



Employee Travel and Business Expense

Reimbursement Policy
POLICY: Employees will be reimbursed for reasonable, necessary, and authorized business expenses paid by the employee.  Employees are expected to report their actual travel expenses in a responsible and ethical manner in accordance with this Policy.
PROCEDURE: Employees should request reimbursement for business expenses in accordance with the following:

Corporate Credit Card
A corporate credit card may be issued to certain employees who are employed at the management level or who frequently travel on company business.  The card should only be used for reasonable, necessary, and authorized business expenses.  
Airline Travel
When appropriate, use of Teleconferencing, Web-Ex, or ground transportation is preferable. The following procedures should be followed when purchasing airline tickets:

· The Department Manager must approve the travel plans.

· Consideration should be given to the risk involved with several members of a department traveling on the same flight.

· Airline tickets must be booked and ticketed at least 2 weeks prior to departure date or as practically possible. 

· Airline tickets will be ticketed in the lowest available fare, regardless of air carrier. Employees should be flexible with travel times (within reason) to achieve the lowest fares available. The Department Manager must approve any other arrangements.

· Purchased airline upgrade certificates for first class airfare and fees for enrolling in a rewards program offered by the credit card company will not be reimbursed.

· The immediate Manager must approve all costs associated with ticketing changes or cancellations.

· The employee retains earned airline miles.

Meals and Entertainment 
Meals and Entertainment expenses will be reimbursed only if authorized by the Department Manager and purchased in accordance with the following:

· In-town meals:

· Breakfast and dinner- generally not reimbursed.

· Lunches- generally reimbursed only for purposes of entertaining and meeting with non-staff

persons for business reasons. Lunches including only company employees will generally not be reimbursed. Employees must provide name(s) of person(s) at lunch and business purposes discussed at lunch.

· Out-of-town meals:

· Breakfast, lunch, and dinner- generally be reimbursed.

· Entertainment:

· Entertainment expenses are generally reimbursed only for occasions, which include non-employees, i.e., clients, prospective clients, applicants, vendors, etc.
· [Insert any per meal or per diem limits]
Lodging 
The following procedures should be followed when making hotel arrangements:

· Moderate hotel chains [insert examples of acceptable hotels] will be booked whenever possible. A standard room category will be requested. Suites, Deluxe Rooms, special “view” rooms, etc. will not be permitted unless no other room category is available and this is the hotel you must stay in.

· Room service is discouraged and should only be used if no other accommodations are available.

· Phone calls billed to the hotel room are discouraged unless an alternative is unavailable.  Only one personal call per day will be reimbursed.  
Lodging continued
· Dry cleaning will be allowed for a stay of one week or more or in an emergency situation (spills,

becoming snow-bound, etc.)

· The company does not reimburse in-room movies, spas, and mini-bar charges.

· Detailed room charges are required. A summary of charges will not be accepted.

Ground Transportation
Rental Car and personal automobile expenses will be reimbursed only if authorized by the Department Manager and purchased in accordance with the following:

· Rental cars will be utilized only when it is the most appropriate or economical method of transportation.

· Rental cars will be booked in a class no higher than “mid size”. We have business accounts set up with [insert Vendors] and they will be the company’s preferred rental car vendors.

· Rental cars should be returned with a full tank of gas as required by the agency. Gas is less expensive if purchased at a gas station, as opposed to having the car filled up by the rental car agency.

· Coverage for passengers that may be riding in the rental vehicle with you must be purchased with the rental car company. The company will reimburse the cost of this additional coverage.

· Mileage costs for use of the employee’s personal automobile will be reimbursed at 48.5 cents (for 2007) per mile.  This will not include transportation from the employee’s residence and the company worksite.
· Use of a car service is permitted for groups of 3 or more traveling together or for safety issues (traveling alone late at night).

Miscellaneous Expenses
Other business expenses will be reimbursed to the employee only if such expenses are reasonable, necessary and authorized by the Department Manager.

Travel Advances 
The following procedure should be followed to request for advance cash for travel:

· A Travel Advance Form should be completed and submitted to the Accounting Department at least 2 business days prior to the travel. 
· All items and signatures on the Travel Advance Form must be completed.

Expense Reports 
Requests for reimbursement of authorized employee business expenses should be made by completing an Expense Report. The following procedures should be followed when preparing an Expense Report:

· Attach an original receipt for each expense. However, charges for amounts less than $25.00 will not require a receipt (beverages, cab tips, etc.).

· Expense Reports should be submitted within 30 days of travel expense being incurred.

· List each expense on a separate line. If expenses are combined on a statement, i.e., multi-night hotel statement, list each daily charge on a separate line.

· Entertainment expenses require the following information: attendees’ names, attendees’ company, attendees’ titles, name and location where entertainment occurred, expense date, expense amount, and explanation of business matter discussed.

· Provide a detailed description of each expense, including as much detail as the following:

· Out-of-town meals- “Out-of-town breakfast”

· In-town lunch- “Lunch with Jane Staff and John Client, XYZ project implementation.”

· In-town dinner- “Department working dinner, customer issue management.”

· Lodging- “Hotel, Carrier presentation.”

· Mileage- “Mileage, 60 x .485 = 29.10. Roundtrip office to Client XYZ.

· If any expense is associated with a conference or convention, include name of conference or convention in the description.

· Other- Tip for cab, airport to hotel.

· Outstanding travel advances should be included on the Expense Report to be netted out of reimbursement due.

· The Department Manager must sign the Expense Report prior to turning it in to the Accounting Department. Missing signatures will be returned to employee, which may delay reimbursement.

Expense Reports continued
· Please allow at least 3 business days for reimbursement once the completed Expense Report has been turned in.

· Adhere to all other instructions included on the Expense Report.

Group Accident Travel Coverage
[Use this space to explain any group accident travel coverage for employees traveling on business.  Include carrier name, details of coverage, and contact information.] 
This form is provided as an example and is for informational purposes only.  If utilized, the form should be adapted to reflect the company's own policies and procedures.  Please consult with a legal or tax professional as appropriate.

