Expense and Travel Reimbursement

PURPOSE: Provides reimbursement of travel and entertainment expenses to the employees and staff for reasonable and necessary expenses incurred in connection with approved travel and entertainment on behalf of the company.
POLICY:  

Reimbursement of expenses is allowed within the parameters of the policy, and when reimbursement will not be received from any other source. In the case of group or team travel or entertainment, the group leader may be responsible for all expenses. Claims for reimbursement of travel expenses must be submitted to appropriate budget managers for approval and forwarded to the Business Office on the Company Travel Expense Report within fourteen (14) calendar days after the traveler has returned.

FORMS/RELATED POLICIES: 
Travel Reimbursement Form 

Advance Check Request Form 

PROCEDURE: 

Policy Number: 001

Approval Authority: 

Authority and responsibility for approval and control of travel up to________ per trip by employees and guests of the Company rests with the budget manager responsible for the account to which the expense is to be charged. Approval for travel (including all registration fees, transportation, hotels, meals, and all related expenses) totaling _________ or more per trip must be authorized in advance by the Senior Manager. Travel expenses are reimbursable under this policy only when all required approvals are obtained prior to incurring the expense. 

Reimbursement for Meals: 

Meals are reimbursable costs when traveling on Companies business. Meal claims must be reasonable and necessary and represent the amount actually spent. Receipts must be provided if the meal expense, including tip or gratuity, exceeds_______. Appetizers and alcohol will not be approved expenses except as outlined under the entertainment guidelines below. Meals in the local area should generally not exceed

To be allowed breakfast, departure must be before 6:00 a.m.; lunch, departure must be before 10:30 a.m. and return after 2:30 p.m.; dinner, employee must leave directly from work and return after 7:00 p.m. Meals which include the employee and non-company personnel will be considered entertainment and will be reimbursed according to the entertainment guidelines below. 

Entertainment Guidelines:  

Alcoholic beverages and appetizers will not be reimbursed unless the entertainment is for Development or Advancement purposes, and the entertainment has been previously approved by the authority for the Advancement. Certain expenses may be paid for by the company providing the following: 

The group or individuals to be entertained must be identified.

The business purpose of the entertainment must be explained. 

The entertainment must be appropriate to the Companies Mission and policies.  

The entertainment must have the approval of a Senior Manager to: whom the Budget Manager directly reports. 

Lodging

Lodging arrangements are the responsibility of each traveler. Lodging expenses should not exceed the hotel's normal corporate rate for a single room. All claims for lodging reimbursement or Company cheques issued in advance must be substantiated by an original receipted hotel or other bill specifying dates and rates. All receipts must be attached to the Company Travel Expense Report form when it is submitted for reimbursement. 

Routing of Travel: 

All travel will be by the most accepted reasonable and direct route. Travel by other routes may be allowed when the official necessity is satisfactorily established and approved by the appropriate authority. Whenever a traveler for his/her own convenience travels by an indirect route, interrupts, or extends travel, the additional expense will be borne by the traveler. Reimbursement for expenses will be based only on such charges as would have occurred by traveling the most direct and reasonable route. More expensive transportation may be used if the traveler pays the incremental difference over the allowed costs. 

Commercial Air Travel:  

The cost of commercial airlines for Company business will be reimbursed at the most economically reasonable rate available. When discount fares that result in savings to the Company but require the traveler to stay over a weekend are available, resulting in a lower overall cost, the Company will reimburse based on the discount fare rate. For "ticketless" travel, a passenger receipt coupon must be requested of the travel agent or other issuer for documentation of expense. 

Train Travel:  

Receipts are required for train travel and are to be attached to the travel expense report. 

Private Automobile: 

The driver of a private vehicle on Companies business must have a valid, current driver's license and be covered under a policy which includes liability and uninsured motorists insurance in an amount of not less than __________per person, _________per occurrence bodily injury liability, __________ property damage liability, and ______/________ uninsured and underinsured motorist coverage.  

The Company will pay a standard rate per mile for official travel by private automobile in lieu of all actual automobile expenses, based on the actual driving distance by the most direct route. 

The Company will not reimburse employees for commuting expenses between home and campus. Where the employee has a temporary assignment away from campus, reimbursement will be made for mileage between the campus and the assignment location or home and the assignment location, whichever is less.  

In the event of an accident involving injuries or damages to other persons or property while a privately owned vehicle is being used on Companies business, the employee must notify the Company Business Office as soon as possible within 24 hours, in addition to notifying their insurance company. All claims must be submitted to the individual's insurance carrier, the Company is not responsible for injury or damage claims related to privately owned vehicles.  

Necessary and reasonable charges for related expenses such as tolls and parking will be reimbursed.  

Traffic tickets, parking violation tickets, towing and repair expenses will not be reimbursed.  

Two or more individuals traveling together: Automobile expenses (mileage and related) are to be reimbursed to the owner of the private vehicle for the use of the car. Other travelers will not be reimbursed for automobile expenses.  

Travel by Rental Vehicle: 

The Company will reimburse the traveler for the cost of renting a compact or mid-size automobile, including gasoline expense, for Companies business purposes. 

Car rental agreements for both employees and non-employees renting for Companies business should, whenever possible, include "companies name" or with the name of the individual. The collision damage coverage (CDW) should be declined when renting a car for business purposes. 

If a rented vehicle is involved in an accident, the employee must notify the Business Office as soon as possible, within 24 hours, in addition to notifying the car rental agency.  

When a rental car is used for personal use during a business trip, that portion of the cost of the rental car must be subtracted from the total rental bill before the bill is submitted for reimbursement. The personal portion is defined as the difference between the actual cost and the cost that would have been incurred, had the cost been only for business purposes.

Taxi Fares:  

If an individual travels by common carrier, taxi fares will be allowed for transportation to and from airports or to and from the common carrier and the final destination. However, it is expected that bus or shuttle service will be used when available and practical. When traveling between hotel or lodging and meeting or conference site, taxi fares will be allowed. A receipt should be requested to document this expense. 
Business Telephone and Fax Charges: 
Business telephone charges (both local and long distance) and business related facsimile charges might be reimbursed. Employees must provide an explanation of official business for long distance and fax charges and a receipt if the claim is in excess of ______per call. One personal call home is reimbursable up to _______ per call for each night in travel status, for an unscheduled geographical location change, or for an unscheduled change in travel status resulting in more than an hour extension to the employee's originally scheduled return home. 

Expenses Not Paid by the Company:  

Policy Number: 002
The following list is given as a guide and is not intended to represent a comprehensive list of expenses that are not reimbursable. 

Personal luncheons, parties, flowers, gifts or similar events. Expense reimbursement is generally not allowed for such events as department or group holiday parties, gifts or luncheons for secretaries day or bosses day, and going away parties or gifts for employees leaving the Company. Such events are primarily personal matters and should be handled as such by those involved.  

Airline or other travel insurance.  

Late checkout fees.  

Holiday cards or other cards sent fellow employees.  

Personal property insurance.  

Transportation to and from work.  

Theft or loss of personal property.  

Fees for conference optional events or extraneous transportation while at conferences.  

Airline telephone calls except for brief calls in cases of significant (over one hour) travel delay.  

Alcohol, except as provided in Entertainment Section 

Travel Expenses for Spouse/Partner and Others:  

Policy Number: 003

In general, the expenses of an employee's spouse/partner, family, or other person(s) accompanying the business traveler are not reimbursable. When the business traveler and others occupy a double hotel room, the Company will pay for the single room rate or prorated share of the room. When the spouse/partner has a significant Company-related role in the proceedings or activities, the Company will reimburse the business traveler for the spouse/partner's non-personal expenses directly resulting from the travel on Company business, provided that prior approval has been obtained from the appropriate budget manager/senior manager. The business purpose of the spouse/partner's expenses must be stated on the Expense Report.  
Cash Advances:  

Policy Number: 004

Whenever possible the Company recommends the use of the Corporate Credit Card, or other major credit cards for the purchase of travel-related services. Cash advances may be requested for out-of-pocket expenses. Employees should use good judgement in projecting and requesting an appropriate amount. A second cash advance will generally not be approved if submitting a travel expense report has not cleared a prior advance. 

The minimum projected expense amount to qualify for an advance is_______. Cash advances should generally not exceed _______ per week of travel. A completed Advance Check Request form, signed by the budget manager, should be submitted to the budget manager at least 14 days prior to the scheduled travel. An itemization of the amount requested is required. Checks for travel advances are generally delivered by interdepartmental mail no more than one week prior to the travel date.  

Expense Reports, Records, and Reimbursement: 

Travel Expense Report forms should be submitted to the Business Office within fourteen (14) calendar days after the traveler has returned from the trip, or at least monthly if for local entertainment purposes or non-travel expenses. 

Dated original receipts or invoices for expenses must be submitted with a properly completed Travel Expense Report. Receipts should be attached chronologically. For ticketless air travel, a passenger receipt coupon must be requested from the travel agent. Itemized bills must be provided for lodging expenses. All Company travel expense accounts submitted for reimbursement must have the appropriate approvals.  

The Travel Expense Report must clearly state the purpose of travel or entertainment.  

All advances should be accounted for and documented on the Travel Expense Report. The expense report must reference the advance cheque number, cheque date and advance amount. The full amount of the documented charges must be charged to the appropriate object codes. If the actual expenses are less than the advance, the employee must submit a personal check payable to Company with the completed Travel Expense Report  

Each traveler must submit separate Travel Expense Report forms. If two or more Company employees are travelling together, one traveler may choose to pay all expenses and request reimbursement.  

Travelers are typically reimbursed within fourteen (14) calendar days after the budget manager has submitted a properly approved travel expense report to the Business Office. 
