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I. GENERAL POLICY STATEMENT

It is the policy of NARC&DC to provide travelers with arrangements that are helpful for the comfort and effectiveness of the travelers and conductive to the efficient operation of the organization.  It is NARC&DC’s responsibility to provide timely, meaningful and accurate information to assist the travelers.  It is the responsibility of the traveler to obtain proper authorization to maintain proper documentation of expenses, and to apply promptly for reimbursement.  

II. TRAVEL OR STIPEND AUTHORIZATION

The Executive Director or President of the Association must approve all travel.  Travel will consist of the approved event and one travel day preceding the event and one travel day after the event.  Extended travel or stay time must be pre-approved by the Executive Director or President not less than two weeks preceding the commencement of travel.      

III. TRAVEL OR STIPEND ADVANCES

A traveler may request an advance by filling out and submitting the Travel Expense Report.  Advances will be based upon the standard per diem rate, as well as, advance funds for lodging, and airline tickets.  The Executive Director or President must approve such advances on a case-by-case basis for special circumstances.  A request for advance must be submitted four weeks prior to commencement of travel.      

IV. REIMBURSEMENT OF TRAVEL OR STIPEND EXPENSES

Claims for reimbursement of expenses incurred should be submitted to the NARC&DC using the Travel Expense Report.  All supporting documentation must accompany the Travel Expense Report, this includes all original receipts and the original signed Travel Expense Report, before travel or stipend reimbursement will occur.  

The traveler must submit the Travel Expense Report within 45 days of travel or travel expenses will be denied.  It is at the discretion of the Executive Director and the President of the Association to grant extensions beyond the 45 days.  Such extensions will be on a case-by-case basis and a request for extension must be submitted prior to the 45-day mark. 

The NARC&DC will process the reimbursements in a timely manner.  It is the NARC&DC’s goal to process the Travel Expense Report, including reimbursement to the traveler, within 30 days upon receipt of the Travel Expense Report.   

The National Association will pay a flat per diem rate of $50.00 per day for each day the traveler is away from home include time en-route.  The per diem rate includes, but is not limited to, meals, sundries, and phone calls.   

Airfare and lodging expenses will be reimbursed at actual cost.  Actual original receipts must be submitted with the Travel Expense Report before reimbursement may occur.    

Other transportation, such as airport shuttle service, taxies, trains, buses, parking fees, toll charges, commercial automobile rental, must be itemized on the Schedule of Travel Expenses and actual original receipts must be submitted before reimbursement may occur.  

The use of a personally owned automobile will be reimbursed on a mileage basis at a rate based upon the prevailing IRS rates.  The prevailing reimbursement rate will be printed on the Travel Expense Report.    

V. UNALLOWABLE EXPENSES

Because the NARC&DC receives most of its funds from Federal sources, the following expenses are generally unallowable:

1) Entertainment or social activity expenses

2) Alcoholic beverages

3) Personal items  

