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Travel Policy:
The following policies for APPIC volunteers who travel on APPIC business are designed to assist travelers in an efficient and cost effective manner.  Volunteers who travel for the Association are donating their time to APPIC activities.  At the same time, hotel and airline travel costs represent a large operating expense for APPIC.  The following policies attempt to balance the need to make efficient use of volunteers' time with responsible use of APPIC's finances.

Not every situation can be anticipated and covered by a set of written policies.  Travelers should consult with the APPIC Chair when questions about business travel expenses arise.

Air Travel Arrangements:

•
All airfare should be obtained at the lowest cost available at the time of booking on standard commercial airlines (coach class; upgrades are at the traveler’s personal expense).  Usually 3 weeks (21 days) in advance will be much cheaper than later fares.
• 
Airfare costs exceeding $800 require approval from the APPIC Chair prior to purchase of airline tickets.
• 
Take full advantage of discounts, such as advance booking of reservations, etc.  If fees are incurred due to changes or non-refundable tickets, approval for reimbursement must be obtained from the APPIC Chair and are considered on a case by case basis.

• 
Travel advances can be obtained for advance airline ticket purchases by submitting receipts for the purchase but if you are an APPIC Board member you are 
eligible to receive an APPIC Credit Card that can be used for travel expenses including airfare.

•
Whenever possible, arrange trips to take advantage of discounts that can be purchased in advance.

•
Travelers may keep for personal use any frequent flyer mileage earned on APPIC travel.

•
When combining personal and business travel, travelers are expected to pay for any cost differential between the least expensive air fare for business purposes and the actual total fare.

•
When combining two business trips, APPIC should be billed for the pro-rated share of the cost of the trip.

Hotels:

•
Hotel charges should be limited to room, tax, meals, and APPIC- related internet and telephone expenses.

•
Cost of a single room will be reimbursed.

Ground transportation:

•
Travelers are expected to utilize the most efficient, cost effective mode of transportation to and from home to the airport, and to and from their hotel.

•
Travelers are reimbursed for mileage at the federal rate (March 31, 2011 = 51.0 cents per mile).

•
Car rentals are to be authorized by the APPIC Chair when it is the most cost effective means of ground transportation.

Meals:

•
For individual travel when representing the organization, total costs for meal expenses should not exceed $75.00/day.
•
Travelers are asked to use "reasonable and customary" criteria when claiming reimbursement for meals, e.g., $50 for dinner in Washington, DC.

•
Travelers are reimbursed for reasonable meal expenses with appropriate receipts for those meals.

•
If a traveler pays for a group meal, the list of the names of the other participants must be listed on the expense report.

•
When travelers are joined at group meals by guests (e.g., spouse, partner, children, other), travelers are expected to deduct the cost of the meal for the guests from the expense report.  When attending APPIC functions, board and committee members are expected to reimburse APPIC for the cost of partner/spouse meals.
Tips:

•
Travelers will be reimbursed for reasonable tips.  

•
Tips should be itemized by date and purpose should be indicated.

•
Meal tips are to be included in the cost of the meal.

Submitting Expense Reports:

•
Travelers should submit expense reports to APPIC Central Office (10 G Street, NE, Suite 440, Washington, D.C., 20002) within 30 days of the trip.

•
Receipts are required for all items over $25.00.

Special accommodations:

•
For travelers with special needs who require an attendant, APPIC will reimburse for airfare and other travel-related expenses within the policies established above.  The APPIC Chair should be informed of needs/costs in order to provide approval prior to travel arrangements being finalized.

Special Categories:

APA Convention Expenses:

•
Board members will be reimbursed for full travel expenses for the number of days required to attend the APPIC Board Meetings prior to APA and the APPIC Business Meeting during APA.

•
Board members will be reimbursed for additional days needed for attending APPIC functions or completing APPIC responsibilities during APA.

•
Board members will be reimbursed for registration fees for the APA Convention.

•
Incoming Board Members will be reimbursed for full travel expenses for the number of days required to attend the APPIC Board Meetings prior to APA and the APPIC Business Meeting during APA.  APA Convention registration will not be reimbursed.

