TRAVEL & EXPENSE POLICY & PROCEDURES
(Effective: March 22, 2025)



Purpose:

This policy outlines the expense guidelines for those traveling for USA Cricket business.

1. DEFINITIONS

1.1 Accompanying Person — anyone who is traveling with a Traveler who is not traveling on
behalf of USA Cricket, including chaperones, parents, guardians, spouses, significant
others, etc.

1.2 Certificate — a donation USA Cricket receives from an airline or any entity that can be
used toward purchasing airline tickets, hotels, rental cars, merchandise, food etc.

1.3 Restrictive Fare — Restrictive fares are defined as a category below regular, main, or
economy class that place restrictions on the traveler. These restrictions may include: no
ability to pre-assign seats, bring a full-size carry on, make changes to flight, or earn miles,
etc. For domestic flights, these restrictive fares are often called, “Basic Economy” or “Saver
Fare”. For international flights, these restrictive fares are often called, “Light,” “Economy
Light,” or “Basic.”

1.4 Confirmed Ticket — a ticket that has been issued such that nothing further needs to be
done with the ticket.

1.5 Chief Executive Officer (‘CEO’) — responsible for the overall operations of USA Cricket
in coordination with the Board of Directors. The CEO must preapprove all staff travel along
with the Finance person in charge.

1.6 Staff — any person who is employed or contracted by USA Cricket.

1.7 Hosting Organization — any organization responsible for the conduct of a USA Cricket
sanctioned event other than USA Cricket itself, e.g. local organizing committees (LOCs),
member clubs, etc.

1.8 Per Diem or Meal Allowance — an allowance for daily expenses for meals not already
provided, including applicable taxes and tips for meals, while a Traveler is traveling on
behalf of USA Cricket

1.9 Controller — oversees and approves all domestic and international travel paid for by USA
Cricket

1.10 Team — a Team chosen by the Selections Committee to compete at an international
competition.

1.11 Team Support Staff — any person who is a part of the official delegation traveling to

a USA Cricket authorized event.



2. GENERAL PRINCIPLES:

2.1 Scope: This policy applies to all USA Cricket employees, contractors, volunteers,
committee members, board members, athletes, coaches, officers, directors, and
anyone requested by management to participate in USA Cricket events and activities

(collectively, “Travelers”).

2.2 Cost Effective: Expenses incurred on travel must be cost effective and efficient. While
spending limits are provided, we expect all travelers to make common-sense decisions
to spend conservatively. As a nonprofit organization, we have a fiduciary responsibility

to avoid any appearance of excessive or wasteful spending.

2.3 Accountability: Upon accepting to serve as an official, athlete, coach, etc., on behalf
of USA Cricket, each Traveler agrees to abide by USA Cricket’s Travel and Expense
Policy. Refusal to do so may result in removal from the official list of Travelers or
designated purpose event. All such Travelers should become familiar with the policy
and approvers will be held accountable to review and approve expense

reimbursements in accordance with this policy.

2.4 Changes and Cancellations: It is each traveler’s responsibility to understand all
change and cancellation policies for air travel, ground transportation and
accommodation. Each traveler would be responsible for any change or cancellation
fees that are a result of personal reasons such as missing a flight, change of itinerary

for personal preferences or cancelling an Uber.

2.5 Reporting: All expenses submitted for reimbursements must have itemized receipts.
Credit Card statements or screenshots will NOT be accepted as the sole form of
receipt. Expense reports must be submitted within 10 days (staff) and 60 days
(athletes, volunteers, and board members) of the event close. Failure to do so may

result in expenses not being reimbursed.

2.6 Exceptions: Any exceptions to this policy must be requested up to the time of booking
and must be approved by CEO and Board Chair (or Treasurer in the absence of Board
Chair).

3. TRAVEL NOTIFICATION AND AUTHORIZATION

3.1 The appropriate USA Cricket Staff will provide lists of those selected (“approved list”)

for domestic and international competitions representing USA Cricket business, by
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the Selections Committees, those participating in committee and/or task force
meetings, and those traveling to approved programs, camps, and clinics before any

travel arrangements are made.

3.2 Notification of travel to the Travel Planner from the appropriate USA Cricket Staff will

be made no less than 30 days prior to the intended departure date, if applicable.

3.3 Everyone traveling on behalf of USA Cricket is expected to take advantage of the
lowest economy airfare available, excluding restrictive fares, (see definitions)

regardless of airline, and, if required or requested, use a Certificate.

4. AIRTRAVEL

USA Cricket will provide comfortable, but economical, travel arrangements for athletes,
employees, contractors, volunteer staff, and board members in accordance with the

budget line items by which the travel is funded.

4.1 Bookings
All air travel will be booked using USA Cricket’s designated Travel Agency. Air travel
may be booked directly by contractors/employees/board members only if fares are
more economical than those obtained by the travel agency. Travel should be booked

at least 21 days in advance.

4.2 Travel Fares
USA Cricket will book the most economical fare while taking into consideration the
comfort of the traveler. USA Cricket shall make every effort to book domestic flights
that are nonstop or require no more than 1-stop, and international flights that require
no more than 2 stops. In any circumstance where the traveler requests a specific
itinerary, the difference between the lowest economy airfare and the preferred flight

must be at the expense of the traveler.

4.3 Travel Class
All air travel will be the most affordable fare available at the time of booking (coach
class). Any premium economy, business or first-class upgrades can only be booked at

the traveler’s expense and will not be reimbursable.



4.4 Preferred Carriers

Travelers can book with any carrier providing the fare is the most economical.

4.5 Baggage Fees

4.5.1 USA Cricket will reimburse for the first checked bag when the trip is up to 4
nights.

4.5.2 USA Cricket will reimburse for the first and second checked bags when the trip is
more than 5 nights.

4.5.3 USA Cricket will not reimburse for excess or overweight bags unless those bags

are for staff traveling with cricket equipment.

4.6 Visas and Immunizations
USA Cricket will reimburse for all visa and immunization costs associated with

international travel for USA Cricket business.

4.7 Reward/Loyalty Programs and Frequent Flyer Points
No coach/employee/contractor is permitted to book travel on behalf of others on travel
sites that permit the account holder to accumulate reward points that are not
transferable to USA Cricket or the individual travelers. For example, staff should not
make bookings for athletes or other travelers on Expedia.com. Individual travelers may

apply reward/loyalty/frequent flyer points to their individual accounts.

4.8 Unused Tickets
Any unused tickets or flight credits must be communicated to appropriate staff so they

can be used for future USA Cricket travel.

4.9 Personal Travel
Travelers may include personal travel with a USA Cricket itinerary. However, any
additional costs associated with the personal travel must be at the traveler’'s expense.
The USA Cricket itinerary should always take precedence over personal travel plans
attached to USA Cricket business.



410 Board Members Only:

4.10.1 If, due to USA Cricket-initiated reasons, travel is booked less than 21 days in
advance, (i.e., meeting was called less than 21 days in advance), USA Cricket will
provide complete reimbursement of airfare expense.

4.10.2 If any economy ticket being purchased to attend an official USA Cricket
meeting/business will cost more than $1,000, the board member must obtain prior
approval from the CEO or Controller for the purchase of the ticket.

4.10.3 Board members must make their own reservations and submit the itinerary and

receipt to the Controller or his designated staff for reimbursement.

5. GROUND TRAVEL

USA Cricket will provide safe, economical, and cost-efficient travel arrangements for
employees, volunteer staff, and team members in accordance with the budget line items
by which the travel is funded.

5.1 Rental Cars

5.1.1 USA Cricket's preferred vendor is Enterprise. Designated staff and or team
managers are responsible for arranging rental vehicles for coaches and team
members when a rental car is needed. Ground travel by other employees will be
arranged on a case-by-case basis.

5.1.2 It is expected that the least expensive car will be booked that is commensurate
with the needs of the traveler and should be shared to minimize costs when
traveling with a group. When making reservations, team managers must research
various car companies and book whichever offers the lowest rate, or, as applicable,
utilize the company with whom USA Cricket has a pre-negotiated contract rate.

5.1.3 Renters should refuel rental vehicles prior to returning cars to the car rental agency.

5.2 Use of Personal Vehicle

5.21 When personal vehicles are utilized for USA Cricket authorized travel,
reimbursements will be issued at a rate determined by the current IRS mileage rate
for 501¢3 organizations (see www.irs.gov).

5.2.2 Use of a personal vehicle in lieu of air travel, will be reimbursed at the current IRS
mileage rate and not to exceed the costs of airfare if purchased 21 days in
advance.

5.2.3 USA Cricket is not responsible for any theft or damage to personal vehicles or

property within, during its use for USA Cricket business.
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6.1 Airport Parking
The most affordable parking option should be utilized. Reimbursement for airport
parking would not exceed the cost of utilizing shared rider services such as Uber and
Lyft.

6.2 Ride Share and Taxis
The most affordable ride share option should be used according to the size of the
traveling party.

6.3 Other
Tolls, ferries, and parking expenses are reimbursable. Tips, parking tickets, fines,
moving violations, towing charges, accidents, thefts, and other penalties are not
reimbursable.

6.4 Board Members Only
It is expected that the least expensive option will be booked that is commensurate
with the needs of the board member, or as applicable, utilize the company with whom

USA Cricket has a pre-negotiated contract rate.

7 ACCOMMODATION
7.1 Booking
Designated USA Cricket staff still will make bookings for all travelers on USA Cricket

business. No coach/employee/contractor/board member is permitted to book travel on
behalf of others on travel sites that permit the account holder to accumulate reward
points that are not transferable to USA Cricket or the individual travelers. For example,
staff should not make bookings for athletes or other travelers on Expedia.com using
their individual account. Individual travelers may apply reward/loyalty/frequent flyer
points to their individual accounts.

7.2 Hotels

Economy hotels should be used under normal circumstances and rates between hotels
must be compared to find the most economical option available. Accommodations for
coaches and athletes will be booked by team managers or other designated staff.
Accommodations for other employees will be arranged on a case-by-case basis.

7.3 Receipt Requirement

All travelers must provide itemized expense reports listing all room costs, taxes,
internet service, parking, and meals.

7.4 Board Members Only

USA Cricket will provide housing options available to board members. If a board

member chooses to utilize a non-USA Cricket suggested hotel or rental property, the
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Board member is responsible for the lodging expenses above and beyond the cost of
the housing options provided. If housing options are not provided by USA Cricket,
Board members will need to make their own hotel arrangements. All travel
reimbursements made to Board members will be reviewed and approved by the Board
of Directors Treasurer, except that the Board of Directors Treasurer’s reimbursements

will be reviewed and approved by the Board of Directors Chairman.

8 PER DIEM AND MEALS

Meals may be reimbursed via per diem allowance or actual meal expense. Team managers

or the Controller or its designated staff can verify which applies for any given trip. The Team

manager will be responsible for the per diem allowances, including the distribution of the per

diem allowance to the appropriate individuals and returning any unused funds to USA Cricket.
8.1 Per Diems

8.1.1 Per diem is an allowance for daily expenses for meals not already
provided, including applicable taxes and tips for meals, while a
Traveler is traveling on behalf of USA Cricket.

8.1.2 Where team meals are purchased on behalf of the traveling party, the
total amount must not be more than the aggregate total based on the
per diem rate for each traveler. Per diem allowance is set at per diem
rate for meals determined on an annual basis by the General Services
Administration (GSA). The GSA rates for localities within the continental

U.S. are available at http://www.gsa.gov. Rates for localities outside the

continental U.S. will be decided by the CEO taking into consideration

the rates at http://www.defensetravel.dod.mil and http://www.state.gov.

8.1.3 For trips in which meals are included in hotel or other accommodations,
per diem will be granted only for the days of actual travel to and from
the destination. If meals are not included in hotel or other
accommodations, the per diem will be issued for each day the individual
is traveling.

8.1.4 The daily rate for meal reimbursement must be prorated for partial days
as follows: breakfast (20% of per diem), lunch (30% of per diem), dinner
(50% of per diem).


http://www.gsa.gov/
http://www.defensetravel.dod.mil/
http://www.state.gov/

Outbound/First Day of Trip

Scheduled Flight Departure Time Daily Per Diem Amount

Midnight — 10am 100%
10am — 3pm 80%
3pm — Midnight 50%
Return/Last Day of Trip
Actual Flight Arrival Time Daily Per Diem Amount
Midnight — 11am 20%
11am — 5pm 50%
5pm — Midnight 100%
8.1.5 If perdiem isn’t provided in advance to athletes, they will be required to

8.1.6

8.1.7

8.1.8

sign a per diem distribution form before athletes can receive their per
diem while traveling, which acknowledges receipt of the per diem. The
Team manager will be responsible for the per diem distribution form and
return it to the USA Cricket Controller or its designated staff at the end
of the given trip.

Actual meal expenses can be reimbursed via submission of an expense
report with receipts attached. Actual expenses will be reimbursed up to
the daily per diem rate.

Meal expense reports must include documentation of purpose and
attendee names.

The highest USA Cricket official in attendance must pay for group meal
expenses.

Business meeting meals are allowable where there is a specific

business purpose that benefits the mission of USA Cricket.

9 Other Reimbursable Expenses:

9.1 All ordinary and necessary expenses of conducting business while traveling are

reimbursed by USA Cricket.

9.2 Expenses which qualify for reimbursement or direct payment by USA Cricket
include business telephone calls, postage, overnight express charges, copying, fax

charges, business-related internet charges and laundry when on a trip of more than

seven days.



10 Non-Reimbursable Expenses:

In general, if this Policy does not explicitly identify an item as a covered expense, then the
affiliated individual should assume that it is not reimbursable. Non-reimbursable items

include, but are not limited to:

10.1  Alcohol
10.2 Any personal expense, items, and services (i.e. toiletries, clothing, cosmetics,
shoeshine, barber, hair stylist)
10.3 Personal entertainment (in-room movies, streaming video services,
sightseeing tours, theater, etc.)
10.4 Adult entertainment (e.g., activities that involve strip clubs, pornography, or
other sexually explicit or lewd behavior).
10.5 Any donation charitable or otherwise on behalf of USA Cricket.
10.6 Personal credit card annual/membership fees or finance/late payment fees.
10.7 Expenses for spouse / companion while on company business.
10.8 Lost or damaged luggage — claims should be pursued with airline carriers.
10.9 Traffic/parking fines/insurance.
10.10 Childcare
10.11 Petcare
10.12 Damages incurred to any form of accommodations.
10.13 Incidentals for fees and tips given to porters, baggage carriers, hotel staff, and
other service providers. These incidentals are provided under the daily per diem

amounts.

11 Required Documentation for Expense Reimbursements

Adequate documentation in the form of receipts must accompany each expense report in the
expense reporting system. Below is a list of what the receipt must include, and the dollar
amount limits for obtaining a receipt.

11.1 Hotel: Receipt always required. Include itinerary, name and location of the

hotel, dates of stay, separate amounts for charges such as lodging, meals, and
incidentals.

11.2 Entertainment / Business Meeting: Receipt always required. Include, name

and location of the restaurant, names and total number of persons served,
business purpose, date, and amount of the expense. Itemized receipt (credit card

copy will not be considered valid)
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11.3 Individual Meals: Receipt always required. Include, name and location, date

and amount of the expense, itemized receipt (credit card copy will not be
considered valid)

11.4 Group Meals: Receipt always required. Include, name and location, names and

total number of persons served, date and amount of the expense, itemized receipt
(credit card copy will not be considered valid)

11.5 Rental Cars: Receipt always required. Include, name of rental car company,

dates of rental, type of car rented, amount, fuel for rental receipt required if fuel
expense is $25.00 or more.

11.6  Other: Receipt always required. Include, vendor name and location, purpose,

date, and amount of the expense.

12 Missing Receipts:

Missing or incomplete documentation will delay the reimbursement. Every effort should be
made to obtain a duplicate copy of a missing receipt from the vendor. If the traveler is unable
to obtain a copy, a missing receipt statement must be sent to the Controller and its designated

staff with a complete explanation of the expense.

13 Reporting and Approvals:

It is recommended that expense reports be submitted to the Controller or USA Cricket
designated staff within 10 days of the completion of travel to allow the expense to be recorded
in the period the expense was incurred. Expenses will be paid to travelers upon approve and

in keeping with Finance Procedures, including deadlines for submission of claims.
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Team Manager:

EXHIBIT B — Per Diem Distribution Form

Event/Trip Dates:

Program:

Calculation of per diem: Breakfast $ days =
Lunch $ days =
Dinner $ days =

Name of Individual Amount of Per Diem Signature
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