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INTRODUCTION

This travel policy requires that sound business judgment is used in both determining the need for
travel on behalf of the ARC, as well as in expending financial resources when travel is necessary.
This travel policy will apply to any ARC-funded travel outside of the general boundaries of the
Rouge River Watershed conducted by ARC members, staff or contractors.

1.0 APPLICABILITY
ARC contractors are entitled to reimbursement for travel if the contract or grant allows for
travel. ARC members or staff who travel on ARC business may be reimbursed for eligible
expenses as determined by the ARC Chair. All travel costs must be allowable, allocable, and
reasonable.

2.0 TRAVEL AUTHORIZATION
The ARC Chair shall ensure that travel on behalf of the ARC is necessary and allowable
under any contract or grant and shall authorize all ARC-funded travel prior to the beginning
of the trip, with the exception of mileage reimbursement for contractor use of personal
vehicles. Once travel is complete a travel voucher will be reviewed and approved by the
ARC Treasurer and ARC Grant Representative if the costs claimed and billed are allowable
and associated with a specific federally funded project.

3.0 AIR TRAVEL
Air travel should be in coach class only. Travel should be planned as far in advance as
possible to take advantage of discounted fares, especially if reasonable certainty exists that
the event will take place. If more than one carrier offers service, travel should be on the
carrier that offers the lowest price.

4.0 RENTAL CARS
Generally no cars larger than a mid-size should be rented. The use of rental cars, even if
authorized, must be justified in writing by the traveler and attached to the voucher. Claims
for rental car gasoline must be supported by original receipts.

5.0 LODGING
ARC contractors are entitled to reimbursement for lodging if the contractor’s employee is
on a temporary assignment that is at least 150 miles in distance from either his/her office
or residence. If a temporary assignment concludes during the workday and is located within
150 miles of the contractor’s employee’s official station or residence, the contractor’s
employee is expected to return to their residence, rather than remain at the temporary
location overnight.

When overnight lodging is required, accommodations should be reserved that are
reasonable but not extravagant. When applicable, government rates, corporate rates or
other discounts should be obtained. Any hotel expenses considered excessive or
unreasonable will not be reimbursed. Instead, in those cases, lodging reimbursement will be
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6.0

7.0

8.0

9.0

limited to the General Services Administration (GSA) lodging rate for the location in
question as per the following website:
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentld=17943&contentType=GSA
BASIC

SUBSISTENCE

Subsistence for those traveling on ARC-related business which requires an overnight stay is
eligible for reimbursement on a per diem basis. Specific per diem rates for different
localities may be found at the General Services Administration website as follows:
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentld=17943&contentType=GSA
BASIC

MILEAGE RATE FOR USE OF PERSONAL VEHICLE

ARC contractors are entitled to mileage reimbursement for use of a personal vehicle while
on ARC-related business if the contract allows for mileage reimbursement. ARC members
or staff who travel on ARC business may be reimbursed for personal vehicle mileage while
on ARC-related business as determined by the ARC Chair.

The maximum reimbursement rate will be the rate stipulated by the General Services
Administration as follows:
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA BASIC&contentld=
9646

NON-REIMBURSABLE EXPENSES

Examples of expenses that will not be reimbursed include but are not limited to the
following:

Alcoholic beverages, entertainment;

Laundry, dry cleaning and pressing of clothing;

Travel insurance;

Parking fines and traffic violations;

Charges incurred because of indirect travel for personal reasons, and

The cost of travel for spouses, other family members and friends is not reimbursable
under any circumstances.

Additionally, ARC members, staff and contractors who travel on behalf of the ARC will not
be reimbursed for excess costs caused by:

e Anindirect route as a matter of personal preference

e Premature departure for personal reasons from a temporary location, or

o Extending a stay for personal reasons.

RECEIPTS

Except for per diem expenses, valid original receipts are required for all expenditures
regardless of cost. If a receipt is not normally provided for the expense (bus tokens, etc), the
certification signed by the traveler on the voucher will justify the expense. Receipts
submitted with the voucher should be originals indicating the name of the payee, date paid,
amount and the service rendered. This includes the original Passenger Receipt Coupon of
the airline ticket. If an electronic ticket is used, the boarding passes for each flight must be
submitted with the travel voucher.
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10. TRAVEL VOUCHER COMPLETION
After completion of travel, a travel voucher must be submitted for reimbursement. Original
receipts must be attached to all travel vouchers, along with the pre-travel authorization
from the ARC Chair. Travel vouchers must be completed and submitted to the appropriate
reviewer within twenty (20) business days after completion of the trip. Travel vouchers for
contractors are submitted to a management official of the contractor for review and
authorization for inclusion in an invoice submitted to the ARC. Travel vouchers for ARC
members or staff are submitted to the ARC Treasurer for review and authorization for
payment.

Dates and times of each departure from residence or office, arrival at and the name of the
destination and arrival back to the residence or office must be shown on the travel voucher.
A certification signed by the traveler must be included on the travel voucher that states that
the trip indicated was actually taken and that all expenses are accurate and correct.
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