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CASA of Liberty/Chambers Counties

TRAVEL POLICY & PROCEDURES

· Guiding Principles

· Travel Expenditures Authorization & Reimbursement

· Hotel & Airfare

· Mileage & Transportation

· Exclusions

Guiding Principles

CASA of Liberty / Chambers Counties (CASA) recognizes we are a publicly and privately funded organization, and as such we have a high level of accountability.  CASA must ensure that it conducts its business in accordance with the overarching principle of financial prudence, guarding against any items of expenditure which may be perceived as inappropriate or superfluous. 
For the purpose of this policy, notification of and/or authorization for travel will be required when CASA Staff or Board Members will incur:
· Mileage for out of town travel; 

· Overnight hotel expenses; or

· Registration Fees or Participation Costs will be required

Travel Expenditures
· When CASA Staff or Board Members intend to travel on behalf of CASA business, and there is the expectation that travel expenses will be reimbursed by CASA of Liberty/Chambers Counties, a “Travel Notification/Authorization Form” must be submitted to the Executive Director and/or Board of Directors.  
· Authorization of travel for training and conventions will be granted within the financial allowance of the operating budget for the fiscal year.  All travel expenditures must be as cost-effective as possible. 

· If travel expenses are scheduled to be reimbursed by allocation against grant money, the specific grant and percentage of reimbursement is to be noted accordingly on the authorization form.  

Hotel & Airfare
· Hotel and airfare rates must be shopped among competitors before deciding which is the most reasonable and cost-effective.  
· Airline loyalty schemes do not entitle employees or Board members to avoid the cost-effective standard. 
· If multiple employees or Board members of the same sex are traveling together, double occupancy should be considered. 
Mileage and Transportation Reimbursement
· Mileage reimbursement will be based upon applicable IRS regulations and rates. 
· Parking fees, toll fees, baggage fees, ticket change fees, etc. must be reasonably explained or they will be considered personal charges to be reimbursed to CASA. 
· Public transport should be used in most circumstances with car rental allowable when most cost effective or prudent. 
Exclusions to Travel Reimbursement
· CASA will not pay for laundry, liquor, entertainment, fees for special facilities, personal telephone calls or any other expenses deemed to be personal expenses.   
· CASA will not pay for families or friends traveling with employees or Board members. 
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