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HEADQUARTERS 

Civil Air Patrol Middle East Region
United States Air Force Auxiliary

105 Crystal Spring Drive
Ashton, MD 20861





    1 October 2015
MEMORANDUM FOR MIDDLE EAST REGION STAFF MEMBERS

FROM:  MER/CC

SUBJECT:  MIDDLE EAST REGION TRAVEL POLICY

1.  GENERAL: Normal participation in Middle East Region Civil Air Patrol activities requires that a staff member travel to locations throughout the region. Sometimes the distances involved or the duration of the activity necessitate an overnight stay. Such travel is considered a part of the staff member's job, and the member is expected to bear some of the costs involved.
2.  POLICY: However, because the financial burden of this job-related travel can become significant, it is the policy of Middle East Region to reimburse a staff member partially or fully for the actual out-of-pocket costs incurred – subject to approval by an appropriate supervisor and within current budgetary limitations.
Members are expected to use the most cost-effective mode of transportation, quarters, and other expenses consistent with the mission being performed and request reimbursement for only job-related costs.

3.  DEFINITIONS:

    a.   Home Wing: The wing to which the member was assigned immediately prior to being transferred to a MER staff position. This is usually the wing in which the member resides.
     b.  Job-related Travel: Personal travel beyond 50 miles (one way) from a member's home that is necessary for the performance of the staff members assigned duties.

c.  Receipts: Original receipts furnished by the vendor for out-of-pocket expense payments. Photocopies of the original receipts are acceptable if completely legible.

 d.  Remote Wing: A Middle East Region wing other than the member's home wing.

4.  REIMBURSEMENT GUIDELINES:

     a. Wing Conferences: MER Staff members are expected to attend at least two remote wing conferences per year other than the conference of the staff member's home wing. Directorate budgets have been allocated for this travel so that staff members may coordinate portfolio activities with their counterparts in the various wings.
     b. Project Activities: Members serving in essential staff assignments for various MER projects may be reimbursed for their out-of-pocket expenses related to participation in the activity. Funds for key personnel reimbursement should be budgeted by the project officer as part of the overall project budget for each activity.
    c.  Other Duty Travel: Staff members are encouraged to travel to as many other remote wing conferences and other Region and wing activities as the member’s Directorate.
     d.  Command Council Meetings: Staff members may be reimbursed for expenses arising from attendance at a Command Council meeting, but only if budgeted funds remain in the Directorate budget and the staff member has attended at least two remote wing conferences during the fiscal year.

     e. Commander Directed Travel: Occasionally, the MER Commander will direct that a staff member travel to a certain event or participate in a certain activity in order to execute specific duties as assigned by the Commander. All out-of-pocket costs of such assignments are reimbursable to the member.
5.  AUTHORIZED REMIMBURSEMENTS: Middle East Region staff members are authorized reimbursement for the following out-of-pocket costs arising from job-related travel when approved by an appropriate supervisor:



a.  Fuel:  Cost for fuel actually used in personally owned vehicles (POV) or aircraft and CAP corporately owned vehicles (COV) and aircraft. It is expected that the individual will fill the fuel tank immediately before departing his home city and then refuel immediately after returning. Only the fuel consumed on CAP activities will be reported for reimbursement. Total transportation costs may not exceed the cost of tourist class airfare for the same trip.
     b.  Commercial transportation:  Cost of tourist class airline, rail, or bus tickets, limousine and taxi services and tips, subway and other public transportation systems.  Members may upgrade using personal funds, frequent flyer miles, etc. as long as additional costs do not fall to CAP.  Members will attempt to obtain the lowest fares consistent with reasonable scheduling and routing.
c.  Tolls and fees: Cost of highway and bridge tolls and parking fees in public garages.

     d.   Living Expenses: Out-of-pocket cost of quarters  incurred while away from home on CAP business:
     e.  Quarters:  Cost of commercial or military lodging used overnight.

      f.  Registration: Costs charged by the host organization for member participation in the activity. Usually these cover facility costs but may include some meals or quarters.
6.  REIMBURSEMENTS NOT AUTHORIZED: Middle East Region staff members will not be reimbursed for the following travel expenses:
    a.  Home Wing Conferences and Activities:  Expenses related to participation in the activities of a member's home wing are not reimbursable by MER. Such expenses are considered to be a routine cost of regular CAP membership.
    b.  Training Events: MER staff members will not be reimbursed for travel and living expenses related to wing, region, and national training events where they participate as a student or routine member of the activity group. Participation in events that are determined by the region commander to be in the best interests of the region may be reimbursed. Prior approval from the Region Commander is required. See Paragraph 4.e above.
    c.  Mix of Business and Vacation Travel:  In cases of travel where time is also taken for vacation, expenses are allowed only for the days on which Corporation business is conducted.  Business travel days for Region and Wing conferences are Friday, Saturday and/or Sunday.  Travel arrangements and additional costs related to personal travel are not reimbursable.

    d. Meals.  Meals will no longer be covered as part of travel costs unless the cost is included as part of the activity registration fee.

    e.  Incidental Expenses: Incidental expenses of a personal nature paid out-of-pocket during job-related travel are not reimbursable. Such expenses might include laundry and dry cleaning services, telephone calls of a personal nature, traffic violation fines, etc.
 7.  ACCOMPANIED TRAVEL: Staff members are authorized to travel with members of their immediate family and may request reimbursement for their expenses, provided that travel and living arrangements do not increase costs to Middle East Region above that which would be incurred had the member been traveling alone. For example, a dual occupancy hotel room might be reimbursed, but the additional costs for meals or event registration would not. Likewise, automotive or aircraft fuel would be reimbursed, but an additional airline ticket would not.

8.  REIMBURSEMENT PROCEDURES: Members must request reimbursement of job-related expenses within 60 days of the expenditure or the close of the activity attended, whichever is later. Original receipts (scanned copies are acceptable) must be attached to document expenditures for reimbursement. The staff member's supervisor must approve all expense requests before they will be processed by the MER Finance Officer. Travel reimbursement requests must be submitted on a MER Travel Voucher.
9.  BUDGET LIMITATIONS: Because funds are limited, Middle East Region is not prepared to reimburse all staff member job-related expenses. Each staff directorate has been provided an appropriate budget that is intended to cover expected expenses, including both administrative costs and job-related travel and living expenses. During the fiscal year, staff members will be reimbursed expenses up to, but not more than, the maximum amount planned in the Directorate budget. Members may submit reimbursement requests for out-of-pocket costs that exceed the budgeted amount, but no action will be taken on these requests until the month of September. At that time, the MER Finance Committee will review the region's overall performance to budget, and if funds are unused and available, these over-budget reimbursement requests will be considered for full or partial payment.
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JOHN M. KNOWLES, Colonel, CAP

Commander

