement for the same expense from any source. This 
prohibition applies in two ways: (1) Between State and National — If a State Officer also serves as a 
National Officer or national committee member, the SC Chapter will not reimburse expenses already 
covered or reimbursable by UPMA National. Expenses shared between state and national activities 
shall be split proportionally or covered by whichever organization the travel primarily serves. (2) Within 
the Chapter — No officer or member shall claim reimbursement for the same expense more than once 
from the SC Chapter under any provision of this policy. 

 

SECTION 8 — ANNUAL FINANCIAL AUDIT 
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The Executive Board shall conduct or authorize a financial audit of the Secretary/Treasurer's records 
once per year, within 60 days after the close of the fiscal year. The audit shall consist of an examination 
of all receipts, expenditures, and supporting documentation for all expense vouchers. A list of all 
chapter property shall be maintained by the Secretary/Treasurer and verified at the annual audit. The 
audit report shall be presented for approval at the annual state convention. 

SECTION 10 — MEETING SPACE FOR BOARD MEETINGS 

 

The chapter is responsible for the cost of meeting space for Executive Board meetings. The officer 
arranging the meeting must exhaust all no-cost options first: USPS facilities (subject to federal building 
use rules), public libraries, local government buildings, or space donated by a member or community 
organization. If no free or donated option is available, the most cost-effective commercial option must 
be selected and documented. Rental of commercial meeting space requires prior President approval 
and must be included in the financial report for that meeting period. 
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SECTION 11 — NATIONAL CONVENTION 
The following officers are authorized and expected to attend the National Convention, subject to Executive 
Board approval and available funding. Officers unable to attend for documented reasons should notify the 
President as early as possible. 

 

• President 

• Executive Vice President 

• Vice President Membership Chair 

• Vice President Education Chair 

• Vice President Legislative/PAC Chair 

• Vice President Senior CMR Chair 

• Secretary/Treasurer 

• Editor/Webmaster 

• Immediate Past President 

 

South Carolina UPMA will set aside funds to be determined at each annual budget meeting for active 
members and retired members to attend the National Convention. Members attending the National 
Convention must register for the conference and attend all sanctioned sessions. 

Maximum hotel reimbursement: Up to 6 nights at the conference rate. Additional nights require 
President approval. 

 

SECTION 12 — SOUTHERN OFFICERS CONFERENCE (SOC) 
The following officers are authorized and expected to attend the SOC, subject to Executive Board approval 
and available funding. 

 

• President 

• Secretary/Treasurer 

• Editor/Webmaster 

• Vice President Membership Chair 

• Vice President Education Chair 

• Vice President Legislative/PAC Chair 

• Vice President Senior CMR Chair 

 

Maximum hotel reimbursement: Up to 3 nights at the conference rate. A 4th night requires President 
approval. 

 

SECTION 13 — UPMA LEGISLATIVE SUMMIT 
The following officers are authorized and expected to attend the UPMA Legislative Summit, subject to 
Executive Board approval and available funding. 
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• President 

• Executive Vice President 

• Secretary/Treasurer 

• Editor/Webmaster 

• Vice President Membership Chair 

• Vice President Education Chair 

• Vice President Legislative/PAC Chair 

• Vice President Senior CMR Chair 

 

Maximum hotel reimbursement: Up to 4 nights at the conference rate. Additional nights require 
President approval. 
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SECTION 14 — MISCELLANEOUS PROVISIONS 

 

Immediate Past President Coverage 

The Immediate Past President is covered under this Financial Policy for a period of one (1) year 
following the conclusion of their term as Chapter President. During this period, the Immediate Past 
President is authorized and expected to attend the National Convention and is eligible for travel 
reimbursement consistent with the authorized attendee provisions of this policy. This coverage is 
subject to Executive Board approval and available funding, and expires automatically one year after the 
transition of the Presidency. 

Miscellaneous Supplies 

Executive Board members may be reimbursed for miscellaneous supplies necessary for the 
performance of their chapter duties, with prior written approval from the Chapter President. Receipts 
are required. 

 

Editor/Webmaster Expenses 

The Editor/Webmaster shall be reimbursed for reasonable and necessary expenditures to produce The 
South Carolina Palmetto Focus and maintain chapter communications, when authorized by the 
Executive Board. 

 

CMR / Adverse Action Travel 

The VP Senior CMR Chair or Chapter President must approve all travel requests for member 
representation activities in advance. The approving officer has authority to authorize an overnight stay 
when scheduling requires it or when the expected activity exceeds an eight (8) hour day. 

 

Secretary/Treasurer Bond 

The Secretary/Treasurer shall be bonded as required by the SC Chapter UPMA Bylaws. The bond 
amount shall be set by the Executive Board. The chapter shall pay the bond premium. 
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AMENDMENT HISTORY 

 

Date Adopted Description of Change 

April 14, 2018 Original policy adopted. 

July 3, 2024 Amendments adopted. 

November 11, 2024 Amendments adopted. 

_______________ Comprehensive revision adopted. Incorporated: Travel Authorization & 
Travel Orders (Section 1); updated event attendance language to 
'authorized and expected'; Editor/Webmaster combined title standardized 
throughout; VP Senior CMR Chair added to National Convention and 
Legislative Summit lists; Fiscal Year definition added; Financial Audit 
requirement added (Section 8); IRS/Tax Filing requirement added (Section 
9); Contract Authority added (Section 6); Dual Reimbursement Prohibition 
added (Section 7); Annual Budget Process formalized (Section 10); 
Meeting Space policy added (Section 11); Hotel Night Limits by Event 
added; Airline advance purchase and baggage fee provisions added; 
Mileage documentation requirements added; Miscellaneous provisions 
added (Section 15). 

_______________  

_______________  

 

This policy was prepared and adopted by the SC Chapter UPMA Executive Board. 
Any revisions require a 2/3 vote of the Executive Board, recorded in the Amendment History above. 

For the official Travel Voucher and Travel Order forms, visit upmasc.org or contact the 
Secretary/Treasurer. 

 


