As revised July 11, 2013 

Sister Cities of Newport News, Inc. 
Policy Resolution #2
Travel Policy

Whereas Sister Cities of Newport News (SCNN) is a private 501(c) (3) corporation;
And whereas the stated goals of SCNN state that approximately 75% of its activity shall be:
Visits to or hosting of visitors from participating cities for the purpose of cultural and educational exchange and interaction. (From IRS Form 1023)
Therefore now be it resolved, that the following travel policy will be applied to all SCNN activities.

GENERAL PROVISIONS:

At the recommendation of the SCNN City Committee, the SCNN Board of Directors must approve at least three (3) months in advance the proposed travel dates, purpose, proposed number of delegates and the delegation leader of any outgoing Sister Cities delegation.  Arrangements made with less than the required notice are not subject to administrative support or funding from SCNN.

Any individual desiring to travel on a SCNN delegation must be a paid member of SCNN and must secure their place on the delegation with a non-refundable administrative fee of not less than $150.  The SCNN City Committee responsible for organizing an exchange shall submit to the Board of Directors for their approval any increase in the administrative fee.  
Delegation members are responsible for all travel expenses related to an exchange including, but not limited to:  airfare, ground transportation, touring fees and hotel expenses.  In general, accommodations in the host city shall be provided by “host families” and no expense for accommodations in the host city should be anticipated.  Delegates should anticipate out of pocket expenses for light meals, taxi service, souvenirs and the like as incurred.  Even though International travel is physically demanding - flights are long and the itineraries packed - as a member of a “delegation”, those traveling are expected to participate in all planned activities and shall not deviate from the group itinerary.  Punctuality is imperative when being hosted. 
It is the responsibility of the individual delegate to purchase “travel insurance”.   Travel insurance is recommended for all travel costing over $1,000.  SCNN shall not be financially liable for any trip cancellations.
It shall be the general policy that all Sister Cities delegations, regardless of size or destination, shall arrive and depart from the host city as a group.  Every attempt should be made by the organizing committee to purchase tickets and pay for hotel rooms as a group, with payment being made directly by the delegate to the travel agent or service provider so that delegates may use their credit cards.  The SCNN Treasurer must approve payment plans or other special arrangements that involve direct use of SCNN funds.  
Delegation leaders may request a travel deposit to cover unanticipated expenses.   All travel advances must be requested at least one week in advance, be an existing line item in the approved travel budget, and be approved by the Board President, Vice President or Treasurer.  A reconciliation of all of advances must be made with appropriate receipts within 60 days of travel.
The Delegation leader shall serve as the primary contact for the host city during the exchange and shall have decision making authority for the entire delegation as appropriate. 






CITY OFFICIALS AND CITY EMPLOYEES: 

NN City Officials (both elected and appointed), their interpreters, and any City employee officially visiting an existing, proposed or friendship Sister City, attending a conference or meetings or otherwise traveling on official SCNN business will be supported for travel and associated expenses as follows:

SCNN to pay 100% for all meals, snacks, tolls, parking, ground transportation, and hotel accommodations.  No air travel will be paid for by SCNN.
If a city official or employee also serves as a SCNN board member, they shall be treated for the purposes of travel as a SCNN Director.

SCNN will not pay travel expenses for Newport News City Officials (either elected or appointed), their interpreters, or any City employee visiting an existing, proposed or friendship Sister City, attending a conference or meeting, or otherwise traveling as a city representative, regardless of whether they serve on the SCNN Board of Directors.



SCHOOL STUDENTS AND CHAPARONES:

The policy for student/chaperone travel shall be approved by the SCNN Board of Directors during the budget approval process for each individual exchange and may vary from program to program .
The SCNN Board of Directors must approve by motion at a Board Meeting duly called any request to deviate from, or amend this travel policy. 

This resolution is approved by the SCNN Board of Directors at a meeting duly held July 11, 2013 and replaces all prior travel policies.






Al Riutort, President





Fred Cheeks, Vice-President
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