
6/26/2018 
     

 

1 

 

UPMA TIME & TRAVEL POLICIES 

 

Authorization from the President of the Organization must be given for any assignments where 

Organization funds are to be reimbursed. A travel order will be issued by the National Office to 

be attached to your expense voucher.  

 

 TRAVEL 

 

1. All authorized air transportation arrangements will be made by the individual at the 

lowest possible cost available. The National President must approve airfare, exceeding 

$800 roundtrip in advance.  

 

2. Privately Owned Vehicle (POV) - Travel by POV is reimbursed at the current 

Government rate as set on January 1st of each year. Transportation costs incurred by you 

while on authorized assignment for the Organization will be reimbursed at the mileage 

rate or the cost of one round trip coach fare airplane ticket and fees for parking, and all 

fess for transportation to and from the airport, whichever is lower.  A comparison must be 

submitted with your expense voucher, if the travel exceeds 700 miles round trip. 

 

3. Rental Car - If an automobile is rented, the rental fees including gas and oil expenses are 

payable. Reimbursement will be at a rate not to exceed the cost of one round trip coach 

fare airplane ticket and fees for parking, and all fess for transportation to and from the 

airport, whichever is lower.  A comparison must be submitted with your expense 

voucher.  No collision damage waiver (insurance) is needed, or will be reimbursed for a 

car rental in the event one is authorized.  This is an unnecessary expense since UPMA 

carries protection that covers this.   

 

4. Taxi, Limousine and Baggage - Taxi and limousine services are reimbursed for the actual 

charge plus a reasonable gratuity.  Baggage fees are reimbursed for the actual charges. 

 

5. Lodging - Lodging is reimbursed at the single room rate. If a room is shared with an 

individual otherwise entitled to reimbursement, the rate will be at the double occupancy 

rate.   

 

 

 PER DIEM 

 

1.  Per Diem will be $50 per day while on official UMPA travel. Meals paid for by the  

National office are to be deducted from the daily fee at the rate of $12.50 each.  Daily tips,                                                                                            

such as hotel bellmen, maids, luggage handlers, etc. are no longer reimbursable and are 

included into the per diem. The only exception is the National Office Staff and Resident 

Officers at National events.  

     

 

DIRECTOR/EXECUTIVE FEES 

 

The Director/Executive fees are $225.00 per weekday excluding holidays. This stipend is paid to 

any National Executive Board Member on official board business for the Organization and is in 

lieu of any salary or allowance. 
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STANDING COMMITTEE AND PROGRAM EXPENSES 

 

The National President must approve all Standing Committee and program expenses. The 

President may authorize expenditures up to the allotted budget amount. In order to qualify for 

any committee stipend, the committee member must be registered at the host hotel. The 

individual expense vouchers must be submitted directly to the National Office.   

 

COMPLETION AND SUBMISSION OF EXPENSE VOUCHERS 

 

1. Vouchers and credit card reconciliations need to be submitted to the Executive Director 

within 30 days of travel or receipt of credit card statement. A copy of the travel order 

must be attached to both voucher and credit card reconciliation.   

2. Receipts are required for all out of pocket expenses incurred by the traveler on a UPMA 

credit card.  For electronic tickets, a copy of the electronic ticket confirmation showing 

the flight information along with the fare should be submitted. Receipts should be 

obtained for all expenses, if possible. If a receipt for an item cannot be obtained, such 

should be noted on the expense voucher. 

3. The dates travel begins and ends should be shown on the voucher.   

4. All vouchers must be submitted with complete documentation and any explanations. 

Incomplete vouchers will be returned. Payment will not be made until the requested 

information is submitted.   

5. Vouchers will be processed and checks issued within twenty (20) days of receipt of the 

voucher by the National Office.   

6. No collision damage waiver (insurance) is needed, or will be reimbursed for a car rental 

in the event one is authorized.  This is an unnecessary expense since UPMA carries 

protection that covers this. 

7. Vouchers for the President shall be prepared in the manner above, except they must be 

submitted to the National Secretary-Treasurer for approval. Travel must originate and 

return to one of the Washington DC area airports (Reagan, Dulles, BWI), Any travel 

from other locations must be accompanied with a cost comparison. Payment will be made 

at the lower of the two totals.  Travel time outside the Metro DC area to use other 

airports, and additional nights lodging and per diem before /after the conference or 

function must be considered in the cost comparison. 

 

    

 

AMENDMENTS OR CHANGES 

 

This Time and Travel Policy may be changed or amended by a two thirds (2/3) majority of the 

National Executive Board.  

 


