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General Travel Policy  
It is your responsibility to know, understand and be in full compliance with this policy. You are 
held accountable for exercising sound business judgment and ethical behavior in applying this 
policy to specific circumstances. You are expected to treat Kappa Kappa Gamma’s funds and 
assets as if they were your own, spend wisely and efficiently, respect budgetary constraints, 
and ensure that every spending decision is consistent with both the letter and the spirit of this 
policy. Any expense that Kappa Kappa Gamma determines is not consistent with this policy will 
be treated as a personal expense. If you have any questions concerning this policy, you should 
obtain guidance from the Finance Department at Kappa Kappa Gamma Headquarters.  
 
Authorized Travel Agency  
All travel must be booked through Concur Travel’s online booking tool via Kappa Kappa 
Gamma’s travel provider, Direct Travel. This includes airfare, rental cars and any hotel 
reservations. Any travel booked outside of the Concur Travel portal without permission from 
the appropriate cost center owner will not be reimbursed and payment will be the 
responsibility of the workforce member. Best efforts should be made to book airfare, rental 
cars and any required hotel rooms at the same time to avoid duplicate booking fees. Direct 
Travel’s telephone booking service is only appropriate for complex, multistop domestic trips or 
if a flight has been canceled by the airline.  
 
Airfare  
Kappa Kappa Gamma’s policy is to book the most cost-effective flight, which may not be a 
preferred flight or airline. Flights pertaining to general, non-large event travel are not to exceed 
$400. Flights above this cost must be approved in advance by the Event Manager or trip 
coordinator.  
 
The maximum airfare costs for Convention, the Fraternity Leadership Institute, Kappa 
Leadership Conference, and Leadership Academy will be determined prior to each of these 
events by the Fraternity Treasurer in conjunction with the Event Manager and other pertinent 
staff/volunteers. Airfare costs that exceed the established maximum must be approved in 
advance by the Event Manager or trip coordinator. 
 
The approval must accompany the reimbursement request or credit card expense form (for 
Kappa credit card holders) upon submission. If the trip coordinator can find a more cost-
effective fare on a flight or airline that is not preferred by the Kappa volunteer or staff member, 
the volunteer or staff member may only take the more expensive option by personally covering 
the cost difference between the two fares. The same procedure applies if upgrading to first 
class or business class.  
  
In order to book the most cost-effective flight, volunteers and staff members should make 
airline reservations at least 30 days in advance of travel unless travel was approved after the 
30-day window.  
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Airfare-related expenses that are reimbursable by Kappa Kappa Gamma include:  
• Economy or coach airfare.  
• One checked bag. (Leadership Consultants are allowed two checked bags.)  
• Seat selection and/or early bird check-in when the total ticket price remains under the 

$400 ticket limit.  
• In-flight internet. (This is for full-time Kappa Headquarters staff only. This must be 

approved by the supervisor in advance.)  
• Airfare-related expenses NOT reimbursable by Kappa Kappa Gamma include:  
• First-class or business-class airfare.  
• Overweight bag fees.  
• Seat selection and/or early bird check-in when the total ticket price exceeds the $400 

ticket limit.  
• Seat upgrades.  
• Fees for more than one checked bag.  
• In-flight internet.  
• Travel insurance.  

  
Flight/Trip Cancellations and Delays  
When traveling for Kappa Kappa Gamma business or events, you accept all risks associated with 
said travel, including the repercussions of travel delays or cancellations.  
  
In the event that your flight is delayed or canceled, it is typically the airline’s responsibility to 
rebook you on a new flight. In some situations, the airline will compensate you with a hotel stay 
and/or a meal voucher. When this is provided, it is expected that you will utilize the provided 
provisions and will not expense any additional expenditures to Kappa Kappa Gamma.  
  
In the event that your flight is delayed or canceled and a hotel room is not provided to you, 
Kappa Kappa Gamma will allow you to expense up to two nights at the maximum rate of $150 
per night as per the hotel guidelines.  
  
In the event that you are not happy with the airline-provided rebooked flight and decide to 
rebook a different flight, Kappa Kappa Gamma will not be responsible for the additional flight 
costs incurred. Should the airline provide other forms of compensation for your travel 
disruption (e.g., flight reimbursements, points, etc.), these rewards are yours to keep for 
personal use. Kappa Kappa Gamma is not responsible for lost wages due to flight delays or 
cancellations.  
  
TSA PreCheck  
Kappa Kappa Gamma does not reimburse for TSA PreCheck.  
  
Airport Parking  
Kappa Kappa Gamma will reimburse airport parking fees up to $18 per day with the exception 
of conference events. For Biennial Convention, Kappa Kappa Gamma will reimburse airport 
parking fees up to $18 per day if the volunteer/staff member lives farther than 60 miles from 
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the nearest airport (120 miles round trip.) Fees in excess of $18 will need to be covered 
personally by the volunteer or staff member.  
  
Parking costs incurred over $18 related to requirements for injury or mobility restrictions will 
be given special consideration.  
 
Ground Transportation  
With the exception of travel to the regularly scheduled Biennial Convention and other 
conference events, the preferred means of ground transportation are rental car, personal car, 
public transportation, and taxi or ride-sharing service.  
  
Car rentals should be used for Kappa Kappa Gamma business when the rental cost is less than 
the reimbursable personal mileage cost. The least expensive vehicle that will hold the required 
number of people/luggage should be secured. Fuel, parking fees and tolls incurred while 
utilizing the rental car for Kappa Kappa Gamma business will be reimbursed. Please submit 
detailed receipts for these expenses.  
  
Collision and liability/accident insurance should be waived as it is provided under Kappa Kappa 
Gamma’s group insurance policy. Please request the most recent insurance card from the 
Finance Department at Kappa Headquarters. Canada is a “no-fault” car insurance system, also 
known as personal injury protection (PIP). Because of Canada’s car insurance system, Kappa 
Kappa Gamma recommends staff and volunteers do purchase an individual rental car policy 
when renting a vehicle in Canada.  
  
When traveling on Kappa Kappa Gamma business, you may be reimbursed for mileage at 40 
cents per mile for use of your personal car. An online mapping system page PDF or screenshot 
that documents miles traveled should be included with your expense reimbursement form. The 
reimbursement of travel mileage is intended to cover all vehicle expenses for the volunteer or 
staff member using their personal vehicle on Kappa business. Therefore, reimbursement of 
fuel, insurance deductible, roadside assistance, and vehicle repair expenses will not be 
approved.  
  
If you are involved in an accident while using your personal vehicle on Kappa Kappa Gamma 
business, your personal insurance will provide primary coverage. You are responsible for 
purchasing adequate liability insurance for your personal vehicle and reporting the accident to 
the Executive Director at Kappa Headquarters.  
  
Fines and penalties for parking violations are not reimbursable while on Kappa Kappa Gamma 
business. Fines for other types of traffic violations or violations of other laws or regulations are 
not reimbursable while on Kappa Kappa Gamma business.  
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Hotels/Lodging  
Kappa Kappa Gamma’s policy is to book the most cost-effective hotel room. Room rates are not 
to exceed $150 per night, including taxes. You must seek approval from the trip coordinator 
before booking a hotel room that exceeds $150 per night.  
  
Hotel room internet charges are not reimbursable. Kappa Headquarters staff may be 
reimbursed with advanced approval.  
 
Meals  
With the exception of travel to the regularly scheduled Biennial Convention and other large 
conference events, while volunteers and staff members are traveling for Kappa Kappa Gamma, 
business meals will be reimbursed for your actual meal expense, which is not to exceed $15 for 
breakfast, $15 for lunch and $15 for dinner. These reimbursement amounts cannot be 
combined into a daily amount or a joint meal amount. These rates are intended to cover the 
total meal cost, including taxes and a reasonable gratuity. Meals while traveling will be 
reimbursed if travel time plus one hour exceeds five hours.  
  
Alcohol is never reimbursed. Separate checks must be secured for alcohol purchases. All 
receipts submitted for meal reimbursement should be itemized, detailing purchased items. 
Staff members and volunteers should be in communication with their manager or trip 
coordinator about any extenuating circumstances.  
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