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ACC National Capital Region Policy on 
Payment/Reimbursement for Travel Expenses
Policy Statement

ACC National Capital Region (“ACC NCR”) will incur or reimburse expenses for travel by employees and volunteer leaders that are reasonable and necessary, are for ACC NCR business, and are properly documented, approved and submitted.  This policy governs expenses incurred during out-of-town travel, as well as expenses incurred locally in connection with ACC NCR business.

Policy/Procedures

I. Local travel expenses

a. ACC NCR will reimburse employees for personal use of their vehicles for ACC NCR business, as follows:

i. Mileage driven to/from meetings, appointments, and on other ACC NCR business at the then-applicable Internal Revenue Service optional standard mileage rate.

ii. Parking and toll expenses also incurred in traveling to such meetings, appointments and other ACC NCR business. 

b. ACC NCR will reimburse employees for mass-transit fares incurred in travel to/from meetings, appointments and on other ACC NCR business.

c. ACC NCR will reimburse volunteer leaders for personal use of their vehicles (mileage, parking and tolls) and/or Metro fares when incurred so that the volunteer leader can represent ACC NCR at meetings or appointments with outside agencies (e.g., the DC, Maryland or Virginia State Bar), the media, sponsors or sponsorship prospects, or similar people or groups. ACC NCR will not reimburse volunteer leaders for such expenses in connection with attendance at ACC NCR CLE programs. 

d. Requests for reimbursement must be submitted in writing to the ACC NCR Executive Director, setting out the date, purpose of the trip, mileage/parking/tolls and providing receipts, if available.

II. Attendance at the ACC Annual Meeting by Employees and Board Members:  
a. Generally:  While ACC NCR finds it advantageous for its employees and Board Members to attend the ACC Annual Meeting and participate in the Administrator Training and Leadership Development Institute, and seeks to facilitate those opportunities by providing reimbursement for travel expenses as outlined below, the Executive Committee may determine that ACC NCR’s financial situation does not allow it to cover these expenses in a particular fiscal year.  The Executive Committee will make this determination no later than September 15, to allow sufficient time for the employee(s) and/or Board Members to make or cancel arrangements.
b. Attendance By ACC NCR Employees
i. It is desirable for ACC NCR employees to attend the ACC Annual Meeting because of the opportunities for professional development and meeting potential sponsors.  

1. The Executive Director is expected to attend the ACC Annual Meeting each year and participate in the Chapter Administrator training session.  ACC NCR will pay the expenses of the Executive Director associated with attendance at the meeting, in accordance with the guidelines set forth in Section IV, below.

2. Other employees will be encouraged to attend the ACC Annual Meeting and participate in the Chapter Administrator training session.  ACC NCR will reimburse the expenses of an employee to attend as the chapter’s circumstatnces allow, in accordance with the guidelines set forth in Section IV, below. The President of ACC NCR must approve attendance at the Annual Meeting by any employee other than the Executive Director prior to the employee making travel arrangements.

c. By ACC NCR Board Members
i. It is desirable for ACC NCR Board Members to attend the ACC Annual Meeting and the Leadership Development Institute (LDI) session that takes place just prior to the meeting’s start because of the opportunities for professional development vis a vis their ACC NCR duties.  

ii. The Executive Committee shall consider whether to extend the benefits of this policy to one Board Member each year, in accordance with the following rules and procedure:

1. It is intended that a Board Member will get the funding only if his/her company would not pay for him/her to attend.

2. The funding is first available to the ACC NCR President.  If he/she will not use the funding, then it will be offered to the President-elect, the Vice Presidents (in order specified by the President), Treasurer or Secretary, in that order, and then to the other Directors.

3. ACC NCR will reimburse the Board Member in accordance with the guidelines set forth in Section IV, below.

III. Guidelines:

a. Air Travel: 
i. Airfare should be purchased at the lowest available commercial/economy rate, considering advance purchase rates and airline discounts, and should be influenced by price and not by the traveler’s frequent flyer affiliation. Whenever possible, travelers should make travel plans early enough to book flights at least fourteen (14) days in advance to allow enough time to take advantage of special advance purchase fares. Travelers should utilize electronic (e-tickets) tickets, unless unusual circumstances require otherwise, reducing expense and limiting the possibility of loss or theft of paper tickets. 

ii. Travelers will accrue their own frequent flyer mileage for trips taken on ACC NCR business. ACC NCR does not reimburse travelers for tickets purchased with frequent flyer miles. Travelers may use their airline miles to upgrade as long as the airfare actually paid is the lowest available economy class airfare. 
b. Ground Transportation

i. The most cost-effective, safe, and efficient ground transportation is to be used.
ii. Taxis or commercial ride-share or shuttle services are the preferred ground transportation methods.
iii. ACC NCR will not reimburse for car rental.
c. Lodging
i. Travelers should book their own conference hotel room as part of the conference registration process.

ii. ACC NCR will reimburse/pay for up to three nights of lodging in connection with attending the Annual Meeting.

iii. If rooms are not available in the conference block, ACC NCR will reimburse up to the amount that would have been paid at a conference block hotel.

d. Other: ACC NCR will reimburse for

i. Parking at the airport or other transportation between home and the airport (e.g., airport shuttle service).

ii. Internet connectivity in the hotel.

e. Registration Fee:  Those ACC NCR employees/Board Members whose attendance at the ACC Annual Meeting is covered by this policy will endeavor to take advantage of any registration fee waivers and/or discounts available.  If they are unable to get a waiver or discount, the Executive Committee will determine whether to pay their registration fee (in whole or in part).

f. ACC NCR will not pay for:
i. Meals bought during the conference.

ii. Lost luggage or contents.

iii. Air travel insurance.

iv. Personal travel expenses.

g. Payment or reimbursement of permissible expenses is limited to $2,000 per traveler.

IV. Required Documentation and Submission of Expenses 
a. The Executive Director may use the ACC NCR credit card to pay for expenses authorized by this policy and must provide documentation of all such expenditures.

b. Travel expenses must be submitted in writing in a memo to the ACC NCR Executive Director, and must be itemized and substantiated, preferably by dated original or duplicate receipts showing date of purchase, vendor name, itemized list and unit price of the purchased items, and total amount with proper explanations.  Receipts will be required for each expense item over $25.

c. The Executive Director and Treasurer must review and approve the request for reimbursement, prior to issuance of the reimbursement check.
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