ACPHA
“AT-A-Glance” Team Travel Guidelines
For US-based Travel of Site Team Members
1. Team Chair and Members are considered authorized to make their travel arrangements once the Program approves the Team. The Team Chair will contact Program to get clarification on travel guidelines for Team Visit and advises other Team Members of specifics - Process #1.

2. Travelers will make their own Travel Arrangements personally or encourage use of the Program’s Travel Agent if so instructed - Process #2

3. Travelers will use their own Personal Credit Card to pay for travel expenses - Process #3

4. Travelers will submit the ACPHA Expense Worksheet for reimbursement  upon return from travel - Process #4

PROCESS:

#1-Team Travel Approval (ACPHA Office sends Team Assignment email to Program for approval. By accepting the Team Members the Program authorizes team member travel expenses to be incurred for visit.)

· Team Chair should contact the Program for any specific guidelines to be followed for their visit i.e. travel policies including Meal Per Diems or specific travel forms should be discussed.
· Team Chair should remind the Point of Contact at the Program that “Final Action” on the Team Report will not be considered until the Visiting Teams expenses have been fully reimbursed.  
· Additionally, convey that reimbursement is expected within 30 days of final expenses being submitted to the Program.
#2-Travel Arrangements (once Team is approved by Program-continental USA only)

· Team Chair should ask the Program for guidance on booking lodging, flights and to receive other specific guidelines on travel that need to be followed. This allows the Program the opportunity to make local lodging reservations for the Team and if possible to use their Travel Agent for flights which can be paid directly by the Program to reduce the Team’s “out of pocket expenses”. If needed this also allows the Program to offer suggestions on airports to use and gives access to any University discount programs.  If using Program’s Travel Agent ask if your charges for flights can be put on a College/University Travel Card.

· Provide your personal frequent flier numbers to the travel agent to receive credit for the flight if eligible.
· If you make your flight or lodging reservations directly you will be paying with your personal credit card and will not be reimbursed until the travel is completed and you have submitted the expenses and receipts to the Program. Also remember that, just like your Program, reimbursements may take 4-6 weeks to work through their Account Payable System.  The Program will require your SSN for tracking you in their system but “reimbursed expenses” are not TAXABLE and should not generate an IRS1099 Form.
#3-All Travel Expenses are paid using personal resources (unless otherwise arranged by hosting Program) and require the following documentation for reimbursement to be claimed:

· Original ITEMIZED MEAL receipt (all  meals/food purchases require a full ITEMIZED RECEIPT not just the credit card receipt copy)
· Original ITEMIZED HOTEL  receipt/folio (hotels/motels stays require a full ITEMIZED RECEIPT not just the credit card receipt copy)
· eInvoice & Boarding Passes (hard copies) must be maintained and submitted for flights used during travel to site visit. Also, maintain any baggage fee receipts for reimbursement.
· Parking/Shuttle/Taxi Receipts must be submitted as hard copy receipts.
· NO ALCOHOL OR SNACKS CAN BE REIMBURSED AS A TRAVEL EXPENSE.
· Team Members should not pay from each other’s meals. This would complicate the reimbursement process. Each Team Member should pay their own expense in order to submit a receipt or claim the Per Diem rate.
#4- ACPHA Expense Reimbursement Worksheet (document used to itemize final expenses paid out of pocket and associated with the Travel/Visit)

· Requires each Team Member to submit their expenses within 15 days upon return from visit.
· Use the ACPHA Worksheet to track your expenses or for reimbursement submission unless the Program has a form that should be used.  Worksheet includes Meal Per Diem Rates and Personal Vehicle Mileage.
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