
2026 Travel Reimbursement Policy



Travel Reimbursement Timeline

ALL TRAVEL REIMBURSEMENT MUST BE SUBMITTED BY MAY 16
LATE REQUESTS WILL NOT BE ACCOMODATED.

Slotted for NCSAs
Lift/Top Recipient 

Notifications

MARCH 2

Purchase Travel
Tickets

Air/Bus/Rail

NLT
MAY 15

Prepare receipts/
forms and submit

SUMMER

Attend NCSA
and receive credit

Within 30 days
after NCSA credit

entered

Reimbursements
should be received

NLT
MAY 16



Travel Options
Lift/Top Recipients are responsible for booking their own travel arrangements.
Options include: 

Families have flexibility and control over departure and arrival times 
and preferred methods of transportation to the activity.

Commercial Air Rail Bus Car



ALL TRAVEL REIMBURSEMENT MUST BE SUBMITTED BY MAY 16.
LATE REQUESTS WILL NOT BE ACCOMODATED.

Commercial Air Travel Reimbursement Rules

Non-Refundable, Main Cabin , Basic Economy
Lowest cost, round trip ticket up to $400 at reasonable travel
times (up to $600 for AK, HI, PR and overseas cadets)
Purchased no later than May 15, 2026
Travel dates must align with the Activity attending
Must fly into airport authorized by the Activity
Ages 18+ travelers must be Real ID compliant

Receipts should include the purchase
date, name of the traveler, itinerary
for travel which includes dates and

times, departure and arrival airports,
and fare class or description. We

cannot reimburse tickets purchased
with points/awards.



ALL TRAVEL REIMBURSEMENT MUST BE SUBMITTED BY MAY 16.
  LATE REQUESTS WILL NOT BE ACCOMODATED.

Commercial Air Travel Reimbursement Rules

Seat Assignments or Upgrades are not reimbursable
Baggage Fees are not reimbursable
Tickets purchased with points/awards/miles are not
reimbursable
Travel insurance is not reimbursable
Real ID compliance is not reimbursable
Airport parking is not reimbursable

Receipts should include the purchase
date, name of the traveler, itinerary
for travel which includes dates and

times, departure and arrival airports,
and fare class or description. We

cannot reimburse tickets purchased
with points/awards.



ALL TRAVEL REIMBURSEMENT MUST BE SUBMITTED BY MAY 16. 
LATE REQUESTS WILL NOT BE ACCOMODATED.

Ground Travel Reimbursement (Car/Train/Bus)
(More than 50 miles from the activity location)

Mileage reimbursement up to $400. Mileage calculated at IRS reimbursement rate
$0.70 per mile. Tolls may be reimbursed. 
Must provide Google Map, to and from the Activity location
If traveling by train or bus, submit receipt. $400 reimbursement limit still applies

Receipts should include the purchase date, name of the traveler,
itinerary for travel which includes dates and times, departure and arrival

airports, and fare class or description.

If you drive less than 50 miles to the activity, travel is not reimbursable.



ALL TRAVEL REIMBURSEMENT MUST BE SUBMITTED BY MAY 16. 
LATE REQUESTS WILL NOT BE ACCOMODATED.

General Travel Reimbursement Rules

If you fail to travel, you will not be reimbursed
If you fail to attend or graduate from the activity, you will not be reimbursed
Airport, train station and bus station locations must be authorized by the Activity



Travel Reimbursement Submission Process

ALL TRAVEL REIMBURSEMENT MUST BE SUBMITTED BY MAY 16
LATE REQUESTS WILL NOT BE ACCOMODATED.

Fill out the highlighted portion of the payment request form
Fill out Direct Deposit information
Submit with receipts.  Merge all required items into a single PDF
Use naming convention: yourlastname_CAPID_Lift-Top Travel Reimbursement

(Ex. Jones_648513_Lift-Top Travel Reimbursement) 
Email one merged PDF to ncsafinance@capnhq.gov 

Download the following Payment Forms
Activity Reimbursement Form
Direct Deposit Authorization Form 

Email completed forms and receipts as one PDF to:
ncsafinance@capnhq.gov

Failure to follow this process will result in a delayed or denied reimbursement

https://www.gocivilairpatrol.com/media/cms/Reimbursement_Request_Form_September_2026_3b9807b0dbfc1.pdf
https://www.gocivilairpatrol.com/media/cms/Direct_Deposit_Form_88ffc8f9957b7.pdf


Travel Reimbursement FAQs
How do I book air travel?
You may book directly with an airline or with
a third party vendor. However, third party
vendor booking fees will not be reimbursed. 

Which airports can I use?
Please see your Activity website and/or
Welcome Letter from the Activity Director
that details which airport(s) are eligible.

Can I use miles, points or awards for my
airplane ticket and still get reimbursed?
Tickets using miles, points or awards will not
be reimbursed.

What do I need to submit to get reimbursed?
Completed Activity Reimbursement and Direct Deposit Forms
(linked above)
Travel receipts will all required information
If applicable, Google Map

All required items need to be merged into a single PDF and emailed
to ncsafinance@capnhq.gov

What is my deadline to submit for reimbursement?
Submit your materials by May 16, 2026.
As soon as the activity ends and NCSA credit is reflected in eServices,
the reimbursement will be processed.

What if I have questions about Travel Reimbursement?
Email ncsafinance@capnhq.gov

What if my travel costs are more than $400 ($600
for AK, HI, PR or overseas cadets
CAP will reimburse you up to the maximum allowed for
your situation. Any remaining costs are your responsibility.


