NALC Branch #114 Travel Policy
General guidelines
· Travel expenses for any member should be approved in advance at a regular monthly meeting
· The executive board may approve travel expenses only if the required travel was unscheduled and is scheduled to take place prior to a monthly meeting.

Flights
Members should always attempt to take the most economical flight. Total costs should be considered, including flight cost, mileage, parking, and a possible hotel stay. A member’s schedule as a letter carrier may also be considered. Receipts and boarding passes must be submitted to the treasurer upon return.
Lodging
Hotels selected should be well established, reasonable in price and conveniently located in relation to the member’s travel destination. Members should always ask to see if there is a special government rate. A single room is the standard policy. Larger rooms are allowed if members are sharing a room. Room receipts must be kept and submitted to the treasurer upon return. 
Meals
Unless otherwise specified, expenses for meals will be paid out in the form of a per diem, at the federal rate for the intended location, with the total amount based upon departure and return. No meal expense receipts need to retained if those expenses were paid out in the form of a per diem. Unused funds may be kept by the member.
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Parking
Parking fees will generally be covered for members traveling on official business, provided that they are reasonably related to the travel or destination.
Transportation
Expenses for Taxi or private ride services for members on official business will be covered by the branch if there are no other options for the member, and if those costs are reasonable in nature. Members should always attempt to share rides if possible.

Spouses
Spouses or significant others or family members may accompany members on official travel only if their presence does not result in additional expenses for the branch. If it is estimated there will be additional costs due to others, the president and treasurer should be notified, and they will calculate the additional costs, which then may be covered by the member.
State Convention
Members attending the state convention will be appropriated expenses by member vote at a monthly meeting, prior to the convention. This appropriation will cover lodging, travel, registration and meals. Members must cover any other incidental costs. Members may keep any leftover funds. The only receipt that must be submitted is the lodging receipt.
National Convention
Members attending the national convention will be given a travel advance to cover travel, lodging and meals. Meal expenses will be paid out at the federal per diem rate for the destination city, with the total amount dependent upon departure and return. No receipts need to be submitted for meals, but all other related expenses should have a receipt. Unused funds must be returned to the branch.

Car rental
Expenses for car rental are only allowed if approved in advance by a vote at a monthly membership meeting.

Cash advances
Expense advances for the state and national convention will be distributed at the monthly meeting prior to those events. Cash advances for flights can be provided if the member has been approved for travel and submits the receipt to the treasurer and the executive board approves the advance.
