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Volunteer Travel Policy Template
The affiliate may use this information as a guide in developing a policy applicable to the affiliate. The requirements in this policy are not required and should be determined by the affiliate.

The <affiliate> reimburses individuals for ordinary, necessary, and reasonable travel expenses that are directly related to affiliate business. Reimbursement should be fair and equitable to the individual and the affiliate using the lowest logical fare. Violation of the policy may result in denial of reimbursement. 
All air and rail round trip travel at or under $600 will automatically be approved. Hotel and car reservations will require authorization regardless of the estimated expenses. 

LEADER/MEMBER TRAVEL AUTHORIZATION AND APPROVAL 
1. The <affiliate President or affiliate Treasurer> authorizes Academy paid travel and sends the leader/member an email that includes instructions to book travel.
2. The traveler may not finalize travel arrangements before receiving approval.  

3. Expense reports for authorized travel must be submitted within ten (10) business days upon the conclusion of travel and approved by <affiliate President or affiliate Treasurer>.
4. Expenses for personal travel ancillary to business travel are the traveler’s responsibility. Only expenses incurred over the approved travel dates will be reimbursed.  

TRANSPORTATION 
Air Travel 
1. Domestic travel (within the 48 contiguous United States, Alaska, Hawaii, Canada and Mexico): coach class is reimbursable. The additional cost for first and business class travel is at the traveler’s expense. 

2. International Travel (outside of the 48 contiguous United States, Alaska, Hawaii, Canada and Mexico): Business Class is acceptable if the traveler is scheduled to work the day of arrival.  Approval must be received in advance for Business class travel.  Upgrades paid at the airport will be the responsibility of the traveler and not reimbursed by the <affiliate>.
3. Travelers are expected to make their reservations at least fourteen (14) days in advance, whenever possible, and book the lowest logical fare available on a major carrier.  If the traveler was aware of the meeting more than fourteen (14) days in advance and confirms air travel less than fourteen (14) days prior to departure, the affiliate reserves the right to reimburse at the lowest fare. 

4. Travelers may keep their frequent flyer miles, but travel on a specific carrier should not be chosen solely for that reason. 

5. Membership in airline clubs i.e., Admirals Club, Red Carpet Lounge, etc., is not reimbursable. 

6. For travelers extending their stay over a Saturday or other night to incur a lower airfare, the cost of meals and lodging are reimbursable if approved by the appropriate approver. The net savings to the affiliate must be more than the cost of the higher priced airfare or rail fare. 

7. Expenses for 1 piece of checked baggage at standard rates will be reimbursed.

8. Rebooking or change fees will be reimbursed for emergency situations only.

Mileage Expense 
Mileage is reimbursed at the IRS rate for the actual number of miles driven. Cost of parking and tolls for approved business trips are reimbursable. Traffic fines and parking violations are not reimbursable.  

HOTEL/LODGING  
1. Lodging expenses are eligible for reimbursement only when they are incurred more than fifty (50) miles from the individual traveler’s home of record. The appropriate approver may grant exceptions for unusual circumstances. 

2. Should a traveler fail to cancel a reservation with the hotel directly, the individual will be responsible for payment of the hotel’s “no show” charge. 

3. For travelers extending their stay over a Saturday or other night to incur a lower airfare, the cost of meals and lodging are reimbursable if approved by the appropriate Approver.  The net savings to the affiliate must be more than the cost of the higher priced airfare or rail fare. 

4. Individuals sharing a room should submit their portion of hotel room charges on their own expense report. Unless otherwise approved by the appropriate approver, all affiliate-reimbursed travelers must share rooms. In the event the traveler wishes to have a single room, or the traveler is sharing a room with a non-affiliate member (e.g. spouse), the traveler will be responsible for paying the hotel directly for the full cost of room and tax (in addition to their incidentals).  The traveler will be responsible for submitting an expense report with supporting documentation. The affiliate will reimburse them for ½ the room rate over the meeting dates.  
EXPENSE ALLOWANCE AND OTHER EXPENSES 
Daily Expense Allowance
Reimbursable expenses include: 
1. Meals 

2. Tips (not to exceed 20% of restaurant bill or $2/bag)
3. Laundry and valet 

4. Taxis to/from restaurants for non-business meals 

5. Health Club Fees associated with the hotel 

6. Necessary incidental expenses
7. Currency conversion charges for international travel
Non-reimbursable items: 
1. In-room movies

2. Personal expenses including, but, not limited too;
a. Car repair

b. Credit card interest

c. Day care for pets or children

d. Headphones on airlines

e. Massages

f. Medicine

g. Personal items such as toiletries, books, magazines, combs, toothbrushes, curling irons, hair dryers, etc.

h. Electric Converters (for International trips)

Reimbursable expenses that are not included as part of the daily expense allowance: 
1. Taxis for in-city business-related travel 

2. Travel to/from the airport 

3. Business-related telephone calls and Internet Service 

4. Personal telephone calls
5. Hotel internet charges (daily or weekly rate) 

6. Faxes 

7. Incremental cellular usages charges

6. Business services 

7. Shipments to Headquarters Office 

8. Expenses due to Illness

Communications 
Business-Related Telephone Calls 
Charges for business-related calls should be reported on the expense report indicating the name/title/company of the person called, the total number of calls, and the total charge for each day. 

Personal Calls 
An individual who incurs overnight lodging expenses while traveling on affiliate business may make necessary personal long-distance calls of reasonable length. 

Faxes 
An individual, who incurs expenses for sending faxes for affiliate business, or for receiving them collect, should itemize such expenses in the same way as other long distance calls.  
Miscellaneous Business Services 
Business Services 
Receipts are always required for the following:  internet services , typing services, printing, photocopying, binding services, shipping services, services of drivers, rent of room for the transaction of official business, storage of affiliate property, secure storage rental, and similar incidental business-related expenses. 

Expenses Due to Illness 
Expenses, other than meals and lodging, incurred as a result of illness while traveling should be approved by the <affiliate President or affiliate Treasurer>.  Example:  If an out-of-town traveler becomes ill and takes a cab to the local hospital, the traveler may be reimbursed for the cab fare.  However, medical expenses are the responsibility of the traveler and/or their chosen medical plan. 

RECEIPTS
All fully reimbursable expenditures must have the original receipts.  If the expense is to be split between the affiliate and another organization, a copy is acceptable as long as the affiliate’s portion is identified and it is noted where the original is on file. 

1. Receipts should be attached chronologically as referenced on the expense report. 

2. Credit card bills and tear-off tabs for meals are not considered appropriate receipts unless validated by a cash register receipt. 

3. If paying for other reimbursable individuals, it is preferable that each individual pay separately and obtain a receipt.  If this is not appropriate, whoever pays the bill must note on the expense report the names of all individuals included on the receipt for the meal. 

4. Entertainment expenses incurred by individuals are allowable for approved business reasons.  Receipts must list each attendee’s name, their company, title and business purpose. 

5. If attending a workshop or conference, registration fees must be supported with a receipt and/or copy of the brochure outlining the program.  Pre-registration payments should be requested on a check request to the third party with a copy of the program brochure/registration form.  If registration fees are prepaid by the individual, they are not reimbursable until after attendance at the workshop or conference and must be included on the expense report.  Any cancellations are the responsibility of the employee.

6. If a receipt is lost, the traveler must seek a duplicate.  If this is impossible due to the nature of the receipt, a memo explaining the circumstances will be accepted.
7. It is understood that small, incidental expenses such as tips, vending machine purchases, etc. may be required while in travel status.  Reciepts for these items will not be necessary as long as any one occurence does not exceed $5.

