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AL Travel Overview
From time to time staff will be asked to travel to conferences, workshops, events and to support in-country teams.  This policy is intended to streamline and support decision making around business travel of all AL Global Staff, Interns and Fellows.

Booking Travel
All AL travel must be cleared with the employee’s line manager.  Every effort must be made to combine trips with paid for opportunities.  Work travel must be booked as far in advance as possible in order to ensure that costs are kept at a minimum. AL Global Staff fly economy class. 

Booking Accommodation
AL staff should as far as possible stay at trusted AL suggested accommodation when in country.  Every reasonable effort must be made to balance distance from the office and cost. Speak to your line manager about using the AL Airbnb account. 

Per Diem
Per diem is an allowance paid to AL staff for lodging, meals, and incidental expenses incurred when travelling. This allowance is in lieu of paying their actual travel expenses. Per diem payments are not part of the employee’s wages if the payment is equal to or less than the federal per diem rate and the employer receives an expense report from the employee. Employees may claim the daily per diem rate without providing itemized receipts.  The accommodation cannot be claimed if staff are staying with friends or family- however they may claim up to 10% of the allotted amount per night to contribute to the household expenses.

Per Diem Rate (2019 rates)
	Country
	Meals & Incidentals
	Accommodation
	Overall

	AL Countries[footnoteRef:0] [0:  These amounts are based on a heavily reduced State and average state department DSA, as prescribed by the IRS, https://aoprals.state.gov/web920/per_diem.asp ] 

	$30 per day, $20 on travel days
	$60 per night
	$90

	Europe
	[bookmark: _heading=h.gjdgxs]$55 per day, $45 on travel days
	$110 per night
	$165

	North America[footnoteRef:1] [1:  https://www.gsa.gov/travel/plan-book/per-diem-rates.  The per state is often more (particularly in DC) but this is an average.] 

	$50 per day, $41 on travel days
	$100 per night[footnoteRef:2] [2:  This can be increased to $150 per night for one or two night stays in New York City or San Francisco where the cost of living is significantly higher.] 

	$150








What does is cover?
The per diem rate for M&IE includes the following items:
· All meals,
· Room service, laundry, dry cleaning, and pressing of clothing, and
· Fees and tips for persons who provide services, such as food servers and luggage handlers.

We understand that internet is a critical tool to ensure that we can do our work – additional payments for WiFi will be accepted above and beyond the normal rate if necessary and justified.

How to expense Per Diem and what records to keep
The report must include:
· The business purpose of the trip,
· The date and place of the trip, and
· Receipts for lodging (if using the meals-only per diem rate).

In Country Travel
All in-country travel is expensed separately to meals, incidentals and accommodation. When travelling in a country in which we work, employees should as far as possible use country office vehicles and public transport.  Taxis and car calling services will only be permitted to and from the airport with luggage, except where there is a legitimate safety concern.  All travel must be itemized and include reason for travel.  Please use the AL Uber account if at all possible.

Expense Filing
The employee must file the expense report with the employer within a reasonable period of time (30 days). If any of these requirements are not met, the payment is taxable to the employee.
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