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American Bus Association Travel Expense Reimbursement Policy 

 
This policy is intended to:  

 Provide a clear and consistent understanding of ABA’s travel expense 

reimbursement policy for members of ABA committees;   

 Ensure compliance with applicable federal regulations; and  

 Explain requirements that promote the reasonableness of costs incurred by 

individuals traveling to official meetings on behalf of the ABA.  
 

ABA's travel expense reimbursement program meets the Internal Revenue Service (IRS) 

definition of an accountable plan. As a result, reported expenses and reimbursements that 

conform to this policy are not reported as taxable income to the individual.  
 

Pursuant to authorization by the ABA Board Chair, ABA will provide travel 

reimbursement to members of ABA Committees traveling to a scheduled meeting, 

identified by ABA to conduct business at a location and for the purpose specified in the 

notice of the Committee meeting.   
 

All reimbursement requests must be submitted within 45 days of the meeting’s 

adjournment to the offices of ABA’s President & CEO at 111 K St. NE 9th floor, 

Washington, D.C. 20002.  Travel reimbursement requests should include the appropriate 

receipts, credit statements, ticket stubs and accounting documentation with the sum stated 

in US dollars, along with an ABA reimbursement request form. 
 

Reimbursements will be provided for incidental travel and allowable meeting expenses 

up to $500.00 (USD) for the first meeting night and up to $100 for each additional 

meeting night, but shall be limited to members of the following ABA Committees, 

meeting for the sole purpose of conducting the business of the committee as indicated in 

the meeting notice: Board Audit Committee, Board Governance Committee, Board 

Finance & Budget Committee, Board Time & Place, Board Ethics Committee, Board 

Bylaws Committee, BUSPAC Committee, CTIS Committee, Policy Committee, 

Diversity Committee, Marketplace Advisory Committee (and its subcommittees), Top 

100 Selection Committee, the Bus Industry Safety Council, and any other committees 

that the Board Chair may convene from time to time.   

 

In no case, shall reimbursement exceed the maximum allowable from ABA as indicated 

above.  Reimbursement will not be provided to committee members participating in 

meetings that occur in conjunction with other ABA meetings, such as Board meetings or 

Marketplace where reimbursement is also provided. 
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Examples of reimbursable expenses are:  
 Meals 

 Lodging  

 Transportation charges, including taxi, shuttle, airfare, rail, subway, ferry or bus 

tickets  

 Private airplane parking/tie down, fuel, hanger rental, and landing fees  

 Baggage transfer and handling, including reasonable tips 

 Toll charges and parking fees  

 Laundry services, if the duration of the meeting is greater than 4 consecutive days  

 ABA meeting related business services, such as facsimile, and photocopying  

Examples of non-reimbursable expenses are:  
 Alcoholic beverages or tobacco products 

 Coat check  

 Child or pet care 

 Personal entertainment charges such as movies, spa/health clubs, sightseeing, etc.  

 Personal grooming services, such as barbers, hairdressers and shoe shines  

 Personal telephone calls in excess of reasonable calls home (generally one per 

day) 

 Parking tickets or other traffic fines  

 Collision damage waiver insurance for motor vehicle rental  

 Personal automobile accident insurance  

 Travel insurance (exceptions may be requested for foreign travel)  

 Lost baggage  

 Upgrades (air, hotel, car, etc.)  

 "No-show" or cancellation charges for hotel and car service 

 Late check-out and room guaranteed charges 
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Explanation of Reimbursable and Non Reimbursable Items 
 

Gratuities (Tips) 

Tips may be reimbursed if the tip is 20% or less of the cost of the associated goods or 

services, or if the tip is customary and of a reasonable amount in cases where the tip cannot 

be associated to a specific cost (e.g. bellhop). 

 

Transportation Tickets 

Passenger copies of transportation tickets are required for travel reimbursement. For 

electronic tickets, obtain proof of payment from the travel agent or obtain a passenger coupon 

at the ticket counter. Transportation receipts should include dates, destinations and amounts.  

 

Use of Private or Personal Aircraft 

Reimbursement will be based on the actual operating expense, rental fee for the aircraft or the 

private aircraft mileage. Reimbursement requests for use of private aircraft must indicate the 

pilot, type of aircraft, mileage and number of hours flown.  A copy of the flight plan and or 

pilot’s flight log should be included in the reimbursement request.  When more than one 

person is carried on the same flight, reimbursement is payable only to the pilot.  

 

Rental Cars 

Long distance travel by rental car is discouraged. ABA will reimburse the traveler for the 

cost of renting a compact or standard-size car and for the automobile-related expenses if use 

of the rental vehicle is the most economical mode of transportation. In these cases, the direct 

cost of gasoline may be reimbursed. Before renting a car, the traveler should consider shuttle 

services and taxis, particularly for transportation between airport and lodging. 

 

Private Automobiles 

ABA will provide reimbursement at a standard rate per mile for travel by private automobile 

based on the actual driving distance by the most direct route. The standard mileage 

allowance, defined by the IRS, is in lieu of all actual automobile expenses such as fuel and 

lubrication, towing charges, physical damage to the vehicle, repairs, replacements, tires, 

depreciation, insurance, etc. In addition, necessary and reasonable charges for the following 

expenses are allowed: tolls, ferries, parking, bridges, and tunnels. Traffic ticket and parking 

ticket expenses will not be reimbursed.  

 

Lodging 

ABA will reimburse a traveler for allowable lodging expenses incurred during travel. A 

lodging receipt must include all of the following information:  

1. The name and location of the lodging establishment.  

2. The dates of stay.  

3. Separate amounts for charges such as lodging, meals and telephone calls.  

When traveling to a meeting, it is appropriate to stay at the hotel hosting the meeting, 

assuming that the daily rate is not unreasonably expensive relative to other local alternatives.  

 



Updated Winter 2010 

Meal Expenses 
ABA will reimburse a traveler for allowable meal and incidental expenses incurred during 

travel, provided that meals are not concurrent to the meeting program. Travelers sometimes 

pay for meals for others. These expenses are reimbursable when the name(s) of the meal 

attendees are listed and the business purpose of the meal is justified in a written statement 

and submitted along with the reimbursement request. Restaurant receipts, when required, 

must include all of the following information:  

1. The name and location of the restaurant.  

2. The number of people served.  

3. The date and amount of expense.  

Gratuities should be shown on the credit card receipt or restaurant receipt.  

 

Miscellaneous Expenses 

Certain miscellaneous expenses essential to the purpose of authorized travel will be 

reimbursed. Miscellaneous expenses include:  

 Meeting Expenses: Registration (if not prepaid), costs of presentations, published 

proceedings, rental of meeting rooms, and other actual expenses in connection with 

professional meetings, conferences and seminars will be reimbursed.  

 Excess Baggage: Charges for excess baggage are reimbursable only when the traveler 

is transporting meeting materials or when the extended period of travel necessitates 

excess personal baggage.  

 

Travel Expenses of Spouse and Others 

In general, the expenses of a spouse, family or others accompanying the business traveler are 

not reimbursable.  


