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1. Purpose and Philosophy

The Woodbury Community Foundation (“WCF”) is committed to financial transparency
and stewardship of donor resources. This policy ensures that all travel and expense
reimbursements are reasonable, necessary, and properly documented, in alignment with
IRS guidelines and current best practices for nonprofits.

This policy applies to board members, staff, volunteers, and contractors who incur
expenses on behalf of WCF.

2. Definition of Reasonable and Acceptable Expenses

A reasonable expense is one that is:

¢ Ordinary: Common and accepted in the nonprofit sector.
e Necessary: Appropriate and helpful for carrying out WCF’s mission.

Examples of reimbursable expenses include:

e« Transportation (airfare, mileage, taxi, rideshare)

e Lodging (standard accommodations)

e Meals (subject to per diem limits)

¢ Eventregistration fees

e Office supplies or materials purchased for WCF use
e Parking and tolls

e Tips (within customary limits)



Non-reimbursable expenses include:

e Personaltravel or entertainment

e First-class or luxury accommodations unless pre-approved
¢ Expenses not supported by documentation

3. Documentation Requirements

To be eligible for reimbursement, all expenses must be:

e Directly related to WCF business

e Supported by itemized receipts showing:
e Vendorname
e Date of purchase

e Description of goods/services
¢ Amount paid

Receipts must be attached to the WCF Expense Reimbursement Form (Excel format),
available from the WCF office or shared drive.

4. Reimbursement Procedures
1. Submission Timeline:

e Expense reimbursement requests must be submitted within 30 days of
incurring the expense.

e Late submissions may not be reimbursed unless approved by the Chair of
the Board of Directors or Treasurer.
2. Approval Process:

¢ Completed Expense Reimbursement Forms must be submitted to the Chair
of the Board of Directors (or Treasurer for board member expenses).
e Forms mustinclude:
e« Description and purpose of the expense, category and cost
¢ Dates and locations of travel (if applicable)
¢ Names of individuals involved (if applicable)

¢ Forms must be accompanied by documentation and/or receipts
3. Review and Payment:

¢ Reimbursements will be reviewed for compliance with this policy.

e Approved reimbursements will generally be paid within 15 business days via
check or direct deposit.



5. Board Member Reimbursement

Board members may choose not to be reimbursed for expenses. In such cases, they may
submit documentation for record-keeping and potential in-kind donation
acknowledgment.

6. Use of Foundation Funds and Credit Cards

If WCF issues a credit card:

e Allcharges must comply with this policy.
e Expense reports must still be submitted for reconciliation.
¢ Misuse may resultin revocation of card privileges.

7. Policy Review and Approval

This policy shall be reviewed annually by the appropriate committee of the Board of
Directors and any amendments approved by the Board of Directors. Updates will be
communicated to all relevant parties.



