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General rules
A framework for travel reimbursement is given by IEEE, in particular concerning the actual 
versions of:

• Expense Reimbursement Guidelines for IEEE Volunteers

• IEEE's expense reimbursement tool

Practise within PELS
In general PELS volunteers are assumed to be active in the area which will motivate them to visit 
conferences and other events anyway, allowing them to attend accompanying meetings with minor 
additional effort and thus without requiring travel reimbursement from PELS. This means that 
travel reimbursement is expected to be restricted to journeys undertaken by PELS volunteers with 
the main purpose to represent the society or take a duty on behalf of the society which could not be 
realised otherwise.

Travellers performing volunteer work for PELS and seeking travel reimbursement from PELS shall 
collect the following necessary information:

1. name, function within PELS

2. purpose of the journey; if not obvious, a brief explanation why the journey seems necessary 
and e. g. cannot be replaced by participating in a web meeting

3. dates of travel and locations of origin and destination

4. expected cost to be reimbursed, subdivided according to the Expense Reimbursement 
Guidelines for IEEE Volunteers

This information shall be submitted for approval in a two-step process:

1. The traveller submits it to the AdCom officer who is responsible for the respective budget:
a)  the Vice President in whose area of responsibility the journey is undertaken
b) or the treasurer if the journey is not undertaken in the area of responsibility of a Vice 

President (e. g. by a voting Adcom member to join an Adcom meeting which can't be 
attended via web conference)

The Adcom officer shall verify whether the purpose of the journey is to perform volunteer 
work for PELS in the respective area of responsibility, whether it will be worth the expected 
expenditures and whether those can be covered by the available budget. If so, the Adcom 
officer will approve and forward the information to the Executive Director to perform the 
second step. Otherwise the Adcom officer will notify the traveller about the disapproval.
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The President and the Vice Presidents themselves shall instead layout their annual travel 
plans with the Executive Director yearly in advance. The second step then applies for each 
journey they intend to undertake and claim travel reimbursement from PELS.

2. The Executive Director of PELS will check:
a) the plausibility of the approval according to the previous step
b) whether the expenses as outlined by the traveller seem reasonable and are in accordance 

to the aforementioned general rules
If so, the Executive Director will approve. The Executive Director will notify the Adcom 
officer according to item 1 about the decision who will in turn notify the traveller, or the 
Executive Director will notify the President or Vice President directly with respect to their 
journeys, respectively.
The Executive Director may delegate his aforementioned tasks also to PELS staff members.

Requests for travel reimbursement should be made before commencing the journey. When in 
special cases a journey has already been undertaken and travel reimbursement is requested only 
afterwards, the decision will be taken in the same way.
After a journey with approval for travel reimbursement by PELS the traveller will report the 
expenses to the aforementioned reimbursement tool in time and obtain the reimbursement.
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