NAIHC Model Travel 

Policy  July 2002


MODEL  TDHE/TRIBE

TRAVEL  POLICY
These policies and procedures were adopted by the (name of TDHE/TRIBE) by Resolution # _____ on ___________, ____.

(Note: This is a model policy and the TDHE/TRIBE may choose to delete or add any sections or numbers used in this sample.  Should the TDHE/TRIBE choose to make any changes, the TDHE/TRIBE should ensure that the policy remains in compliance with the Native American Housing Assistance and Self-Determination Act.)

Policy  Statement.
\

The governing body of the (NAME OF TDHE/TRIBE) recognizes the fact that the employees and members of the governing body of the (NAME OF TDHE/TRIBE) are required to travel in order to fulfill their duties.  The governing body also recognizes the need to establish procedures that govern travel and travel reimbursement that are fair, yet assures that the employees and members of the governing body are accountable for (NAME OF TDHE/TRIBE) travel funds.  The following procedures are intended to establish the method of reimbursement, travel advance payments, and documentation required by the traveler.

(Please note, except as addressed in 24CFR 1000.28, tribes/TDHEs must comply with the requirements and standards of OMB Circular No. A-87, Attachment B, #41 (Travel Cost).

1. Travel  Orders

a.
Form.
1. A Travel Order form must be approved by signature by the appropriate department director and the Executive Director for all travel completed by an (NAME OF TDHE/TRIBE) employee or Member of the governing body.

2. A Travel Order form shall be used for travel advance payments and travel reimbursement payments.  Travel Order forms for advance payments shall have attached adequate documentation of the purpose of the travel.  (For example, training workshop, meeting or convention brochures or announcements should be attached to the Travel Order form.)

3. Travel Orders for reimbursement shall be submitted to the (NAME OF TDHE/TRIBE) Finance Department for payment within five (5) working days after the return from travel.  

4. (Note: This section is only an example of how a Travel Order Form may be handled.  The TDHE/TRIBE should use whatever form and method of processing that meets their needs.)  The (NAME OF TDHE/TRIBE) Travel Order form shall be a three-part, three-color form.  The (NAME OF TDHE/TRIBE) office shall maintain the top original copy.  The employee or member of the governing body traveling maintains the second and third part of the form.  The second part of the form is used to record actual expenses and to document the pertinent trip information (i.e. departure and arrival dates and times; departure from and to destinations; advances; a brief report of the purpose of trip and an outline of what transpired during the trip).  The second part of the form must be submitted to the employee’s immediate supervisor for review after completed.  After review and approval, the second part of the form and all supporting documentation (i.e. receipts for expenses incurred) shall be submitted to the (NAME OF TDHE/TRIBE) Finance Department for payment and attached to a copy of the check made for payment.  The third part of the form may be kept by the employee.

5. Completed Travel Order forms shall be maintained as part of the (NAME OF TDHE/TRIBE) financial records.

6. (NAME OF TDHE/TRIBE) employees who fail to submit a completed Travel Order upon completion of travel will have the travel amount advanced deducted from their next payroll check.

b. Local  Travel.
1. Local travel is travel required for (NAME OF TDHE/TRIBE) business in the (NAME OF TDHE/TRIBE) service area as determined by the Executive Director.

2. All local travel for business purposes should be pre-approved in writing by the appropriate department director or Executive Director in order for reimbursement for travel expenses to be paid by the (NAME OF TDHE/TRIBE). (Note:  This can be done by a blanket approval.  For example, if a TDHE/TRIBE travels to the local Post Office each working day to pick up the mail using his/her own vehicle, he/she shouldn’t have to get approval each day but he/she should still have to complete a Travel Order form for reimbursement.)

3. Transportation expenses will be reimbursed at the established mileage rate by the (NAME OF TDHE/TRIBE) when substantiated by a signed Travel Order.

4. Vehicle rental is not allowed for local travel without the approval of the Executive Director.

5. The (NAME OF TDHE/TRIBE) will not reimburse commuting expenses as (NAME OF TDHE/TRIBE) official business travel.

c. Outside  of  Locality  Travel.  All travel outside of the (NAME OF TDHE/TRIBE) service area (service area shall be defined by the TDHE/TRIBE) must be approved by the Executive Director prior to the travel.  A Travel Order form must also be approved prior to travel.

2.
Travel  Expenses.
a. Advances.
1. Completed Travel Orders requesting travel advances must be submitted to the employee’s supervisor for review and then to the Executive Director for approval.

2. The maximum amount of travel advance authorized will be equal to the maximum allowable per diem for meals, lodging costs plus, if applicable, mileage and/or rental vehicle.  If a rental vehicle is authorized, the estimated cost of the rental vehicle, including the cost of insurance coverage provided by the company providing the rental vehicle, may be included in the travel advance.

3. Upon return, travelers shall submit receipts for reimbursement for parking, taxi fares, and any other travel expenses incurred.  The receipts shall be attached to the approved Travel Order. (Note: The TDHE/TRIBE shall determine whether travel advances shall be made for such expenses as taxi fares, parking etc. and whether these expenses have to be supported with receipts upon return from a trip. For example, the TDHE/TRIBE may decide that travel advances up to $20 can be paid to the traveler for taxi fares, parking, etc. without the traveler having to submit receipts for the expenses upon return from the trip.)

4. If for some reason the approved traveler is unable to travel, any travel advances paid to the traveler shall be paid back to the (NAME OF TDHE/TRIBE) immediately.

5. If the traveler fails to pay any unused travel advances back to the (NAME OF TDHE/TRIBE) in the specified amount of time (the TDHE/TRIBE shall establish the time frame), the Executive Director shall take appropriate action including deducting the amount due from an employees next paycheck.

b. Per  Diem.
1. The term "per diem" means a daily flat rate of payment to an employee or Member of the governing body who is in travel status for more than twenty-four (24) hours and/or overnight travel.  Per Diem is based on a flat rate established by the Federal government per diem rates for the twenty-four hour period traveled.

2. The current established Federal per diem rates shall be an addendum to this policy.

(Note: This section may be used in addition to or as an option to section #1 as determined by the TDHE/TRIBE.)  Travel completed within the same day will be paid on a prorated basis based on the established meals and incidental expense rates for the area.  A prorated day shall consist of four quarters (six 6 hours) and travelers will be paid for each quarter while on (NAME OF TDHE/TRIBE) approved business.   

3. For overnight travel, the current Federal per diem rate shall be prorated and paid accordingly to the traveler on (NAME OF TDHE/TRIBE) approved business.

4. The Executive Director may authorize any travel to be on a cost-reimbursable basis in lieu of per diem payments if per diem will not fully cover expenses.  This must be approved in advance of the travel by the Executive Director.  Receipts must be provided for all lodging.  The amount for meals and incidental expenses shall be determined by the current Federal Per Diem Schedule.

(Note: If a TDHE/TRIBE establishes per diem rates for travel that are in excess of the Federal Per Diem Schedule, the travel expenses shall be paid for with non-federal funds.)

c. Credit  Cards.  TDHE/TRIBE owned credit cards shall be used for business purposes only and not for personal use in accordance with the TDHE/TRIBE’s adopted Credit Card Use policies and procedures.
d. Mileage

1. Mileage will be paid at on a per mile basis at the current rate established by the Federal government.  The current rate will be an addendum to this policy.

2. Mileage will only be paid when the traveler submits an approved Travel Order.

3. TDHE/TRIBE employees are encouraged to use TDHE/TRIBE owned vehicles when traveling when feasible rather than using their own vehicles.

e. Airfare

1. The Executive Director shall designate an appropriate (NAME OF TDHE/TRIBE) employee to arrange for all airline travel for (NAME OF TDHE/TRIBE) employees and members of the governing body.  

2. If it is more cost effective to travel by air carrier to a destination rather than drive, the traveler should travel by air carrier.  If the traveler chooses to drive when traveling by air carrier would be more cost effective, the traveler will only be advanced or reimbursed the cost of what the airfare would be.  The Executive Director or designated (NAME OF TDHE/TRIBE) employee shall determine the most cost-effective means of transportation for (NAME OF TDHE/TRIBE) employees and members of the governing body.

(Note:  The TDHE/TRIBE shall determine whether perks such as frequent flier program miles earned by employees while traveling shall be property of the TDHE/TRIBE or the employee.)

Appendices

A. Current Federal Per Diem Rates and Current Federal Mileage Allowance http://policyworks.gov/org/main/mt/homepage/mtt/perdiem/travel.shtlm
B. Sample Travel Order form

http://www.hudclips.org/sub_nonhud/cgi/pdfforms/1012_sf.dot
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