Education & Development Policy

Board of Directors, Supervisory Committee and Staff 
 

Officials of ________________________Credit Union are expected to keep abreast of current regulations and practices of credit unions. Attendance at professional meetings and conferences is one method of attaining this goal. The following policy shall authorize and govern attendance by members of the ________________________ Board of Directors, other board appointed officers, supervisory committee and staff at such conferences, meetings and other educational sessions. Each official is encouraged to attend a minimum of two conferences in a fiscal year. 

Approvals 

The chairman of the board of directors will review conference notifications for approval and disbursement to the officials of the credit union. In the event the chairman disapproves a request, the individual may seek approval by the Board. 

Out of Continental United States 

Attendance at conferences outside the continental United States requires approval by a majority of the Board of Directors. 

Disbursement / Announcements 

Once approved for disbursement, management will distribute announcements of pending conferences, meetings, and educational sessions to members of the board of directors, other board appointed officers and supervisory committee (that are appropriate to their areas of responsibility). 

Attendance 

Attendance shall be based on the individual's interests, the appropriate need for training, and the likelihood of securing information necessary and beneficial to the credit union and the cost effectiveness of the particular conference. 

Two or three officials will be allowed to attend any one conference. If more want to attend a specific conference, approval of the board will be required. This policy will be applied separately to members of the supervisory committee, since they have their own budget. The policy does not apply to management/staff as attendance by more than two or three is often required for training purposes. 

The first board members who respond with a formal request to attend and who have not attended their two or three conferences per fiscal year will have first priority. 

Officials' Expenditures 

Each official is encouraged to attend a minimum of two conferences in a (fiscal) year. A reasonable amount necessary to fund the conferences will be placed in the annual budget. The Budget Committee shall recommend annually an amount to be made available for each officer for education and development: 

A. Board of directors, other board appointed officers, and supervisory committee members. 

B. Board and Supervisory Committee Chairmen 

The board chairman or vice chairman and the supervisory committee chairman shall be authorized for an additional conference appropriate to the chairman's executive duties. 

C. Staff 

The CEO is authorized to approve conference/travel attendance for himself and staff based upon the educational needs of the credit union and approved budget guidelines. 

Travel and conference expenses for an immediate family member (as defined by NCUA 701 "spouse or other family member living in the same household will be paid by the credit union within the allocations stated above. Travel and conference expenses for one family member for the CEO will also be paid by the credit union. Family member travel for staff will not be paid by the credit union. 

Due to IRS ruling on preparation of 1099 income forms, family member travel that exceeds $600 in a calendar year will be reported to the IRS and state. 

1. Travel costs directly attributable to the family member 

2. Registration fee for the family member 

3. Meals will be handled as follows: 

Per diem - if per diem is claimed for both the official and the family member, the family member's per diem will be reported. If the actual dollars spent is reported, half of the expenditure will be reported. 

If the family member's cost is identified, the exact cost will be reported. 

Note: Expenditures for social activities not included in the registration fee (sports, tours and extra curricular events) shall not be at credit union cost. 

Accounting 

The amount recommended by the Budget Committee for official education and development shall be based on a fiscal year with no carry over. Unexpended amounts by one individual may not be transferred to another member's budget. 

Reporting 

Officials attending conferences are expected to report in writing the highlights of the meeting to their applicable peers. 

Education & Development Procedures 

Board of Directors, Supervisory Committee and Staff of ________________________Credit Union 
 

These procedures apply to board members, other board appointed officers, supervisory committee members and staff. 

Officials shall submit a request for attendance to a particular conference to the executive secretary for verification of approval and processing. 

________________________ will continue, through administration, to take care of the conference registration, travel and hotel reservations. These expenses will be paid directly by the credit union. 

Conferences 

Actual cost shall be at the lowest commercial, corporate and/or government rates available and are not to exceed the prevailing charge at the conference hotel. No view rooms or suites will be charged to ________________________. 

Non-conference Lodging 

Reasonably priced lodging will be arranged for those on ________________________ travel business. 

Approval of all lodging reservations shall be submitted through the CEO's office. 

Other Lodging Expenses 

A. Room service food service is allowed if in lieu of meals, and these charges will be subject to the maximum daily meal allowance. Other room service charges are not allowed. 

B. In-room movies will not be paid for by ________________________. 

Social Activities at Conferences and Otherwise 

Many conferences and other meetings have expensive social activities scheduled in connection with meetings, and these are included in exorbitant registration fees. In these cases, there is no option with respect to attending social activities. Once the registration fee is paid, the social activities are included. 

Immediate family members who accompany officials may register for family member programs that include tours and other social activities. In this case per diem meal allowances will be paid for the conference meals, and the cost of the family member registration will be paid by the attending family member. 

Prudent judgment on the part of officials / CEO shall prevail in advance of committing ________________________ expense for attendance at social activities that have little or no relevance to their appropriate areas of responsibility. 

Theater tickets, entertainment shows and other personal social activities will not be paid at ________________________ cost. 

Maximum allowance for individual meals per day will be as follows: 

	Breakfast
	$20.00

	Lunch
	$25.00

	Dinner
	$50.00

	Total
	$95.00
	Including gratuities


	


OR 

The meal allowance is $60.00 per diem per person in lieu of three individual meals, including gratuities. Other costs, such as hors d'oeuvres and desserts, shall be included as part of the allowable maximum meal costs. Allowable expense allocation also applies to family members. Exception: The credit union will pay for reasonably priced wine and beer provided with dinner. No other hard alcoholic beverage expense shall be paid by the credit union. 

While traveling in groups, meal expenditures shall not be aggregated and charged to one individual's corporate credit card. All individuals are responsible for their expenditures whether per diem or actual expenses are used. 

Incidentals 

$10.00 per day shall be provided for incidental expenses, such as bellman services, personal phone calls, newspapers, laundry, dry cleaning, etc. Phone calls to the credit union for business purposes will be paid separately. 

Other Travel - Taxi, airport bus, car rental, etc. 

Prudent judgment shall prevail in consideration of the best mode of transportation reasonably priced. Use of private car will be reimbursed at a mileage allowance equal to the current IRS rate. 

Parking at hotel facilities or parking at required meetings will be covered by the credit union. 

Reimbursement 

There are two methods available for reimbursement of expenses: 

1. Per diem, less any conference-furnished meals: per diem related expenses shall not be charged to an ________________________ credit card. 

If the attendee chooses not to attend a conference-furnished meal/ s, the reason should be detailed on the expense reimbursement form. Otherwise, the expense for the meal/s will be deducted from the reimbursement. 

2. Actual expenses, requiring receipts, within the approved individual meal per diem: these costs may be charged on the credit union credit card. 

Airline coupons for senior citizens are available at substantially reduced costs. Coupons must be purchased in books (usually four each) and can only be purchased in one person's name. Coupons are not transferrable, and they are good for one year from date of purchase. There are two methods of purchase: 

1. Purchase the book with ________________________ VISA (for insurance purposes) and reimburse the credit union for the entire amount. The coupons would then remain in the buyer's possession, and ________________________ would reimburse the buyer when the coupons are used for conference travel. 

2. Purchase the book with ________________________ VISA and the credit union would maintain the unused coupons for a future conference. If the individual wishes to use the coupons personally they may be bought from the credit union at the purchase price. 

Processing 

Officials shall submit a request for attendance to a particular conference to the executive secretary for verification of approval and processing. 

An expense report with receipts must be submitted to the executive secretary within five working days following attendance at a conference and will be reviewed within the established guidelines. 

