General instructions for completing your 2026 budget request
DUE June 26, 2025 via email only 
1. The following budget information and forms can be found online on the chapter’s website, BOD webpage, leadership tab.  There are individual forms pre-set, so please choose the appropriate one.
· Budget request form

· Meeting attendance requirements

· 2025 approved budget
· Strategic Plan and Bylaws (can be found on the APTA New York website under Leadership/Other Materials)    

2. Complete the attached budget request form and save as an excel file. Email the saved excel file as an attachment to Eileen Renaud and Bulmer Bookkeeping (erenaud@aptany.org and lmorin@bulmerbookkeeping.com before June 26, 2025.    NOTE:  The highlighted yellow cells are only numeric cells.  
3. Lodging
· Lodging for the Executive Committee is the full room rate

· Lodging for Directors, Committee/Task Force chairs and committee members at the Board or Delegate Assembly meetings is one-half of the basic room rate.  The room rate for 2026 is $239.00 a night.  Only that rate should be entered into the budget request form.    
· Lodging for President and Chief Delegate at NE Caucus, CSM and HOD meetings is the full room rate.
· Meetings that start after 12:00 PM should not necessitate an overnight stay for the night preceding the meeting, but may be budgeted if necessary.

· Meetings that begin prior to 12:00 PM are eligible for an overnight stay for the night preceding the meeting, and should be budgeted if travel time to the meeting is more than two hours.

· If you share a room with another Director, Chair or committee member, both halves of the full-room rate will be covered.  Each Director or Chair must enter one half-room rate for her/his specific office as well as committee members, if required to attend.  If you choose to reserve a single room, you will be responsible for the one-half room rate that is not covered by budget.
4. Meals are provided by the Chapter at all board meetings.  The per diem rate for other meetings is $85. 
5. Transportation mileage reimbursement is .70 per mile.  Enter other costs ie: trains, taxi etc. in the appropriate cell. 

6. Other meetings would include APTA meetings (CSM/HOD/North East Caucus).  

7. Committee meetings are meetings where all committee members need to attend.  Lodging may be necessary, in addition to mileage and meals.  Whenever possible, try to schedule conference calls.  
8. Other expenses are those expenses that support a meeting or expense. An example is the awards committee, which requires plagues, pins, and certificates to be purchased, as well as monetary awards.  NOTE: Each District with an incoming new director, should budget for the new director to attend the spring meeting.
9. Special Projects/Courses
These are special events, such as a CE course or a public relations event that are not generated by a committee.  Please indicate if the event might qualify for continuing education hours.    
