
V.  TRAVEL REIMBURSEMENT 

 

 A. Authorization 

 

Any employee traveling at DNA’s expense must notify her or 

his immediate supervisor . Travel for any purpose other than going 

to another DNA office for a meeting, or to a court or 

administrative body for a hearing in a DNA case, requires prior 

written approval via a Travel Authorization form.  Neither DNA nor 

any litigator may pay travel and related expenses for clients. No 

such expenses should be incurred, nor will they be reimbursed. 

 

 Travel arrangements are made by either the traveling employee 

or her/his Office Manager.  Reservations can be made using the 

traveling employee’s personal credit card, and get reimbursed by 

DNA, or by doing a Travel Authorization/Advance Request form.  

Occasionally at DNA-wide meetings, the Executive Secretary will 

make hotel arrangements (often pre-paid by DNA); in this situation, 

if employees do not show up for a reserved room, without getting 

a credit from the hotel, they must pay for the cost of the hotel 

room. 

 

B. Advances 

 

Under normal circumstances, advance travel payments may be 

sought by submitting a Travel Authorization/Advance Request form 

to the Director of Litigation or the Administrative Director for 

approval. The Director will either approve or disapprove the 

request, and if approved, forward it to Accounting. Advances must 

be submitted at least five (5) working days before travel to allow 

for Central Office processing. Advances must be reported on a 

Travel Expense Statement and cleared within 30 days of completion 

of the travel or the amount advanced will be deducted from the 

employee's next paycheck and not reimbursed. Accounting will send 

notification to any employee that has an outstanding advance at 

least 2 weeks before any income withholding to allow the employee 

to clear the advance.  If any travel advance is paid, and the trip 

is canceled, the check must be returned or payment reimbursed. 

 

 C. Claims 

 

Reimbursement claims must be submitted on a standard DNA 

Travel Expense Statement. The completed form must be verified by 

the immediate supervisor. The Executive Secretary/Administrative 

Assistant will verify claims before routing such claims to the 

Administrative Director/Director of Litigation for final approval.  

All claims are then routed to accounting. Verification should 



include checking that the departure and return dates are correct, 

that the travel was for a purpose legitimately connected to 

employment with DNA and appropriate under any properly established 

and published DNA policy, and that there has been compliance with 

any other travel policy that can best be verified at the field 

office (e.g., whether the employee car pooled). Supervisors should 

not forward claims for approval until they have verified the claim. 

 

Calculations (e.g., whether the number of quarters is 

accurate, whether the mileage is correct using DNA's mileage chart, 

whether the math is correct) and amounts claimed (e.g. whether 

motel/hotel charges are reasonable, and whether deduction of 

quarters from per diem have been made for meals provided at 

training) are verified by the DNA Executive Secretary and 

Administrative Assistant-Legal Unit. Supervisors should also check 

these items. 

 

 D. Mileage 

 

Consistent with Section V(A), wherever practicable, DNA 

employees should rent a car on DNA’s contract with Enterprise 

Rental Cars in Flagstaff, Gallup and Farmington, or from another 

reasonably-priced rental car company.  When renting a vehicle, 

insurance must be declined (since DNA is self-insured), unless the 

renting employee has been notified that they are not covered under 

DNA’s insurance.*  When renting a vehicle, gas receipts will be 

reimbursed to the employee, not mileage.  

 

Use of private vehicles on DNA business usually is reimbursed 

at the amount indicated on the most recent version of DNA’s Travel 

Expense Statement. When using a private vehicle, either gas 

receipts or mileage will be reimbursed, but not both.  If 2 or 

more employees from any office are traveling to the same location, 

and do not travel together in the same vehicle, mileage claims may 

be reimbursed at a lower rate, which will be set forth in a memo 

from the Executive Director.   

 

Claims for less than 10 miles of travel (one-way), other than 

normal mail/court/trash runs, are not reimbursable, nor is mileage 

for personal side-trips or between an employee's residence and the 

office in which the employee works. Reimbursement for mileage 

claims between 2 points exceeding that on the standard DNA mileage 

chart are paid at the standard chart mileage, absent an acceptable 

explanation for the excess mileage in the claim. For reimbursement 

of mail/court/trash runs, an office must designate one person for 

each duty.  The designated person must keep a mileage log for each 

run. If the mileage is more than 15 miles per week, the person may 



be reimbursed for the mileage. 

 

 

*If an employee has been notified that they are not covered 

under DNA's insurance, (s)he needs to have their own full-coverage 

auto insurance policy, and provide DNA with proof of that insurance 

before traveling for DNA business. 

 

E. Other Transportation Costs 

 

If transportation other than a personal vehicle is used, 

reasonable actual costs will be reimbursed. The form of transpor-

tation used should be the least expensive available consistent 

with good sense. For example, first class air travel generally 

will not be reimbursed. The least expensive form need not be used 

where loss of time or effectiveness is disproportionate to the 

monetary savings. 

 

 F.  Per Diem, Lodging, and Other Expenses 

 

Employees must report time of departure and return on all per 

diem claims. Personal time which extends the trip must be deducted.  

Actual, reasonable, lodging costs will be reimbursed if receipts 

are provided and the cost is reasonable in the area of travel.  

Without a lodging receipt, lodging will be reimbursed at a flat 

rate indicated on the Travel Expense Statement. Reimbursement will 

be at a single occupancy rate, unless other occupants are also DNA 

employees on business. Per diem for meals is paid at the quarterly 

rate set forth on the Travel Expense Statement, except that 

reasonable actual costs will be reimbursed if receipts are 

provided. An employee may make a request for reimbursement based 

on per diem or receipts, but not both. One (1) quarter of per diem 

will be deducted for each meal provided to the employee as part of 

a training or other authorized function. Quarters are computed by 

dividing the number of hours on the trip by 6 and rounding to the 

nearest whole number, except that the first quarter must be a full 

6 hours. DNA will pay necessary out-of-pocket expenses such as 

phone calls, parking, and cab fare if expenses are reasonable and 

itemized, and receipts are provided. Employees attending training 

events or meetings in the community where their office is located 

cannot claim per diem and other expenses. 

 

G. Bar Leave Expenses 

 

DNA will not pay per diem and lodging expenses for employees 

on bar leave, with the exception of expenses incurred on those 

days the employee is traveling to and from, and taking his or her 



first relevant state and tribal bar examination.  For more 

information on bar leave, see Section IX(J). 

 

H. Child Care Costs 

 

DNA will reimburse reasonable child care expenses for 

children under 18 years old incurred at any mandatory meeting or 

training to the extent the expenses are in excess of the employee's 

ordinary child care costs. 

 

I. Recruitment Expenses 

 

DNA may pay some expenses for the travel of individuals DNA 

is trying to recruit to fill vacant full-time, permanent positions. 

Such expenses may consist of airfare, car rental, hotel expenses, 

or moving costs. These expenses may be paid only if sufficient 

funds exist in that year’s budget and are paid at the discretion 

of the Executive Director on a case-by case basis taking into 

account the ability of the individual being recruited to pay for 

their own expenses. 

 

10) Suspension of Reimbursement 

 

DNA will not pay claims that do not comply with Section V. 

The person discovering the non-compliance may approve payment of 

any part of the claim that does comply or may deny payment of the 

entire claim. An explanation of the denial and of any partial 

payment will be given to the employee, who may correct the portion 

of the claim that was not paid and resubmit it for payment within 

10 days of receiving written denial of payment. 

 

K. Limitation of Claim Period 

 

DNA will not pay a claim for expenses that is received by the 

Central Office more than 45 days after the expenses are incurred. 


