Development Associates International

Travel and Entertainment Policies and Procedures

PURPOSE

These policies are intended as a guide to reimburse individuals for DAI ministry related travel and entertainment expenses. The responsibility to observe the guidelines rests with both the traveler and DAI administrator who certifies conformance to these guidelines by approving the expenditure. Reimbursement should be sought, and authorized, only for expenses that conform to DAI policy and are reasonable and customary.

RESPONSIBILITY

These policies and procedures are also necessary to comply with Federal tax law and third party funding accountability. They will ensure consistent and fair treatment of employees and associates and the uniform reporting of financial results. In general, the quality of travel, accommodations, entertainment and related expenses should be governed by what is reasonable and appropriate to the purpose involved.

Development Associates International respects the personal integrity and discretion of each individual and conducts expense account affairs accordingly.

Travel Agency Services

DAI often uses Golden Rule Travel for International Bookings and we have found them to be one of the best for prices and service. 

Air

Travelers must book the lowest priced nonstop coach class airfare available. If the traveler wishes to maximize comfort and convenience of travel (i.e., traveling Business or First Class), the traveler will pay the difference between the lowest priced nonstop coach class fare and the final fare. Appropriate documentation of such arrangements should be submitted to DAI with the business or first-class ticket. First or Business Class travel is prohibited for all destinations unless a letter explaining the medical reason or extenuating circumstances

accompanies the travel report and is properly approved by the President. Airfare costs in excess of the lowest available commercial discount airfare or customary standard (coach or equivalent) airfare on a U.S. carrier are unallowable except when such accommodations would:

•   require circuitous routing

•   require travel during unreasonable hours

•   excessively prolong travel

•   greatly increase the duration of the flight

•   be inadequate for the medical needs of the traveler

Lodging

DAI will pay actual room costs, as supported by the detailed hotel bill, for each day that lodging

away from home is required for business purposes. Travelers should choose good quality, but reasonably

priced hotels or motels whenever practical. When attending a conference, travelers may stay at the

conference hotel even if it is not the most economical option available. Travelers will not be reimbursed for “no show” charges, unless extenuating circumstances are explained.

Many hotels have frequent guest programs that reward travelers with free accommodations in exchange for a

specified number of paid room nights at the hotel. DAI will not reimburse travelers for the value of

free accommodations used for business travel.

Meal and Entertainment Expenses

DAI will reimburse travelers for reasonable meal expenses (breakfast, lunch, dinner) incurred while

traveling or entertaining on DAI business. Travelers will be reimbursed for personal meal expenses according to actual and reasonable costs accompanied by original receipts. Per diem’s are not allowed.

According to IRS guidelines, meal and entertainment charges for business guests are reimbursable when

names, positions or titles, and the organizational affiliation of the guest(s), along with the business purpose are

indicated on the Expense Report or supporting documentation. A receipt must be submitted with

the Expense Report for any individual meal or entertainment expense regardless of cost.

Taxi and Other Local Transportation

The cost of taxis or other transportation to and from hotels, airports or railroad stations in connection with

business activities are reimbursable. Airport parking over the long-term should be avoided. Alternative

arrangements for travel to airports should be considered when airport parking charges will exceed the cost of a

round-trip taxi or limousine service.

Personal Automobile

Use of the traveler’s personal automobile will be reimbursed at the effective Internal Revenue Service mileage

rate (which is designed to cover gas, oil, and fixed costs such as insurance and depreciation) or gas (if mileage

is not claimed). Tolls and parking fees are reimbursable. Car wash expenses are generally not reimbursable.

Tips

Tips are reimbursable for normal services associated with business travel such as food services, porters, etc.

Tips included on meal receipts will be reimbursed. As a rule, travelers should tip 15% to 20% of the

bill. Tips should be reasonable and any unusual amounts should be explained. 

Telephone and other Communication Charges

Business— DAI will pay charges for metropolitan and long-distance calls made outside the DAI

office provided the calls are substantiated by a hotel or telephone bill. The Internal Revenue Service requires

documentation of the business purpose for all reimbursed phone calls.

Internet Charges — Internet phone charges while in travel status will be reimbursed if appropriate business purpose

is documented. Monthly Internet line charges from an employee’s personal residence will not be reimbursed,

unless documented as to business purpose and approved by the President.

International Travel — Reasonable internet and telephone charges will be reimbursed, including one personal call home per week.

Miscellaneous Expenses

Laundry, dry cleaning, and pressing services away from home are allowed when the traveler is away in excess

of 5 days and when the expenditures are reasonable in nature. Receipts should be submitted for these expenses.

International Travel

Reimbursable international expenses include expenditures incurred for travel, personal meals, business meals and 

entertainment, lodging, passport and visa fees, airport taxes, exchange rate fees, immunizations, and other items necessary for the conduct of DAI business.

Travelers will be reimbursed for reasonable internet and telephone expenses including one personal call home per week while traveling overseas.

Independent contractors, such as adjunct professors, are not covered by DAI’s medical insurance.  Reimbursement is not allowed for travel insurance, or medical fees such as doctor bills, prescriptions and other medical services, except for immunizations needed for visa applications and international travel.  

Additional travel or trip insurance is not covered.

Expense reports must be submitted in U.S. dollars with an explanation and translation of the foreign receipts

and their conversions. Travelers must use the currency rates that were in effect when travel took place.

Receipts should be obtained whenever possible; however, if the expense is under $25 and no receipt is available, a memo is acceptable.
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