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I. SCOPE 
The Travel Policy of the American International Health Alliance (AIHA) shall set 
forth all regulations and essential procedures governing all domestic and 
international travel and transportation financed by AIHA.  This policy applies to all 
employees, contractors, sub-recipients for which AIHA is making travel 
arrangements, program participants and other individuals traveling on AIHA-
sponsored trips and/or exchanges.   
 
This policy should also provide guidance for AIHA sub-recipients with AIHA 
issued subgrants that are making their own travel arrangements, particularly with 
respect to: use of U.S. flag carriers and adherence to the Fly America Act, 
limitations on premium class air travel, and per diem rates for lodging, meals and 
incidental expenses.  Sub-recipients financing AIHA-sponsored trips through an 
AIHA-issued subgrant shall adhere to their institution’s travel policy per the AIHA 
subgrant provisions provided their policy has been approved by AIHA.  All travel 
under an AIHA-issued subgrant shall be included within the subgrant workplan 
(or authorized changes to the workplan) and corresponding budget.  Travel 
notification should be provided to AIHA as soon as travel is arranged. 
 
Exceptions to this policy, as with all AIHA policies, shall not be made without the 
written approval of the Executive Director based on a written justification.  
Approval of an exception to this policy does not necessarily authorize the 
expenditure of US Government funds for the travel and may require the 
expenditure of non-program funds instead.  Funding implications regarding the 
allowability of the expense should be addressed in the memo requesting the 
exception.   
 
 

II. PURPOSE 
The purpose of this policy is to provide guidance on domestic and international 
travel for those traveling on AIHA-sponsored trips and/or exchanges.  This policy 
has been developed with the intent of supporting the needs of travelers and 
effectively managing travel expenditures in a manner that balances the need to 
assure that official travel is conducted in a responsible manner with the need to 
minimize administrative costs and to communicate the policies in a clear manner. 
The policy covers the following: travel planning and authorization; allowable 
travel-related expenses; payment of authorized travel expenses and reporting; 
and reimbursement of authorized travel expenses.   
 
The following are some travel policy and procedure issues of particular 
importance:  
 
A. Authorization of Travel 

All AIHA travel for business purposes shall be authorized in advance by a 
cost center manager (CCM) who is a program director, program officer or a 
program associate.  When a cost center manager travels, his/her travel shall 
be approved by his/her supervisor.  AIHA encourages, especially for 
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international travel, a minimum notice of three weeks for processing traveler 
authorizations and performing other related travel services, such as 
obtaining visas.    

 
B. Reasonableness and Cost Effectiveness 

It is AIHA policy to reimburse travelers for expenses which are reasonable, 
appropriately documented, properly authorized, and necessary in the 
conduct of AIHA business.  Travelers are expected to use AIHA resources 
prudently and economically and to seek the most reasonable costs 
(including using an AIHA-designated Travel Agent) for travel arrangements.  
Travelers are responsible for the payment of any charges incurred through 
failure to comply with the AIHA travel policy, as well as those expenses 
incurred for personal convenience.   
 

C. Travel Reporting and Accounting 
It is the responsibility of the traveler to complete and submit for approval a 
Travel Voucher, AIHA’s documentation form for travel expenses, within 10 
business days of returning from each trip.  
 
Upon receipt of an approved Travel Voucher, the AIHA Finance 
Department is responsible for reviewing and recording expenses in 
accordance with AIHA’s Manual of Accounting and Financial Policies and 
for reimbursing travelers (or for obtaining payment from travelers for 
unliquidated advances) for out-of-pocket expenses. 
 
Also within 10 business days of returning from each trip, the traveler must 
complete and submit to their supervisor a completed Trip Summary Form 
and/or an agenda covering all the days of the trip which will be 
incorporated into the applicable Trip File.  The supervisor is responsible for 
insuring compliance with this policy, the completeness of the Trip File, and 
the review and approval of travel-related expenses.  
 

D. Traveler Safety and Travel Related Insurance Coverage 
The safety and security of its travelers is of paramount importance to AIHA.  
Every effort is made by AIHA to ensure that travel arrangements include the 
use of established transportation carriers and safe and secure 
accommodations.  Safety concerns must also be uppermost in the mind of 
each traveler.  All reasonable safety precautions should be undertaken by 
any traveler participating in AIHA business travel.   
 
To provide peace of mind and manage the risks inherent in travel, AIHA 
provides basic travel, accident and medical evacuation insurance coverage 
to travelers participating in AIHA business travel.  AIHA provided insurance 
is intended to be supplemental in case of emergency during travel on AIHA 
business and does not substitute for basic health insurance and similar 
coverage which remain the responsibility of the traveler. 
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III. DEFINITIONS 
 

A. Per Diem.  Daily expenses for lodging meals and incidental. 
 

B. Meals and Incidental Expense (M&IE)  
Meals include breakfast, lunch and dinner.   Incidental expenses include 
toothpaste, shampoo, laundry, tips and fees for services, e.g., for waiters, 
baggage handlers, etc.  Baggage handler tips required for the sole purpose 
of handling excess baggage that AIHA has requested the traveler for official 
reasons, may be itemized separately for reimbursement. 
 

C. Lodging 
Expenses for overnight sleeping facilities (e.g. hotel lodging).  This does not 
include accommodations on airplanes, trains, buses or ships that have been 
included and paid as part of transportation expenses for AIHA.  

 
D. Travel Advance 

Funds provided to travelers prior to trip departure, according to procedures 
defined below, to minimize out-of-pocket expenses to the traveler 
 

E. Travel Voucher   
A complete accounting of all allowable business travel expenses used to 
reconcile travel advances. It is accompanied by receipts and supporting 
documentation for all costs and is submitted within 10 business days after a 
traveler returns. 
 

F. Supporting Documentation 
Original receipts, invoices, boarding passes, ticket stubs showing proof of 
purchase. Receipts must include the date, time and place of the 
expenditure, itemization of charges and any associated taxes (as 
applicable). 

 

G. Trip Summary Report  
A written synopsis of the traveler’s activities and accomplishments during 
the business trip and/or an agenda covering all the days of the trip.  It must 
be submitted to traveler’s supervisor within 10 business days of the 
traveler’s return.  The supervisor is responsible for ensuring that this 
document becomes a part of the official trip file.  
 

H. Coach/Economy/Comfort Plus Class Air Fare 
The standard rate commercial airfare to be used by the traveler except in 
special situations as identified below.  Travelers are to purchase either:  

 fully refundable Economy Class airplane tickets; or 

 tickets that are fully refundable less a “reasonable penalty.”    
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“Comfort Plus” seats is another type of economy class that is allowed for all 
international flights that are inter-continental – e.g. US to Europe, Europe to 
Africa, US to Africa, US to Asia, Europe to Asia, and vise-versa .  The use of 
this type of economy air fare will not be allowed for inter-Africa, inter-
Europe, inter-Asia or within the Continental US.  
  

I. Premium Class Air Fare 
 
Airfare and other transportation costs are expected to be limited to coach or 
economy class, unless otherwise justified and approved.  Special 
circumstances may support a request for premium airfare —above 
Coach/Economy Class—when travel duration is over 14 hours in length 
without a stopover en route.  These special circumstances are governed by 
donor requirements, budget constraints and programmatic reasonableness 
and may include the following: 1) economy class service not available; 2) 
travel by person with a medical condition necessitating special 
accommodation; 3) unacceptable foreign carrier; and 4) overall cost 
savings.  Authorization to use premium class airfare must be given in 
advance by the Executive Director, in writing on the AIHA Premium 
(Business) Class Authorization Form.  The rationale used to support the 
business class authorization must be fully documented on the AIHA 
Premium (Business) Class Authorization Form.  Subject to specific donor 
requirements (under PEPFAR, for example); additional documentation and 
approvals may be required.   
 

J. Upgrades 
Increases in service (airline class, type of hotel room, etc.) that are made by 
the traveler above the standard level of travel service.  Any such upgrades 
must be paid personally by the traveler or may be covered by the traveler’s 
own frequent user credits.   Any upgrades except those specifically provided 
for in the discussion above regarding the Comfort Plus airfare are not 
reimbursable. 
 

K. Forced Layovers 
Forced layovers are allowable if travel to the final destination without an 
overnight is unavoidable.   
 
AIHA also authorizes a “rest period” for travelers whose one-way air travel is 
fourteen (14) hours or more from scheduled time of departure to scheduled 
time of arrival at the final destination unless the traveler is flying premium 
class.  “Rest period” are also not authorized when travel is performed by an 
indirect route.   
 
Under many circumstances, if scheduling (delays or cancellation) results in 
an unanticipated layover, accommodation arrangements will be made by the 
airline at its expense.  If, however, unanticipated layovers are not 
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accommodated by the airline, the traveler should fully document this layover 
and provide airline certification in order to claim reimbursement.  Travelers 
who experience scheduling conflicts on the first day of travel whereas the 
initial flight departs from the traveler’s home city shall return home unless 
the airline pays for an overnight at a local hotel.  A traveler’s home city 
constitutes the metropolitan area in which the traveler resides.   
 
Note:  Travelers flying on a direct route, without interruption except for flight 
connections, with a difference of five or more time zones between 
authorized points of travel should, whenever possible, arrange departure to 
allow arrival at the destination the day before commencing duty.  
 

L. Dayroom 
Certain hotels may provide a special reduced rate for the use of a hotel 
room for a portion of the day.  AIHA may authorize the payment or 
reimbursement for such dayroom in certain circumstances.  See section V. 
Allowable Travel Expense.  Use of a hotel by a traveler embarking on or 
debarking from an overnight flight is authorized if the layover time at an 
airport (or train station) is greater than 6 hours. 
 

M. Trip Number 
Number assigned to the traveler’s trip upon authorization of travel. This 
number is used to track all AIHA-sponsored trips in AIHA’s travel database. 

 
N. Travel Notification 

Advance notice provided by a traveler to AIHA that travel is occurring under 
the award.  Dates, purpose, and destination of the travel should be 
specified. 
 

O. Passports and Visas 
Government permission to travel and enter a country is often (but not 
always) provided through the issuance of a visa.  Travelers should be aware 
of visa requirements of the countries being visited.  When visas are 
required, they should be obtained in advance whenever possible, and, of 
course, when required.  A valid passport is generally always required to 
obtain a visa.  Travelers should also ensure there are at least several 
unused pages in their passports and the passport expiration date is no more 
than six months before the date of travel. 
 

P. Baggage Fees 
Charges for baggage are reimbursable for up to 2 checked bags weighing 
up to 23 kilograms or 50 pounds each on domestic and international flights.  
Additional baggage fees due to excess weight or number of bags are not 
allowed (including baggage weighing more than the regularly allocated 
amount noted above) unless these fees are the result of transporting AIHA 
materials and/or equipment. 



 

6 AIHA | Travel Policy 

 

 
 

IV. AUTHORIZATION AND APPROVAL OF TRAVEL 
 

A. Travel Authorization and Request for Advance Funds Forms 
All business trip taken on behalf of AIHA requires pre-approval.  Approval 
signifies that the travel is within the benefiting program’s budget and is 
required to achieve the program’s objectives.  In some cases, additional 
prior approval may be required by the in-country US Government agency.  
 
A traveler must complete a Travel Authorization form (TA) identifying the 
purpose of the travel and the nature of the business benefit to be derived as 
a result.  In addition, it is important that travel be properly coded to the 
benefiting program 
 
The cost center manager or other authorizing official grants approval and 
authorizes travel by signing the TA.  (See section II.A above). 
 
The Request for Advance of Funds form provides a cost estimate for 
anticipated business-related expenses to be incurred during travel.  The 
traveler should indicate on this form if any meals will be provided during the 
trip and whether or not any personal travel will be taken.      

 
For AIHA staff  members that do not have a corporate charge card, an 
advance of up to 75% of the M&IE and other non-lodging expenses may be 
authorized and 100% of lodging expenses, unless the lodging expenses can 
be prepaid by AIHA prior to departure on the trip in order to minimize out-of-
pocket expenses for the traveler.  AIHA staff that has a corporate charge 
card may receive a similar advance of up to 75% of the M&IE and other 
anticipated non-lodging expenses prior to departure on the trip.  The 
remaining lodging expenses are expected to be incurred using the 
corporate charge card.  If it has been determined prior to the trip that 
lodging may not be paid by charge card or prepaid by AIHA, the traveler 
may seek an advance for lodging.  Travel advances shall be submitted to 
AIHA’s Finance Department at least five (5) business days before the date 
on which the advance is needed, but no earlier than fifteen (15) business 
days. Travelers traveling to the US who requests an advance requiring 
100% M&IE must provide their boarding passes related to the air-travel 
to the United States in exchange for their funds. 
 
Foreign nationals, excluding staff, traveling within their own country where a 
M&IE rate has been established and approved by a local US government 
agency, such as CDC, and which is below that of the maximum per diem 
rate set by the US State Department, may advance such local M&IE at 
100%.  
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All travel advances will be liquidated within 10 business days of a traveler’s 
return by the submission of a completed, signed, and approved Travel 
Voucher to AIHA’s Finance Department (or the appropriate field office that 
issued the advance).  
 
If a traveler fails to liquidate the travel advance within thirty (30) days after 
completing the trip, AIHA’s Finance Department will bill the traveler directly. 
NOTE: No subsequent new advances shall be issued to a traveler until 
prior ones have been liquidated unless approved by the CFO.  AIHA 
will take all appropriate actions necessary to recovering un-liquidated 
travel advances. 

 
B. Corporate Charge Card 

AIHA staff that frequently travels will be issued an AIHA corporate charge 
card.   
 
For AIHA employees having corporate charge cards, the cards should be 
used to the maximum extent possible for all business-related travel 
expenses. Business-related expenses include airfare, hotel, car rental, fuel, 
and meals. Personal credit cards should not be used for business expenses 
unless the corporate charge card is not honored by the business 
establishment.  The corporate charge card shall not be used to pay for 
any personal expenses.  Use of the corporate charge card will provide 
AIHA with crucial statistical and expense documentation detail that will also 
facilitate the negotiation of discounts with airlines, car rental companies, 
hotels and other travel vendors. 
 
Corporate charge card invoices are sent directly to AIHA for payment. 
Travelers are responsible for reconciling charge cards entries in accordance 
with AIHA’s Manual of Accounting and Financial Policies.  

 
C. Travel Requirements/Special Situations 

 

1. Omega World Travel and Preferred Airlines 

Due to the complexity of travel arrangements and the need to adhere 
to numerous USG travel regulations, AIHA outsources international 
and domestic airline travel arrangements to Omega World Travel 
(“Omega”).  Omega also provides travel accident/assist and medical 
evacuation insurance for U.S. travelers ticketed by Omega. 

 
Additionally, AIHA and Omega World Travel establish preferred 
provider relationships with certain airlines and those airlines will, 
therefore, be utilized to the maximum extent possible. Travelers may 
use other carriers only to the extent that: 1) the preferred carriers do 
not serve the destination; 2) using preferred carriers would add an 
additional leg to the itinerary; 3) using preferred carriers would add 
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significantly to flight duration; and 4) space is not available on the 
preferred carriers. 
 

2. Travel Using U.S. Flag Carriers 
For USG-funded travel, AIHA is required to adhere to the provisions of 
the “Fly America Act.”  In summary, the Act requires that all air travel 
be taken on a US flag carrier or on a foreign carrier which has a code-
share arrangement  with a US flag carrier or is qualified under the 
recent bilateral agreement (“Open Skies” Air Transport Agreement) 
between the United States and European Union (EU) which allows US-
funded travelers to utilize European Union Airlines as well as US Flag 
carriers.  
 
Additional exceptions to the “Fly America Act” requirements apply 
when traveling between the United States and another country are 
found in Part 301-10.136 through 301-10.143 of the Federal Travel 
Regulations hereto attached as Appendix 1. 
 
AIHA supports the use of US flag carriers and generally follows these 
rules for non-USG funded travel as well but will make exceptions to 
this policy on a case by case basis if it does not violate the terms of 
AIHA’s funding source.  

 

3. Travel Notification 
Since much of AIHA travel involves interaction with others, prior 
notification of all involved parties is essential.  Such prior notification 
insures that involved parties will be available to meet and/or participate 
in scheduled conferences, workshops, and other program activities.  
Award provisions and/or sponsor regulations may also require prior 
notification –and sometimes, approval or clearance (e.g. USAID 
Mission Approval) – of overseas travel.  In addition, a “letter of 
invitation” is frequently required to: 1) obtain a visa and/or authorize 
travel from the United States to an overseas host country, or 2) from 
an overseas host country to the United States.  Prior to authorizing 
travel, cost center managers shall insure that all appropriate and 
required notifications have been sent, and approvals for travel have 
been received.  
 

4. Personal Travel/Side Trips 
Personal travel and/or side travel may be added to an authorized trip 
consistent with the travelers other work obligations.  AIHA employees 
must ensure that they have sufficient leave time to cover such time off 
and have documented prior approval of their supervisor to take such 
leave.  Travelers are responsible for making their own arrangements 
for personal travel and side trips.  Travelers may request the AIHA 
Program and Travel Assistant (PTA) to include the additional flight legs 

http://www.gsa.gov/graphics/ogp/FTRBulletin11-02USEUOpenSkies.PDF
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on their travel ticket.  The incremental costs for this additional airline 
travel shall be paid to AIHA prior to the airline ticket being issued, and 
the cost comparison shall be included in the trip file.  AIHA asks that 
partners limit their requests for personal flights to stops that align 
closely with the original flight path. As it is AIHA’s responsibility to get 
the traveler from their home-base to the worksite, any excessive 
personal travel requests can be denied by AIHA. Travelers shall NOT 
request AIHA staff to make ANY other personal travel arrangements 
for them.  AIHA will not reimburse travelers for any personal travel 
expenses. 
 
 

V. ALLOWABLE TRAVEL EXPENSES 
 

A. Transportation Expenses 
 

1. Air Travel 
 

a. Preferred Class of Air Service: It is AIHA’s policy to use economy 
class, refundable air service to the maximum extent possible.  

b. “Comfort Plus” seats are another type of economy class that is 
allowed for all international flights that are inter-continental – e.g. 
US to Europe, Europe to Africa, US to Africa, US to Asia, Europe to 
Asia, and vise-versa.  The use of this type of economy air fare will 
not be allowed for inter-Africa, inter-Europe, inter-Asia or within the 
Continental US.  
o In some instances, “comfort plus” seats may be pre-booked by 

Omega; 
o Some airlines, however, only provide comfort-plus seating at 

the time of check-in.  In these cases, if paid for directly by 
traveler (including through an airline loyalty program as an 
“upgrade”, for example), the related cost can be submitted for 
reimbursement. 

o Due to the varying availability of “comfort plus” seats—
depending on the airline and/or aircraft—flight itineraries will 
not be made around the availability of “comfort plus” seating. If 
the airline and aircraft a traveler is booked on offers “comfort 
plus” seats, all efforts will be made to upgrade the traveler to 
those seats upon purchase of the original itinerary.  

 
c. In certain situations, premium class air service is allowed.  If 

approved for the Premium Class air service, the premium class 
authorization form must be approved in advance by the Executive 
Director.  
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Circumstances justifying the use of premium class travel include:  
1) economy class service not available; 2) travel by person with 
medical disability whose disability and need for premium service is 
documented with a current physician letter; 3) unacceptable foreign 
carrier; 4) overall cost savings; 5) use of AIHA travel (upgrade) 
coupons; and 6) travel is in excess of 14 hours and a stop en route 
is not possible1.  The rationale used to support the premium class 
authorization must be fully documented on the AIHA Premium 
Class Authorization Form.  The Executive Director is singularly 
responsible to authorize Premium Class travel.  (Note: in certain 
circumstances dictated by AIHA’s funding agreement only an 
official from the funding agency may provide such authorization). 
 
To maximize discount fare possibilities, travel arrangements should 
be made and tickets purchased as far in advance of travel dates as 
possible.  Penalty and nonrefundable fares provide savings 
opportunities, but these are risky and potentially more expensive if 
changes or cancellation are needed.  Travelers should be certain of 
travel plans if penalty fares are to be used.  In no event shall non-
refundable tickets be purchased.   

 
d. Day Room / Airport Lounge:   Certain hotels may provide reduced 

rates for the use of a hotel room for a portion of the day.  Use of 
hotel day room by a traveler embarking on or debarking from an 
overnight flight is authorized if the layover time at an airport (or train 
station) is greater than 6 hours.  Alternatively, use of airport lounge 
day pass may be prearranged by Omega Travel. Please note that 
an airport lounge is not the same as an airline’s airport club (e.g. 
Delta Sky Club and United Club), which is not reimbursable.   

 
e. Airline Club Memberships: The purchase of an airline club 

membership is not reimbursable.   
 
f. Airline Upgrades: The purchase of airline upgrade certificates for 

premium class is not reimbursable. Reimbursement for upgrade 
certificates for economy comfort class certificates may be 
permissible if qualified under Section III.I above. 

  

                                                 
1When a rest stop is not possible on flights which are separated by several time zones and either the origin or the 
destination point is outside of the continental U.S., and the time (including stopovers) is in excess of fourteen (14) 
hours.   The schedule flight time involved is measured from scheduled take-off until scheduled landing at the traveler's 
destination; it excludes home or hotel to airport travel time or unscheduled delays at an airport or in flight.   Included in 
the fourteen (14) hour measure is waiting time for connecting flights at transfer points provided traveler has accepted 
the most direct and expedient routing.  
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g. Lost, Unused or Exchange Tickets: Any airline ticket lost by a 
traveler must be reported immediately to the travel agent who 
purchased the ticket (e.g. Omega World Travel), so that the ticket 
can be canceled.  

 
All unused tickets or unused portions of tickets booked through 
Omega Travel must be returned to AIHA for forwarding to Omega 
Travel for refund within 30 days of the travel date. If the ticket is 
nonrefundable, the agency will hold the ticket for future use. 

 
Penalty tickets must be applied within strict time limits to future 
ticket purchases generally for the travel by the same individual.  
While the penalty cost associated with changing a ticket may be 
covered by the funding agent, unused tickets are generally not 
allowable expenses under any award.  Travelers are responsible 
for prompt re-use of any cancelled or changed penalty ticket. 
Traveler must submit all unused tickets, coupons or other evidence 
of refund to AIHA (c/o Travel Assistant or Director of 
Administration). 
 

h. Personal Travel: Any incremental cost to airline tickets for 
personal travel and other costs associated with personal travel shall 
be paid in advance by the traveler and the documents should be 
included in the travel file. The incremental costs for this additional 
airline travel shall be paid to AIHA prior to the airline ticket being 
issued, and the cost comparison shall be included in the trip file.  
Travelers shall not request AIHA staff to make any other personal 
travel arrangements for them.  AIHA will not reimburse travelers for 
any personal travel expenses. 
 

i. Baggage Fees: Airlines (especially for travel within the US) are 
increasingly charging fees for checked bags. AIHA will reimburse 
for up to two checked bags weighing up to 23 kilograms or 50 
pounds each in such circumstances. 
 

j. Excess Baggage Fees: Only excess baggage fees related to AIHA 
business (e.g. for AIHA materials or equipment) will be reimbursed. 

 
2. Preferred Class of Ground Transportation 

Ground travel shall be done by the most economical means of 
transport, with due consideration given to time efficiency. Choices 
include shuttle services, personal vehicle, public transportation, 
taxis, sedan services and rental cars. Taxis are the preferred means 
of transportation, but if no reliable taxi service is available at the 
worksite AIHA will arrange a reputable sedan/car service. Rental 
cars are generally the most expensive mode of local transportation 
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and should be used only when no other mode of reliable 
transportation is available with preapproval from the Executive 
Director.  
 
a. Taxis:  To the extent possible, taxi should be used as the means of 

transportation.  Receipts should always be obtained and submitted 
for reimbursement. 
 

b. Sedan/Car Services: If a reliable taxi service is unavailable at the 
worksite, AIHA will arrange a sedan service for local transport.  

 
c. Rental Car:  The only time rental cars should be used is when 

reliable taxis and/or car services are unavailable. Given 
preapproval from the Executive Director, vehicle rental reservations 
must then be booked through AIHA’s preferred travel agent 
(Omega World Travel).  It is AIHA policy to book a compact size 
vehicle unless the number of persons traveling together on AIHA 
business or other circumstance requires a larger size vehicle.   

 
Rental Car Insurance Coverage: AIHA procures insurance 
coverage for domestic (i.e. in the U.S.) car rentals by its 
employees under its corporate charge card vendor. Whenever 
possible, a corporate charge card should be used to rent a vehicle 
and additional rental car insurance coverage should not be 
purchased.  If a corporate charge card is not used or if the person 
renting/driving the car is not an AIHA employee, insurance should 
be taken out on the car and is reimbursable.  When renting a 
vehicle outside the United States, full insurance coverage should 
be purchased from the car rental vendor.   
 
Rental Refueling: It is AIHA policy that the traveler should refuel 
the vehicle prior to returning it to the car rental vendor. Service 
station prices are substantially less than those imposed by the 
rental companies. 

 
d. Use of Personal Vehicles: Individuals who use their personal 

vehicle on AIHA business shall be reimbursed at the AIHA 
approved mileage rate.  The approved mileage rate for US 
travel is the USG established mileage rate.  Mileage/Kilometer 
rates for field offices shall be established in writing by the field 
office and shall be based upon rates commonly used by the 
USG or other USG-funded organizations.  Documentation for 
the rate and updates shall be forwarded to AIHA ’s Finance 
Department.   
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Mileage is computed using the lesser of the distance from the 
employee's house or office to the ultimate destination. 
Reimbursement for long distance use of a personal vehicle is 
limited to the amount payable if a commercial airline flight at 
lowest logical cost were used. 

 
Fuel, repairs, maintenance, depreciation, and insurance on 
personal cars are not reimbursable expenses as the mileage 
allowance is intended to cover all vehicle-operating expenses. 
(Parking, toll, and other similar costs are reimbursable.)  

 
Employees must have minimum bodily injury and property 
damage insurance protection as required by law in order to 
use their personal vehicles on AIHA business.  

 
e. Fines/Traffic Violations:  Fines for any moving traffic and/or 

parking violations will not be reimbursed. 
 

f. Vehicular accidents when using personal / rental cars — 
If the accident occurs in the United States, obtain the license plate 
number of the other car, the name of the other driver, the insurance 
company and policy number of the other driver.  Note the make, 
model, and year of other vehicle.  Provide this information for 
yourself and car to the other driver but make no statement as to the 
cause of the accident.  File an incident report with AIHA. 

 
If the accident happens in a foreign country, either follow the above 
procedures, if appropriate; or continue on to the nearest police 
station and report the accident.  File an incident report with AIHA. 
 

3. Lodging 
Travelers are expected to utilize government discount rates where 
available. If no government discount rate is available, the traveler 
should book the lowest available rate. Travelers will be reimbursed for 
reasonable lodging costs within the limits specified below. 

 
Travelers will be reimbursed based on actual expenditure and may not 
exceed the maximum rates as established by AIHA for each locality.  
Travelers should be aware that the ceilings for foreign lodging rates 
are inclusive of tax whereas the domestic rates are pre-tax ceilings.  
The AIHA rates are based on those developed by the United States 
Department for international travel and those developed by GSA for 
domestic rates.  Travelers should visit the State Department and the 
GSA websites for the most current lodging rates.  The links to these 
websites are available in the Travel Resources section of the AIHA 
website.   
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For reimbursement purposes, it is the responsibility of the traveler to 
ensure that the lodging rate plus any taxes (in the case of foreign 
rates) does not exceed the established lodging per diem rate.  
Reimbursement for Higher Rate Lodging that exceeds the 
established lodging per diem rate may be authorized under the 
circumstances listed below. Reimbursement for Higher Rate Lodging 
must be pre-approved in writing by the Executive Director. 
Documentation of such circumstances must be provided and attached 
to the original hotel invoice.   

 The only hotel available at the destination exceeds the government 
rate 

 Use of the less expensive hotel would actually be more expensive 
due to taxi costs for business-related travel or more time 
consuming due to distance from work site 

 

 Safety concerns necessitate staying at a hotel which happens to 
exceed the government rate 

 Documented currency fluctuations 
 

4. Late Arrival/Early Departure 
All reservations including those booked by Omega Travel should be 
guaranteed for late arrival. It is the traveler’s responsibility to notify 
either the Travel Agency or the hotel of a cancellation in order to 
avoid a 'no-show' charge. A cancellation number should be retained. 
Travelers failing to cancel a reservation will be held personally 
responsible for any associated costs, unless documentation is 
submitted and approved by the Executive Director. 

 
Some hotels are presently adding various surcharges for early 
departures. Please inquire about these fees at the time of booking if 
your plans are not definite. 
 

5. Late Departure 
Some hotels offer extra-late checkout, often at an additional fee. If a 
traveler has a late night flight departure from the country they are 
working in, or from a city that is not their home city, their hotel 
reservation will be arranged for the latest possible checkout time. If a 
late checkout has not been pre-arranged though the local AIHA office, 
it will be reimbursable with their travel reconciliation upon return to their 
home country with the appropriate documentation.     
 

6. Meals and Incidental Expenses (M&IE) 
M&IE covers meals and incidental expenses associated with any pre-
authorized travel.   
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For domestic travel, AIHA utilizes the M&IE rates established by GSA; 
for international travel, the M&IE rates established by the US State 
Department are used.   In each instance, AIHA utilizes the maximum 
allowable M&IE rate.  However, in certain circumstances (such as 
long-term stays where the traveler is being accommodated in an 
apartment or hotel with cooking facilities), a reduced M&IE rate may be 
established by AIHA at its discretion.  Travelers should visit the State 
Department and GSA websites for the most current M&IE rates.  The 
links to these websites are available in the Travel Resources section of 
the AIHA web site; including the allocation of M&IE rates to be used in 
making deductions from the M&IE allowance (see Per Diem Rates per 
Meal). 
 
M&IE costs for each city (locality) will be required to be stated on the 
traveler’s expense report for each day a per diem is claimed. The 
M&IE rate for the locality where the traveler is at 12:00 a.m. shall be 
used for each day the traveler is away.  

 
If any of the employee’s meal expenses are already paid by AIHA, 
AIHA will adhere to the State Department’s allocation of per diem 
percentages. AIHA at its discretion may allow the traveler to claim the 
full M&IE if there are medical, religious and official business 
requirements such as those allowed by the Federal Government.   For 
reference, see the Federal Travel Regulations on M&IE, Part 301-
11.18 hereto attached as Appendix 2. 
 
If a meal is provided by a common carrier or a complimentary meal is 
provided by a hotel/motel, the cost of the meal should not be deducted 
from the M&IE allowance.   
 
M&IE begins on the date of departure from the point of origin for the 
traveler and ends on the return date to the point of origin.  M&IE on the 
day of departure and day of return shall be paid at 50% of the AIHA 
allowed M&IE rate for the destination city/point of departure city on 
return.   M&IE shall not be paid for trips of less than 24 hours away 
from the traveler’s duty post/home residence.  Actual expenses for 
M&IE will be reimbursed for trips to another city for less than 24 hours.        

M&IE is to be used for meal expenses and incidental expenses such 
as toothpaste, shampoo, laundry, tips and fees for services, e.g., for 
waiters, baggage handlers, etc.  Baggage handler tips required for the 
sole purpose of handling excess baggage that AIHA has requested the 
traveler for official reasons, may be itemized for reimbursement.  
 



 

16 AIHA | Travel Policy 

 

For travelers who have layovers, the per diem of that city is only paid if 
the traveler is there for more than 12 hours and the traveler will not be 
staying overnight in a different city. 
 
For reference, see the Federal Travel Regulations on M&IE, Part 301-
11.1 through 301-11.306 hereto attached as Appendix 2. 
 

7. Business Meals While on Travel 
Business meals are meals taken with partners, clients, prospects or 
associates during which a business discussion takes place. Business 
meals must not be lavish or extravagant and must be reasonable and 
necessary to the conduct of business. Casual lunches are not 
reimbursable. When business is transacted over a meal, the date and 
location of the meal, the names and affiliation of those attending, and 
the business purpose must be recorded on the expense report, while 
on travel. 
 

8. Conference, Workshops and Off-site Meetings 
Frequently, employees are required to arrange for participant 
lodging and transportation as well as the associated costs of 
conferences, workshops, and off-site meetings. 
 
Responsibility for locating sites and negotiating costs for training 
is a contract management function. If the costs are to be 
centrally billed to AIHA, it is extremely important to obtain 
purchase orders from Procurement and to coordinate travel 
arrangements as far in advance as possible. Many 
hotels/conference centers require that credit applications and/or 
formal contracts be completed by an approved Financial Officer 
of AIHA in order to accept central billing. 
 
When lodging costs are centrally billed, attendees should be 
informed that the AIHA-paid portion is limited to the cost of room 
and taxes; any incidental costs such as telephone, minibar, or 
room service are the responsibility of the attendee. If any of the 
incidental costs are reimbursable to the attendee, they should be 
submitted on an approved expense report. 
 
If transportation is to be provided through AIHA-paid tickets, 
advance notification is required in order to make travel 
arrangements, arrange for billing and delivery of the tickets, and 
allow time for the negotiation of lowest possible airfares. The use of 
penalty tickets (i.e. tickets with penalties for cancellation) should be 
discussed with the Travel Agency in order to determine the cost 
effectiveness of those tickets as the penalty cost of cancellation is 
normally not an allowable contract cost. 
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At the conclusion of the conference it is important that attendees 
complete an expense report (either a standard one or one 
designed specifically for the conference). Original receipts for 
transportation and the hotel invoice must be attached to a signed 
copy of an expense report. This documentation is necessary to 
support the costs incurred and will satisfy audit and IRS 
requirements. 
 
M&IE per diem is to be pro-rated if one or more meals are provided as 
indicated in Section V. B. Subsistence and Incidental Expenses. 
 

B. Other Business Travel Expenses 
 

1. Business-related telephone, Fax, Delivery  and Postage Costs  
All reasonable electronic devices, i.e., telephone, telegraph, faxes; 
delivery and postage costs incurred during the travel assignment which 
are necessary to the business purposes of the trip are reimbursable 
provided that receipts are obtained. The traveler should use the most 
economical means of communication. 

 
2. Telephone Calls to Travelers Home  

Travelers on overnight business trips will be reimbursed for up to a 
total of 10 minutes of telephone calls per day while on travel 
status. Amounts above this limit will be the employee’s personal 
responsibility unless an exception is provided by the Executive 
Director on the basis of documentation of a family or other 
emergency.  AIHA issued mobile phones may be used for this 
purpose within the above limits.  

 
3. E-mail/Web Use at Hotel Business Centers 

All reasonable e-mail/web use at hotel business centers cyber cafes 
and other locations wired and wireless networks, including on airplane 
are allowable.  Travelers should use time prudently and for other 
business purposes.    

 
4. Telephone Calls from Airplanes 

Telephone calls should be made from aboard an airplane only in an 
emergency.  

 
5. Travel Insurance 

AIHA provides travel accident/assist and medical evacuation insurance 
for its travelers whenever possible.  In those instances in which AIHA 
may not be able to provide coverage, costs for comparable insurance 
may be reimbursed with prior approval. 
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C. Miscellaneous Expenses 

 
1. Reimbursable Expenses 

The following expenses are reimbursable and may be included on the 
Travel Vouchers:  

 
a. Passport photographs and visas  
b. Traveler’s checks, currency exchange, transaction fees for use of 

automated teller machines (ATMs) and customs fees 
c. Immunizations and other required health costs 
d. Expenses related to baggage such as transportation/transferring 

charges for authorized excess, charges for storage of baggage 
when such charges are the result of official business 

e. Other pre-approved, pre-departure costs   
 

2. Non-reimbursable Expenses 
The following items are considered to be of a personal nature and will 
not be considered for reimbursement:  

 
a. Personal entertainment such as in-room or in-flight movies  
b. Magazines, newspapers or similar items for personal use 
c. Child care and/or pet care fees  
d.     Alcohol 
e.     Hotel mini-bar items 

 
 
VI. PROCEDURES   
 

The following describes the relevant travel related forms, process, deadlines and 
routing to whom the forms should be submitted:  

 
A. Travel Authorization Form 

 A minimum of 10 business days prior to travel, the traveler 
completes a Travel Authorization Form and submits to the 
appropriate cost center manager or authorizing official for approval and 
confirmation of appropriate finance codes. 

 The traveler gives the signed authorization to the Program and Travel 
Assistant (PTA) to be entered into the travel database.  

 The PTA assigns a trip number, keeps a copy and returns the form to 
the traveler. 

 In the case of regional staff travel, the regional office assigns the trip 
number.  
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B. Request for Advance of Funds Form 
 After determining a final itinerary through Omega World Travel, the 

traveler provides a copy to the Regional Office, where relevant. 
 
 In order to receive an advance, travelers are strongly encouraged to 

submit the Request for Advance of Funds form 10 business days in 
advance but in no event less than 5 business days accompanied by a 
copy of the final itinerary and signed travel authorization form signed 
by the appropriate authorizing officials.  Request for advance of funds 
with less than 5 business days must require an explanatory 
memorandum approved by the Executive Director. 

 
 The traveler submits the form to the Finance Department.  

 
C. Completion of Trip File 

 
Within 10 business days of his/her return, the traveler must submit a 
complete Trip File to the Program and Travel Assistant.  Each required 
document for the Trip File is listed below:  
 
 Completed Travel Authorization:  Travelers should ensure that the 

trip number, appropriate finance codes and the signature of the 
authorizing official are included. 
 

 Completed Request for Advance of Funds: Travelers should ensure 
that the final itinerary is attached and that the appropriate authorizing 
official has signed the form. 
 

 Completed Travel Voucher: Travelers must submit a Travel Voucher 
form accompanied by supporting documentation (i.e. receipts, ticket 
stubs, copies of boarding passes, invoices, etc.) for all allowable, 
business-related expenses.   

  
Travelers must be sure to sign and date this form verifying that all 
expenses are accurate.  
 

 Other Documentation: Personal data form and any other forms 
and/or supporting documentation pertaining to upgrades, forced 
layovers, and personal travel/ side trips should also be included in the 
Trip File. 
 

 Trip Summary/Trip Detailed Agenda: Each traveler must submit a 
Trip Summary or detailed agenda covering all days of the trip to 
relevant cost center manager(s) and/or supervisor.   
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At the conclusion of the conference it is important that attendees 
complete an expense report (either a standard one or one 
designed specifically for the conference). Original receipts for 
transportation and the hotel invoice must be attached to a signed 
copy of an expense report. This documentation is necessary to 
support the costs incurred and will satisfy audit and IRS 
requirements. 
 
M&IE per diem is to be pro-rated if one or more meals are provided as 
indicated in Section V.B. Subsistence and Incidental Expenses. 
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VII. APPENDICES 
 

1. FTR Fly America Act:  Part 301-10.136 through 301.10.143  
2. FTR M&IE:  Part 301-11.1 through 301-11.306  

 



















 

VIII. TRAVEL FORMS 
1. Trip Request  
2. Travel Authorization  
3. Business Class Authorization  
4. Personal Data Form 
5. Cash Advance Request  
6. Travel Expense  
7. Trip Report  
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July 2012 

TRIP REQUEST FORM 
 
 

 
Traveler Names:   
Partnership:   
Objectives:   
Budget Codes:   
Dates:   
Destination:   
Trip Number:   
Traveling In‐Kind?:   
TA Status:   
Staff at ROs to 
receive the TA:   
Trip report request:   
PDF/Passport:   
Visa:   
Flights:   
Insurance:   
Hotels/Lodging:   
Transfers/Transport:   
Advance:   
Other:   

 
 
 



AIHA TRIP NUMBER  

 

AIHA TRAVEL AUTHORIZATION FORM 

 

Travel Authorization Form                                                                                                                        Revised August 2012 

 

Partnership 

Name/Institutions 
 

Trip Purpose/ 

Exchange Objectives
1
  

 

Traveler Position/Title 
Exchange Objective(s) 

Addressed by Traveler 

   

 

Itinerary 

Traveler(s) 
From 

(City and Departure Date) 

To 

(City and Arrival Date) 

AIHA or 

Personal 

    

    

 

Please indicate all that apply: 

  I/we will book our own air and ground travel using funds from our subgrant.  

Note: Air travel must adhere to the Fly America Act by which government-funded air travel must be on 

U.S. air carriers for trans-oceanic flights and to the fullest possible for all other flights, or on foreign 

carriers who are covered under the Open Skies agreement or have code share agreements with US flag 

carriers.
2
  

 I/we will require AIHA assistance in booking air and ground travel using the above requested itinerary. 

 I/we will book our own hotel(s) during our stay.   

Note: Hotel costs must be within the U.S. government allowable lodging rate.
2
 

 I/we will require AIHA assistance in booking hotel(s) during our stay. 

Our hotel preference(s) is (are) as follows: 

 I/we will provide travel insurance to our travelers. 

 I/we will require AIHA assistance with travel insurance.  

Note: When flights are provided by AIHA, insurance is automatically purchased for travelers. 

Currently AIHA is limited in its ability to purchase medevac and emergency health services insurance 

for travelers who are not North American citizens/permanent residents traveling abroad or foreign 

nationals coming to the US.  For other travelers, alternative arrangements may be made by AIHA 

country offices or by the traveler on a reimbursable basis
2
 

 I/we will require AIHA assistance with the following in-country logistics 

 Airport pick-up upon arrival  

 Domestic air travel  

 I/we have additional requests specified here:     

 

TO BE COMPLETED BY AIHA PROGRAM OFFICER/ASSOCIATE 

Project Name  

Budget Code  Percentage 

  

                                                                                                                 

 

(Cost Center Manager)         (date) 

 Account-code provided by:   Date:    

 Trip number assigned/input to AIHA database by:   Date:    
 

Partners - A copy of this form should be submitted to the AIHA staff assigned to the country program.  

 

1. If exchange trip is not listed in partnership workplan, please explain your reason(s) for travel. 

2. Please reference the AIHA Travel Policy and/or contact the AIHA Travel Coordinator if further explanation is needed.  



July 2012 
 

AIHA Business Class Authorization Form   
 
Trip No:  _________  
 
Award No.:  __________________________________________________________            
 
Traveler(s): ___________________________________________________________ 
 
 
Request:  In accordance with AIHA’s policy for authorization on the use of premium-
class air accommodations, I am submitting this request for premium class upgrade for 
the travelers identified above based upon the following special situation:  
 

________ Travel in excess of 14 hours and a rest stop or in-country recovery  
day is not possible; 1 

 
________ Economy class service not available;  
 
______ Travel by person with a medical disability; (Current medical note is 

attached/on file with_________.) 
 
______ Unacceptable foreign carrier; (explanation attached)  
 
______ Overall cost savings; (rationale/calculation is attached) 
 
_______ Use of AIHA travel (upgrade) coupons; 
 
_______ Other ____________________________  
 

I understand that no AIHA-paid rest stop en route is permitted when using premium 
class.   
 
Requestor’s signature: ________________________        Date: __________________ 
 
 
Authorization:   In accordance with AIHA’s travel policy, I have reviewed the above 
request.  I have considered the provided rationale, budgetary constraints and 
programmatic need and hereby approve the request.   This authorization complies with 
expectations of AIHA’s travel policy that travelers will use AIHA resources prudently and 
economically and seek the most reasonable costs. 
 
 
Executive Director: __________________________         Date: ___________________ 

                                                           
1 On flights which are separated by several time zones and either the origin or the destination point is outside of the 
continental U.S., and the time (including stopovers) is in excess of fourteen (14) hours.   The flight time involved is 
measured from scheduled take-off until scheduled landing at the traveler's destination; it excludes home or hotel to 
airport travel time or unscheduled delays at an airport or in flight.   Included in the fourteen (14) hour measure is 
waiting time for connecting flights at transfer points provided traveler has accepted the most direct and expedient 
routing. 



American International Health Alliance, Inc. 
Personal Data Form 

Personal Data Form                            July 2012 

 
 
 
 

Traveler Information 
Name – Exactly As It Appears on Passport: 
Last Name:  First Name: Middle Name/Initial: 

Position/Title: Professional/Academic Degrees (e.g., RN):   

Organization or affiliation:   

Work Address:  City/State: 

Country: Postal code: 

Work Phone:  Work Fax: Email: 

Permanent Home Address:  City/State: Postal Code: 

Home Phone: Mobile Phone: 

Passport No.: Issue Date: Expiration Date:  

Citizenship: Date of Birth:  Gender:  

Name & Phone Number of Emergency Contact:                              

 
Please remember to fax or scan and email a copy of your passport to your AIHA point of contact prior to travel. 

 



AMERICAN INTERNATIONAL HEALTH ALLIANCE 
Advance Request

Make Check Payable To: Date Needed:

Mail Check To: Travel Dates:

Trip Number:

Destination:

Email:
Currency:

Person Requesting Advance: Exchange Rate:

No. of 
Travelers City No. of Days

M&IE
Rate

Total M&IE
Per Diem

No. of Nights 
(Lodging)

Lodging
Rate

Total Lodging
Per Diem

1 0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00

Total M&IE Per Diem 0.00 Total Lodging Per Diem 0.00

# of Units Per Unit Rate Total
0.00
0.00
0.00
0.00
0.00

0.00

List personal travel dates here (if applicable):
ARRIVAL

DATE
DEPARTURE 

DATE
USD 

Equivalent
0.00 0.00

PER DIEM ADVANCE 
(Do not include meal or lodging costs previously arranged)

Total M&IE Per Diem

TOTAL ADVANCE
(M&IE and Other Travel Costs Advanced at 75%)CITY

OTHER ADVANCE COSTS
Description of Cost (interpreters, ground transaportation, etc.)

Total Other Costs

(for travel advance)

(for travel advance)

July 30, 2012

(for travel advance)

0.00 0.00
Total Other Advances 0.00 0.00

0.00 0.00

List itinerary gap information here (if applicable):
ARRIVAL

DATE
DEPARTURE 

DATE

Allocation % Natural Code Project Task Code Debit Credit
0.00 0.00
0.00 0.00 Signature of Check Recipient:
0.00 0.00
0.00 0.00 Date:

**Attach Final Itinerary & Travel Authorization**

Approvals

Finance Department Use Only

Total Lodging Per Diem

TOTAL ADVANCE

Finance Manager  or AFO/AFA

I have reviewed the itinerary for this particular trip including all gaps in itinerary, and concur with the above calculation.

CITY

CFO  (HQ costs only)Cost Center Manager



AMERICAN INTERNATIONAL HEALTH ALLIANCE
Travel Expense Form

Payee: Travel Dates:

Mail Check To: Trip Number:

Destination:

1 $0.00
2 $0.00
3 $0.00
4 $0.00
5 $0.00
6 $0.00
7 $0.00
8 $0.00
9 $0.00
10 $0.00
11 $0.00
12 $0.00
13 $0.00
14 $0.00
15 $0.00
16 $0.00
17 $0.00
18 $0.00
19 $0.00

July 30, 2012

Reciept
Number Date Expense Description

Local 
Currency 
Amount

Exchange 
Rate

(attach supporting 
documentation)

Total Cost
(USD)

$
20 $0.00
21 $0.00
22 $0.00
23 $0.00
24 $0.00
25 $0.00

TOTAL CLAIMED $0.00
Original receipts should be attached and numbered accordingly as listed above.  

Total Expenses $0.00
Less:  Travel Advance from AIHA $0.00
Less:  Monies Received from Corporate Credit Card $0.00
TOTAL DUE TO TRAVELER (DUE TO AIHA) $0.00
        

SUMMARY OF EXPENSES CLAIMED

I have reviewed the travel expenses claimed and concur with the above calculation:

Signature



1 

 
 

Trip Report Summary 
 
Trip Number: 
 
 
Traveler(s): 
 
 
 
Destination(s): 
 
 
 
Dates of Travel: 
 
 
 
 
Purpose of Trip: 
 
 
 
 
 
Outcomes of Meetings/Exchanges/Workshops: 

 
 

 
 
 


