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This travel policy has been developed to ensure that PHA fulfills our stewardship obligations to the donors who 
make our work possible and to allow this organization to do more for our community through careful use of our 
limited resources. 

 
PHA reimburses Board, SLC, PHCC, PHPN and other special leadership members for travel costs incurred for 
attendance at meetings held throughout the year. Requests from members for other events will be considered on a 
case-by-case basis by the Vice President of Finance. In order to request reimbursement for such events, members 
should be representing PHA in an official capacity (i.e. presenter, etc.). 

 
Airfare: PHA offers the option of booking airline reservations through American Express Travel. Should a 
member choose to forgo this service and book his/her own flight, PHA will cover the cost of airline travel up to 
$400.00. If a fare costs more than $400.00, the member must submit the expense for approval by the Vice 
President of Finance before booking. Members should book the lowest, nonrefundable coach fare available, at least 
21 days in advance of the meeting they plan on attending. All costs for flight transfers, cancellations or other 
unanticipated changes are the responsibility of the member. Should a member wish to park their car at their home 
airport, PHA will cover the costs of parking in the lowest cost standard lot. 

 
Hotel: Room reservations can be booked through PHA. PHA will pay for a single standard guest room that will 
include either 1 King or 2 Queen sized beds, at a reasonable rate (taking into consideration costs of similar hotels in 
the same location). Should a member wish to reserve a Suite, PHA will pay for the standard guest room rate, with 
the member responsible for the remaining expense. If a member wishes to make a room reservation directly with 
the hotel, they should send PHA their confirmation number. PHA will not pay for hotel incidentals such as Internet 
access. 

 
Meals and Incidentals: In general, PHA will reimburse meals purchased while traveling for or representing 
PHA. Meals should be purchased at a reasonable variance of the per diem rate of $50 ($10 for breakfast, $15 for 
lunch, $25 for dinner). However, when a meal is provided at a PHA event, reimbursement will not be provided for a 
meal purchased elsewhere, unless the alternate meal was purchased because the member could not attend the 
provided meal due to PHA obligations. Additionally, PHA will not reimburse alcohol expenses.  
 
Reimbursement: In order to be reimbursed for travel expenses related to this meeting, please send the expense 
report with original, itemized receipts to the appropriate individuals listed above. Please specify if you would like to 
donate your reimbursement to PHA. Please submit all reimbursement requests within 60 days of the meeting. 

 
Ground Transportation: Ground transportation for dinners and other outings will generally be provided by 
PHA. Should transportation not be provided, PHA asks that members book the least expensive method of travel, 
and highly encourages the use of public transportation. 

 
Mileage: Should a member choose to drive to a meeting or event for PHA, mileage will be reimbursed at the IRS 
standard reimbursement rate. Members can be reimbursed at a rate of $.14 per mile.  

 
Reimbursement Donations: Members may wish to donate their expenses to PHA in lieu of reimbursement. If a 
member wishes to donate all or a portion of their expenses to PHA, they should indicate this on their expense 
report. PHA will provide the necessary documents for tax purposes. 


