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NHCP TRAVEL APPROVAL AND REIMBURSMENT POLICY 
The business operational procedures for all NHCP’s travel, meals and entertainment, is defined 

in the following policy.  The Head Coach will identify expenses for all NHCP supported activities 

during the budgeting process which will be agreed upon by the NHCP Board of Directors.  Once 

the budget is approved the Head Coach is responsible to ensure that these budgets are adhered 

to.   When an unbudgeted activity is determined to be necessary, a “Travel and Expense Pre-

Approval” form must be submitted and approved prior to any reservations being made.  If after 

the budget has been approved, the Head Coach realizes that there are not sufficient funds 

allocated for the identified activity, a “Travel and Expanse Pre-Approval” form shall be 

completed.  Travelers may, on occasion, transport additional travelers such as a partner or 

spouse provided there is no cost to NHCP. 

 

Responsibilities 

 

Individual  

Each employee is required to acknowledge receipt of this travel policy, which implies an 

understanding of the contents of this policy.  No request for travel or reimbursement 

will be honored without this acknowledgement.  Each employee is responsible for 

understanding and following the current policy, which is subject to change. 

 

Each individual must ensure that all business related expenses are appropriate, 

reasonable, approved in advance, documented appropriately and in compliance with 

this policy and the IRS guidelines. 

 

Failure to comply with this policy may result in non-reimbursement or repayment if 

payment has already been made.  

 

Approver 

It is the responsibility of the NHCP Head Coach to ensure that all NHCP employees 

receive a copy of and familiarize themselves with this policy.  The NHCP Head Coach 

must ensure that all of the claimed business related expenses are reasonable for their 

purpose in accordance with this policy, and supported by itemized/detailed receipts and 

documentation prior to submission to the Treasurer. 
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Expense Reimbursements 

 

Cash Advances 

Cash advances have strict accounting requirements which cause increased oversight and 

potential adverse tax consequences to the employee.   Therefore, it is NHCP’s policy to 

not provide cash advances. 

 

Corporate Credit Cards 

NHCP does not have an established corporate or travel credit card program. Therefore, 

payment of travel expenses shall occur by one of the methods listed below. 

 

Employee Paid Expenses   

This is the preferred method by which NHCP employees shall pay for travel expenses 

prior to reimbursement by NHCP.  The employee shall be reimbursed by the NHCP 

Treasurer within 30 days following receipt and approval of the employee expense report 

and other required documentation (i.e., receipts, airfare documentation, etc).   

 

Prepayment via the NHCP Treasurer 

Prepayment via the NHCP Treasurer can be requested when one of the following 

situations applies: 

 The employee does not have sufficient funds to cover the travel expenses 

 The employee does not have a personal credit card 

 Businesses or agencies will not accept the employee’s personal credit card  

If the employee requires prepayment via the NHCP Treasurer, the employee must 

submit a Travel Request and Pre-Approval form 30 days in advance of the requested 

travel dates to the NHCP Treasurer.  Upon receipt and approval of the travel form, the 

NHCP Treasurer will make arrangements with the employee to book air travel, hotel and 

any other expenses that require prepayment.  Upon completion of travel, the employee 

is still responsible for submitting an employee expense report and appropriate 

documentation (i.e., receipts, hotel bills, air fare documentation, etc.) 

 

Prepayment of NHCP employee travel expenses can only be provided by the NHCP 

Treasurer.  Employee expenses cannot be paid for by parents of NHCP athletes.  Failure 

to follow this policy may result in expenses not being reimbursed. 
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Personal Travel 

 

Individuals traveling on behalf of NHCP may incorporate personal travel with NHCP 

related trips and be reimbursed for the business portion of the trip as long as the 

majority of the trip is for NHCP business. However, employees shall not arrange NHCP 

travel at a time that is less advantageous to NHCP or which involves greater expense to 

NHCP in order to accommodate the personal portion of the trip. All personal travel must 

be charged to a personal credit card.  

 

Expense Reporting 

 

An employee must file an NHCP Reimbursement Expense form in order to document 

and receive reimbursement for any expenses incurred as described in this policy.  

Expense reports must: 

 Be signed and dated by the employee certifying that the report is correct and 

that the expenses incurred were in the best interest of NHCP. 

 Support each expense with a receipt. 

 Approved with date and initials of the Head Coach 

Completed expense reports with the required receipts and supporting documentation 

attached must be submitted by the employee to the NHCP Treasurer for 

reimbursement. 

Expense Reimbursement Report forms must be submitted within 30 days from the end 

of the month in which the expense incurred, i.e. January expenses must be submitted 

no later than February 28. 

 

NHCP will not reimburse employees for expenses incurred while traveling or otherwise 

performing services for the Club unless these steps are followed.  Falsifying expense 

reports to reflect costs not incurred by the employee may be grounds for disciplinary 

action, up to and including termination.  If an employee’s family, friend or partner is 

traveling with the employee, all incremental costs associated with their travel are the 

responsibility of the employee. 
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Air Travel 

 

All air travel must be pre-approved before a reservation can be ticketed for any trip. 

 

It is expected that the NHCP employee will book flights at the lowest possible coach fare 

available. Lowest fares may involve non-refundable tickets or cancellation fees. 

Employees shall not arrange NHCP travel at a time that is less advantageous to NHCP or 

which involves greater expense to NHCP.  It is expected that all employees will travel at 

the most reasonable fare available, consistent with the time frame and purpose of the 

trip. To reduce travel costs, travel reservations should be made at least 30 days in 

advance to take advantage of reduced fares.   If the amount of the airfare is greater than 

$100 over what was requested on the Pre-Approval Form submitted to the NHCP 

Treasurer the employee must get approval before purchasing the ticket. 

 

Charges for seat upgrades are not reimbursable.  

 

Frequent Flyer Miles 

Employees may accept and retain frequent flyer miles and compensation for denied 

boarding for their personal use. Patronizing a single airline to accumulate frequent flyer 

miles is not allowed if less expensive comparable tickets are available. Frequent flyer 

award tickets will not be reimbursed by NHCP. 

 

       Travel Insurance 

No additional airline or other travel insurance will be reimbursed by NHCP. Any flight 

insurance premiums paid are not reimbursable to the employee. 

 

Required Documentation for Reimbursement 

Receipts are required for all expenses.  Boarding passes do not serve as a receipt.  The 

actual ticket or a copy of the actual ticket, or the actual itinerary, or the entire E-Ticket 

summary and receipt, should be provided as long as the document indicates the 

traveler’s name, the dates and times of travel and the cost of the ticket.  Credit card 

statements by themselves are not acceptable as documentation. A receipt must be 

included. 
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Personal Vehicle Use  

 

NHCP employees shall use a personal vehicle when traveling for pre-approved club 

business or event.  Mileage will be reimbursed at the currently approved IRS rate-per-

mile. The date, location to and from, total number of miles and business purpose for 

each trip must be indicated on the expense report.  When determining mileage, the 

employee shall calculate the distance traveled using NHCP’s designated home pool as 

the starting destination.  Mileage is not reimbursed for travel to and from NHCP hosted 

swim meets or practices.  NHCP will reimburse all actual auto tolls and parking fees with 

a receipt.  The employee assumes the responsibility of all parking and traffic fines. 

 

Lodging 

 

NHCP will reimburse employees for the reasonable cost of hotel accommodations at the 

single room rate.  Convenience, cost of staying in the destination city /team designated 

hotel and proximity to the event will be considered in determining reasonableness.  If 

the room rate exceeds $130 per night approval from the NHCP Treasurer will be 

required.  Employees should take advantage of event rates whenever possible. No 

“deluxe” or “luxury” room rate expenses will be reimbursed.   Hotel incidentals, 

including internet connection fees, will not be reimbursed. 

 

If a spouse and/or family members are traveling with an employee for personal reasons, 

the room rate difference above the single room rate becomes a personal expense.  

Reimbursement will be only for those nights necessary for business. 

 

If a reservation needs to be cancelled, it is the employee’s responsibility to contact the 

hotel prior to the hotel cancellation policy deadline.  Traveling employees may retain 

hotel rewards points.  NHCP will not reimburse “no-show” fees for failure to cancel. 

 

Required Documentation for Reimbursement 

Bills showing daily charges and proof of payment. 

 

 

Ground Transportation  

 

The type of transportation and estimated transportation costs associated with the NHCP 

employee attending the event should be included in the Travel Pre-Approval Form 

submitted to the NHCP President Treasurer. 
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Courtesy Cars or Airport Shuttle Bus  

Employees are encouraged to use courtesy cars or airport shuttle buses.  Available at 

major airports and hotels, such services are efficient and less expensive than other 

forms of transportation. 

 

Taxi Service 

When courtesy cars and airport shuttles are not available, a taxi is often the most 

economical and convenient form of transportation. Receipts are required for all fares. 

 

Rental Cars 

If other modes of transportation are not available or deemed more costly, the NHCP 

employee may utilize a car rental company.  Compact or mid-size car rentals will be 

reimbursed.  No reimbursement will be granted for sport utility vehicles (SUV) or luxury 

car rentals, unless a larger vehicle is required to transport NHCP athletes to and from 

the event.  A request should be noted on the expense Pre-Approval Form at the time of 

the request if these accommodations will be necessary.  No additional drivers or 

optional accessories, i.e. navigational devices, will be covered or paid for under the 

rental car agreement other than those that are pre-approved on the Travel and Expense 

Pre-Approval Form.  When more than one employee is traveling to the same location, 

rental cars must be shared.  All rental cars shall be returned with the gas tank full to 

avoid high fuel surcharges. 

 

In the event of an accident or property damage while traveling, call the police and 

report the accident.  Obtain a copy of the accident report for your records.  NHCP does 

not provide comprehensive or auto insurance.  It is the employee’s responsibility to pay 

for the optional insurance coverage if desired in order to be covered for property 

damage or an accident event. 

 

        Airport Parking 

Airport parking is reimbursable to NHCP employees at a maximum rate of $15/day.  It is 

recommended that NHCP employees use off-airport parking such as Park-n-Ride or Park-

n-Fly to reduce expenses. 

 

Required Documentation for Reimbursement 

Receipts showing cost of fare, rental dates, rental rate and all items purchased and 

proof of payment. 
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Meals & Entertainment 

 

NHCP reimburses meals for out of state travel that necessitate an overnight stay. 

Employees authorized to travel shall be reimbursed the actual costs of meals, not to 

exceed the maximum rate of $45 per day including tips.  All requests for reimbursement 

of the actual costs of meals shall be documented by original itemized receipts.  In the 

event charges are higher than $45, the difference will be the responsibility of the 

employee. 

 

NHCP does not promote the use of alcoholic beverages.  No alcoholic beverages will be 

reimbursed as a part of the meals reimbursement during employee travel. 

 

Required Documentation for Reimbursement 

Original receipts documenting charges and proof of payment. 

      

Non-Reimbursable Expenses 

 

In general, those expenses that exceed reasonableness or are not appropriately 

documented will not be reimbursed in accordance with this policy.  Additionally, 

expenses that are not reimbursable include, but are not limited to: 

 Airline or other travel insurance 

 First class tickets or upgrades 

 “Deluxe” or “luxury” room rates 

 Traffic and parking violations 

 Hotel valet parking 

 Laundry or dry cleaning services (except on trips lasting more than six days. 

 Gasoline for personal cars 

 In-room movie rentals 

 Spa/exercise charges; massage service 

 Expenses as a result of personal travel 

 Amounts spent in excess of those considered reasonable. 

 Personal expenses that would be incurred by the employee regardless of the 
employee’s work-related responsibilities. 

 The cost of the personal leg of a trip that is extended for personal reasons. 

 Airline or hotel upgrades. 

 Annual fees, late fees, or finance charges on personal credit cards. 

 Expenses relating to unlawful activities (i.e. parking tickets, moving 
violations, fines, etc.) 

 Courier and messenger services 
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 Expenses associated with travel of an individual’s spouse, partner, family 
member or friends 


