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          INTERNATIONAL ASSOCIATION OF MACHINISTS

ANDAEROSPACEWORKERS

White Sands Local Lodge 2515

P.O. Box 2620, Alamogordo, New Mexico 88310-2620

IAM&AW LOCAL LODGE 2515 TRAVEL POLICY
If you are traveling for official IAM&AW business, there are certain requirements that must be met for reimbursement of expenses:

· Return Completed vouchers with call out letter, notification of approved travel and completed W-4 attached.
· Boarding passes for any air flights (if applicable)
· Parking and or baggage receipts (if applicable)
· Hotel receipt with zero balance
Members are eligible to fill out a voucher for per diem and incidentals prior to travel but must be turned in 7 days prior to departure in order to receive payment before traveling.
Lost Time reimbursement cannot be processed prior to travel dates and will not be processed until after the travel is completed. Please expect a seven-day waiting period for all payroll checks.

All members are responsible for making their own travel arrangements for any IAM&AW LL2515 event requiring travel including hotel accommodations. Hotel accommodations cannot be paid in advance, but they will be reimbursed upon return with a zero balance receipt.  This does not apply to members traveling to the Winpisinger Center for classes. Travel accommodations for these classes are set up by the Winpisinger Center through Metropolitan Travel.

If any member cancels their trip once arrangements have been made by the IAM or any travel agency on behalf of the IAM; the member will be responsible for reimbursing LL2515 for any cost incurred by the cancelation of travel arrangements including air fare.
No travel is authorized unless this form is signed and returned to LL2515 and member has received notification of approval.
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_________________

Member Signature





Date
___________________________________


__________________

LL2515 Approval





Date

