
OGG Away Show Reimbursement Policy

Effective September 1, 2021
The Board of Directors establishes reimbursement policies and amounts for Away Shows. These policies and amounts are effective as of the revision date, shown above, and remain in effect until changed by Board action.
Eligible Expenses: 

 Lodging, Meals, and Incidental Supplies

Eligible Persons: 

Any person assisting with the setup or takedown of a Guild display may be reimbursed. Guild membership is not required.
Reimbursement Limits for the 2021-2022 Show Year:

The Board has set the following total reimbursement limits for Away Shows from September 2021 through June 2022:

· Wisconsin Orchid Society Show:  $350
· Batavia Orchid Society Show:  $480
· Northeastern Wisconsin Orchid Society Show:  $455
· Illinois Orchid Society Show:  $505
· ILLOWA Orchid Society Show: $535
· Eastern Iowa Orchid Society Show: $540
OGG will provide an allowance for round trip transportation of plants, supplies and/or volunteers to set up or take down a show exhibit. Trip allowances count toward the show reimbursement limits, so that the total of allowances and reimbursable expenses cannot exceed the show limit. In the 2021-22 Show Year, round trip allowances are set at:

· Wisconsin Orchid Society Show: $85
· Batavia Orchid Society Show: $145
· Northeastern Wisconsin Orchid Society Show: $120
· Illinois Orchid Society Show: $170
· ILLOWA Orchid Society Show: $200
· Eastern Iowa Orchid Society Show: $205
Transportation

The Guild will reimburse tolls and parking costs.
If volunteers’ personal vehicles are inadequate to transport the show volunteers, plants and supplies, a van may be rented. When a van is rented, the Guild will reimburse actual rental and gas costs. Mileage is not reimbursed for rental vehicles. A round-trip allowance will not apply to a rental vehicle. If van rental and gas costs cause expenses to exceed the show limit, a maximum additional $400 ($400 total for all shows combined) has been allocated to defray these excess costs.

Meals
The Guild will reimburse Eligible Persons for actual expenses for meals as follows:

For shows less than 100 miles (one way, not round trip) from Madison:

Up to $15 total for all meals, only if an Eligible Person assists with judging on Saturday.  

For shows more than 100 miles from Madison:

Up to $15 total for all meals for an Eligible Person assisting with Setup or Takedown

Up to $30 total for all meals for an Eligible Person assisting with Setup and Takedown
Inclement Weather

Should an Eligible Person feel unsafe returning from a show due to inclement weather, up to an additional $15 (one additional day) will be reimbursed.
Lodging
The Guild will reimburse actual expenses for up to two rooms per Away Show for Eligible Persons as follows:
For shows less than 100 miles (one way, not round trip) from Madison:

One night and only if an Eligible Person assists with judging on Saturday

For shows more than 100 miles from Madison:

One night for an Eligible Person assisting with Setup or Takedown

Two nights for an Eligible Person assisting with Setup and Takedown

Inclement Weather

Should an Eligible Person feel unsafe returning from a show due to inclement weather, an additional night will be reimbursed.
Regardless of the number of Eligible Persons assisting with an Away Show, the Guild will only reimburse a maximum of two rooms per Away Show at a maximum rate of $125 per room per night.
Incidental Supplies

Incidental Supplies include, but are not limited to, plant labeling supplies, plant stakes, pots, lighting, props, moss, and foliage plants. The Guild will reimburse in full, the cost of supplies, up to a maximum of $20. Prior approval by the Away Show Chair or designee is required for larger amounts.
Submitting a Reimbursement Request
Persons claiming reimbursement under these provisions must use the Away Show Reimbursement Form (found on the OGG website) and provide the following documentation:

· Hotel – hotel receipt and proof of payment.

· Van Rental – credit card receipt or rental agency invoice.

· Meals – credit card receipt or register receipts for meal expenses over $5.00

· Incidental Supplies - credit card receipt or register receipts for expenses over $5.00

Claim forms must be submitted no later than 120 days following the Away Show to the Away Show Chairperson (or designee) for approval. The Away Show Chairperson (or designee) will approve the claim and forward it to the Treasurer for payment.
Orchid Grower’s Guild Away Show Reimbursement Form
The claim form is contained in a downloadable Excel file, Away Show Reimbursement Form 2021, on the OGG website (in the menu under More, Away Show Misc.).
Reimbursement Sheet
 Complete all highlighted fields on the Reimbursement Sheet of the Form. Excel will automatically calculate all subtotals and total reimbursement. 
Print the Reimbursement Sheet, sign and date the Reimbursement Sheet and send the sheet along with all receipts to the Away Show Chairperson (or designee).

