			 HOUSING AUTHORITY

EMPLOYEES’ TRAVEL/TRAINING/EXPENSE REIMBURSEMENT POLICY

Effective 				


GENERAL:  
The purpose of this Travel, Training, Expense Reimbursement Policy is to provide guidelines for the employees of the 			Housing Authority while employees are conducting Housing Authority business as approved by the Executive Director or the Board of Commissioners. A request for travel form must be completed by the employee requesting travel and must be approved by the Executive Director, or the Chairman of the Board or the Board of Commissioners.  Employees and Commissioners are responsible for assuring that expenditures are prudent and necessary.

TRANSPORTATION:
The 			Housing Authority will pay reasonable and necessary transportation costs incurred for required travel relating to work, training and/or approved seminars.  An official receipt from a commercial transportation company is required.

	Commercial Airlines - The Housing Authority will pay for the actual cost of commercial air transportation not to exceed the cost of the lowest available air fare.  First class travel will not be paid by the Housing Authority.  Employees are encouraged to take advantage of advance purchase discounts.

	Housing Authority Vehicle - The Housing Authority vehicle may be used according to the discretion of the Executive Director.  Direct expenses such as gasoline and oil associated with the use of the Authority vehicle will be charged to appropriate vehicle credit card or if cash receipts are presented with the expense reimbursement form, will be reimbursed to the employee.  If any professional organization pays mileage for an employee of the Housing Authority to attend their conference and a Housing Authority vehicle is used, mileage will be paid directly to the Huntsville Housing Authority.  

	Personal Vehicles - The Housing Authority Director may approve the use of an employee’s personal vehicle for travel.   Reimbursement for use of a personal vehicle will be the standard and current IRS mileage rate. If two employees  travel to the same event for the Housing Authority in one automobile, only one travel reimbursement for mileage reimbursement will be made.  

	Taxis, shuttle buses, and other ground transportation - Receipts are required for expenses in excess of $l0.00.

	Vehicle Rental - The Housing Authority will not pay for rented vehicles without prior approval by the Executive Director.

	Meals/General - The Housing Authority will reimburse the actual cost of meals and the gratuity provided a receipt is presented with the reimbursement request.
The Housing Authority will not pay for alcoholic beverages.

	Lodging - The Housing Authority will pay lodging expenses for an employee at the government rate for single occupancy.  An employee accompanied by a spouse/guest will be responsible for the difference between the single occupancy rate and the charged rate.  The Housing Authority will not pay for expenses such as movies, games and personal phone service.  Only business phone calls are eligible for reimbursement by the Housing Authority.  A detailed billing of lodging expenses must be submitted with the reimbursement request.

	Other Expenses - Certain other expenses will be reimbursed by the Housing Authority as follows:

	Telephone Calls - business telephone calls will be reimbursed; One (1) personal telephone call will be reimbursed.
	
	Parking and Toll Fees - Employees will be reimbursed for parking fees.  Receipts are required for any individual expenditure in excess of $10.00.
	
	Registration Fees - Employees will be reimbursed for fees charged for registration at conferences or meetings.

	Miscellaneous - The cost of alcoholic beverages, laundry/dry cleaning, tours, health clubs and any other form of personal entertainment will not be reimbursed to the employees.

TRAVEL ADVANCES - 
Advances for anticipated travel expenses may be requested through the Executive Director by requesting travel approval with the proper documentation attached.  (Conference brochures and travel schedules should be included with the advance request)    All travel must be approved by the Executive Director or the Chairman of the Board of Commissioners or the Board of Commissioners.  Requests for a travel advance must be submitted to the Executive Director five days prior to the scheduled event.   Any monies due the Housing Authority must be returned to the Housing Authority with the completed form no later than two workings days after the event.
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