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1.0
Purpose
The purpose of this policy is to establish the guidelines for employees to request travel authorization and expense reimbursement.
2.0 Scope
All XYZ NPC employees and non-employees traveling with XYZ NPC support personnel.
3.0 Policy
The policy of the XYZ NPC organization is to:
3.1 Grant requested travel in accordance with applicable laws and regulations.
3.2 Approve all travel prior to making any travel arrangements in order to verify the availability of funds and the appropriateness of the travel for XYZ NPC support.

3.3 Support expenses for travel of authorized individuals to bona fide scientific meetings and for other research or research-related purposes as well as approved education and training courses.

3.4 Support VA (Veterans Administration) employees seeking reimbursement for travel related to their research or educational programs through the authority of 5 USC 4111.
3.5 Provide cash advances and pre-paid meeting registration and airfare only to XYZ NPC employees.
3.6 Provide persons with disabilities special travel accommodations where possible and where appropriate.

3.7 Ensure XYZ NPC staff members review all travel requests and respond to the traveler by email within seven business days.

3.8 Inform employees that travelers are responsible for all costs associated with cancelled travel.

3.9 Inform employees that travelers will incur no tax liability for amounts reimbursed per the IRS.

3.10 Ensure travel reimbursement for a resident or non-resident alien is provided based on the visa status of the traveler.

4.0 Definitions
4.1 Travel Request/Authorization Form – Form used by all employees and non-employees (herein called “travelers”) required to request travel approval. See Appendix A for a sample form (not actually shown).
4.2 Travel Reimbursement Request Form – Form used by travelers to request reimbursement of authorized travel expenses. See Appendix B for a sample form (not actually shown).
5.0 Responsibilities
5.1 The Executive Director shall ensure compliance with this policy. Additionally, the Executive Director shall:
5.1.1 Approve all XYZ NPC supported travel requests and reimbursements and eventually sign the reimbursement check for a traveler’s travel expenses.
5.1.2 Resolve any travel request and/or travel reimbursement disputes.
5.2 Travelers are required to:

5.2.1 Adhere to the guidelines of this policy to request travel authorization and approval of travel expenses.

5.2.2 Reimburse the organization of all monies paid in advance for cancelled travel.
5.3 The VAMC Education Committee shall approve travel related to educational or training activities.

5.4 The Travel Clerk shall serve as the liaison among the Executive Director, Accounts Payable Clerk, and the Treasurer to the obtain approvals, to resolve issues, to resolve disputes, and to obtain the final signatories on the travel reimbursement check.

5.5 The Accounts Payable Clerk shall work closely with the Travel Clerk to assure the correct accounts are charged and to ensure that the travel reimbursement check is returned in a timely manner back to the traveler.

6.0 Procedures
6.1 Authorization of Travel
6.1.1 Travelers are responsible for submitting the “Travel Request/Authorization Form” and the research justification, or Education Committee approval, to the XYZ NPC office at least four weeks before beginning travel. 

6.1.1.1 XYZ NPC staff members are responsible for reviewing all “Travel Request/Authorization Forms” and will respond to the traveler by email within seven business days.

6.1.1.2 Upon approval, the traveler shall make all air, hotel and transportation arrangements and submit the “Travel Reimbursement Request Forms” for approval upon completing travel.

6.1.1.3 The “Travel Reimbursement Request Form” and all applicable original receipts and documentation if applicable, must be submitted to the Executive Director within 60 days of completing travel to ensure timely reimbursement. Refer to Section 6.2 for the allowed expenses for the reimbursement of travel expenses.
6.2 Reimbursement of Travel
6.2.1 After travel is complete, travelers may request reimbursement within 60 days of completing the travel using the “Travel Reimbursement Request Form.” The following expenses are permitted:
6.2.1.1 Receipts – Requests for reimbursement for individual items costing $25.00 or greater must be accompanied by original receipts. Items costing less than $25.00 do not need receipts and only need to be itemized on the “Travel Reimbursement Request Form.”

6.2.1.2 Lodging – Full reimbursement for reasonable hotel expenses. The original itemized hotel bill must be submitted.
6.2.1.3 Per Diem – Per diem reimbursement for meals and incidentals will be at the federal per diem rate (http://www.gsa.gov) for the destination city. Travel days will be paid at 75% of the federal rate regardless of the time of departure. No per diem will be paid for travel lasting less than 24 hours. Refer to the “Local Travel Policy” for individual meal reimbursement for local business travel.

6.2.1.4 Transportation – Reimbursement for transportation will be only for direct ravel to the destination based on the most reasonable method of travel, generally coach airfare.

6.2.1.5 Privately-Owned Vehicle – Use of a privately owned vehicle will be reimbursed at the prevailing federal mileage rate and may not exceed the cost of roundtrip coach airfare or the most reasonable commercial travel method. Rental cars must be pre-approved.

6.2.1.6 Ground Transportation – Reimbursement is limited to travel between the home or normal place of business and the airport, the airport and meeting site, and return trips.

6.2.1.7 Local Travel – Conducting business at a location other than your normal place of business but within 50 miles is considered to be local travel. Meals will be reimbursed at cost, not to exceed the federal per diem for an entire day.

6.2.1.8 Tolls and Parking – Tolls and parking will be reimbursed at cost. Receipts are not required for tolls and parking when less than $25.00; when the costs are over $25.00, itemize the tolls and parking fees on the “Travel Reimbursement Request Form.”

6.2.2 The traveler shall submit all allowable expenses and receipts with the “Travel Reimbursement Request Form” to the Executive Director for approval and reimbursement of all monies paid for travel on the behalf of XYZ NPC.

6.2.3 The Executive Director shall coordinate the approval and processing of the “Travel Reimbursement Request Form” with the Travel Clerk to assure the “Travel Policy” has been followed, that the monies requested are appropriate according to Section 6.2.1, and that the travel request had been approved in advance of the travel.

6.2.4 The Travel Clerk shall work with the Accounts Payable Clerk to process the “Travel Reimbursement Request Form”, to generate a check for the reimbursement of the monies, and to obtain the signatory of the Executive Director for amounts up to $3,000 and obtain the signatory of the Treasurer for amounts above $3,000. Upon signing, the Accounts Payable Clerk collects the documentation and files it. The reimbursement check is given to the Receptionist to contact the traveler to pick up the reimbursement check.
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