NATIONAL COMMUNICATION ASSOCIATION
TRAVEL GUIDELINES
These guidelines are intended to ensure accountability and proper expenditure of funds. They apply to travel by anyone on official NCA business including officers, staff, committee and task force members. Official business is defined as travel authorized by NCA for attendance at meetings or required by NCA as part of the responsibilities of the position or office held. All reimbursement requests are subject to approval by the NCA Chief Financial Officer and the NCA Executive Director. Receipts should accompany all requests for reimbursement.

Bill.com Submission Procedures

Please email this form along with support (receipts) to nca-payables@bill.com electronically in one document. Reimbursements not submitted as one document or submitted incompletely will not be disbursed and submitters will be asked to resubmit their form.
Allowable Expenses

Meals

NCA will reimburse actual expenditures (inclusive of no more than a 20% gratuity). In general, meals should be within the range of $15 for breakfast, $25 for lunch, and $40 for dinner, per person depending on the location.  

NCA will not reimburse for meals if a group meal is provided. Unless dietary restrictions 

If NCA arranges a group meal, a NCA staff member will be present to authorize charges to NCA. Anyone other than NCA staff ordering food or beverages, either before or after the meal, does so at his/her own expense. Attendees who choose to consume alcoholic drinks do so at their own risk and without any implied liability to NCA.

Transportation

Travel to destination:   NCA will pay for coach class airfare that meets reasonable travel needs. Unless an event is planned with little notice, tickets should be purchased far enough in advance to ensure the lowest fare is obtained. Similarly, NCA will pay for coach class train fare that meets reasonable travel needs. Privately owned vehicles will be reimbursed at the current allowable federal rate. Fees to change an already purchased ticket will be covered by NCA if the change is associated with a change in the schedule of the NCA activity or acts of the transportation provider.

Travel to and from hotel:  NCA will pay for ground transportation service between the airport and hotel. Necessary transportation within the city will also be reimbursed. Reasonable tips (a maximum of 20% of the base fare) are reimbursable.
Lodging

NCA will pay base lodging expenses (room and applicable taxes) for overnight stay for the duration of the event. This includes expenses from the night before the event through the night the event concludes. NCA will not cover personal charges such as honor bars, fitness centers, TV pay-per-view, laundry, etc.

Telephone and internet charges for NCA business will be reimbursed.

NCA does not cover costs for travelling to, or attending the annual convention for any Members.

Receipts are required to support all reimbursements.  

[image: image1.jpg]


National Communication Association

Expense Reimbursement Form
Revised: 12/2022

Send To: 
nca-payables@bill.com 







Date: 6/12/2023

Questions: 
Contact Justin Danowski  

      
jdanowski@natcom.org
Please submit a separate reimbursement form for each NCA activity in which you have participated.  All claims must be submitted no later than one month after the last day of your travel for NCA. We will accept late reimbursements up to two months after the day of your NCA travel. If not received at this point NCA will not reimburse you.

Name of NCA Business Activity:  
Activity Location:  Washington, DC
Activity Start Date: 
End Date: 
Please itemize all expenses for which you are requesting reimbursement and attach corresponding receipts:
	Date
	Expense Type
	Purpose of Expense
	Amount
	Receipt Attached?
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Pay to:
​​​​​​​
Email: 
Address:  
Would you be interested in signing up for electronic payment/reimbursement through Bill.com? 

Yes/No

If yes, we will send you an email through Bill.com so that you can set up ePay. 
