Using an NCA Grant to Travel

NCA grantees often travel in order to enhance programming and to conduct trainings. Frequently, members, staff, faculty, consultants, and program participants bill their travel to their NCA grant. Such travel should be performed consistently with federal guidelines.  Please note, the grantee must attend the training in order to get reimbursed. This means that the training expenses should be included in the report following the training. 

Per Diem Rates for lodging and mileage can be found at www.gsa.gov.  Please note, rates are reviewed and updated few times per year, thus it is advisable to check this site before confirming travel arrangements.

Persons traveling at NCA’s expense will limit their expense claims to the period of the meeting or training. If a participant finds it necessary to arrive the night before the event, NCA will provide reimbursement for expenses related to that evening’s accommodations. Similarly, if an evening session commences an event, expenses will be reimbursed for travel that day. 
Dates, Destination, and Purpose
Please submit documentation of dates, arrival and departure times, final destination, and the purpose of each trip. All trips must be for NCA/CAC related business.

Since no policy can cover every conceivable circumstance, it is anticipated that occasionally there will occur a unique situation. These should be directed to the attention of the Program Associate for your area for resolution prior to expending funds.

Transportation

1. Air travel will be reimbursed at the most economical fare (coach fare as a rule).

2. Airfare will only be reimbursed for business-related travel. Individuals combining personal and business travel are responsible for the difference in ticket price.

3. Expenses for mileage by auto will be reimbursed at the current federal per diem rate. This rate is determined by the IRS and available at www.gsa.gov. 

4. Ground transportation to and from social activities, including meals, will not be reimbursed, as it is not an allowable expense.
5. The federal per diem for mileage is meant to reimburse the agency for use of the vehicle and the cost of gas. 

6. Rental Cars cannot be charged to the NCA grant unless the agency has clearly demonstrated that this is the least expensive means of transportation for group travel.
Meals and Incidentals Breakdown
Grand Award Funds may not be utilized for the purchase or reimbursement of food/meals. 

Lodging
1. NCA will reimburse up to the federal per diem rate for the location of the training plus taxes only.
2. Individuals are responsible for incidental expenses charged to their hotel room (i.e., refrigerator, movies, telephone, laundry, valet, bar, etc.)
3. Lodging costs that exceed the federal per diem rate as published on www.gsa.gov for the dates and destinations of travel cannot be charged to these grant funds. They are unallowable costs.

Spouse/Guest
1. Travel expenses will only be reimbursed for the authorized traveler. 

2. NCA can only reimburse for the costs of the authorized agency representative. If a traveler wishes to upgrade, that traveler assumes the additional expense. 
3. NCA cannot reimburse for expenses incurred by a spouse or guest. 
