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TRAVEL POLICY

This policy outlines the procedures and authority for expenditures and reimbursement for official
travel of MDWG members.

1.

Purpose. MDWG establishes the following procedures for the approval and reimbursement
of travel expenses from MDWG funds. It applies to all travel by volunteer members of the
MDWG when the traveler’s expenses are paid from MDWG funds either by direct payment
(including credit card) to vendors or by reimbursement to the member.

All travel will be for the benefit of the MDWG.
All travel shall be necessary for the furtherance of the MDWG’s missions or business.

Costs. All travel costs shall be reasonable amounts. Economical means of travel must be
utilized, e.g. advance purchase of economy air fares, long term parking lots, small rental cars
(appropriate for the number of travelers using the vehicles), standard hotel rooms, etc.

Routine travel. Routine expected travel included in the current approved annual wing budget
is automatically approved without the need for the finance committee to approve each trip.
This may include (but may not be limited to) such things as attendance by the wing
commander at Command Council or required region meetings.

Non-routine travel. All non-routine travel shall be approved in advance by either the wing
commander or the wing finance committee. Travel requests should be made at least one
month prior to travel.

Use of CAP or personal aircraft/vehicles. Use of CAP corporate aircraft or CAP corporate
vehicles is encouraged. Use of CAP corporate aircraft or member-furnished aircraft or CAP
corporate vehicles or member furnished vehicles for travel is permitted but subject to this
policy as well as other applicable CAP regulations and policies. Reimbursement for private
aircraft or vehicles will be for actual fuel expenses only and up to the cost of an economy
airfare for similar travel. Mileage fees or maintenance fees will not be paid for privately
owned aircraft or vehicles.

Alcohol. The costs of alcoholic beverages are not a permitted travel expense and will not be
reimbursed. No alcohol will be paid for using a MDWG/CAP credit card.
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Lodging. Lodging costs may be reimbursed for travel spanning at least one night away from
home. The amount will be reimbursed up to the daily rate (adjusted on travel dates) specified
for the area in question by the current GSA Per Diem Rates from gsa.gov (for travel within the
Continental United States), unless approved in advance when GSA rates are not available.
Lodging rates for conferences and meetings where a group rate has been established will be
reimbursed at that rate. For those members choosing to stay at another facility at a higher
rate than the standard negotiated rate, MDWG will only reimburse the member at the
standard negotiated rate.

Meals. Individual meals during travel or mission are non-reimbursable. However, business
meals or entertainment with a legitimate business purpose and including two or more people
may be reimbursed. The CAPF170 will be used. Costs should be reasonable and customary
for the location. A credit card is the preferred method of payment for these expenses. Tips
for business meeting meals or entertainment are reimbursable, up to 20% of the meal cost.
The detailed/itemed receipt of the meal and the credit card signature receipt listing the tip
are both required, along with the names of the members present.

Communications fees. Reasonable charges for telephone, fax, internet use, and copies for
MDWG-related purposes will be reimbursed. Receipts for all charges must be attached unless
included on the hotel statement; sometimes this is listed as a Resort Fee.

Laundry: Ordinary personal laundry expenses are the responsibility of the traveling member.

Baggage fees: MDWG will reimburse no more than one (1) checked bag. Reasonable tips for
baggage handling may be reimbursed; however, there must be a receipt to document the tip.

Taxi/Uber/Lift: Transportation using taxis or ridesharing will be reimbursed with a receipt.
The member is expected to utilize less expenses modes of transportation (subway, bus,
shuttle) when available.

Miscellaneous. Any expenses not listed in this Operating Instruction are subject to approval
by the wing commander or wing finance committee.

Reimbursement Requests. Receipts are required for all travel expenses. The traveler shall
submit a request for reimbursement using MDF40 with all necessary receipts and proof of
preapproval attached using standard reimbursement procedures. Reimbursement request
must be submitted within 45 days of the last travel day.

BRENDA A. REED, Colonel, CAP
Commander



MDWG Ol 26-01 Travel Policy Attachment 1 17 June 2026

Attachment 1: Compliance Elements

There are no compliance elements with this publication.
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