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This policy is only a sample. It is a framework within which to develop your own policy. We urge you to
carefully review the language and provisions and revise them to conform to your organization's specific
needs and circumstances and, if appropriate, seek the advice of competent legal counsel.

Travel and Expense Reimbursement Policy

Statement of Purpose and Responsibilities
This document establishes policies governing the reimbursement of travel, entertainment and
other business expenses incurred during the conduct of Organization business, as as the
issuance and use of credit cards. It is the Organization’s policy )xa/ reimburse emiployees for
ordinary, necessary and reasonable expenses when directly related to the transaction of
Organization business.

Directly related expenses are those in which there is the expectation of|deriving some current or
future benefit for the Organization, the employee is|actively engaged fin a business meeting or
activity necessary to the performance of th€¢ lemployee’s job| duties, or, [in the” case of
entertainment, there is a clear business purpose.

iness judgment|regarding expe

ance with this Policy|requi
icer (CFO).
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lying with this Policy. Employeés submitting
s |policy risk delayed, partial or forfeited

must be submitted on the appropriate expense
all be separately identified. Forms shall be dated

| expenses submitted for reimbursement, they are
25/007 Requests for exceptions to this policy should
approved by the CFO.

he business purpose of the expenditure; and
the names and the business relationships of individuals other than the employee
for whom the expenditures were made.
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Requests for reimbursement lacking complete information will be returned to the requesting
employee.

Reimbursement requests shall be promptly submitted, and in no event more than thirty (30) days
after the expense. Reimbursement requests more than thirty (30) days old may be rejected.

Approvals
Expense reimbursement forms, together with required documentation, must be stibmitted to|the
employee’s immediate supervisor for review and signature approval. The CFC
expense reimbursement in the absence of the employee’s supervisor.

Supervisors approving expense reports are responsible for ensuring that the exg
are proper and reimbursable under this Policy, the expense repart has been filled out|accurately
and has the required documentation; and the expenses are reasonable|and necessary.

Reimbursable Expenses
The following are reimbursable expenses, as | s they are in compliance with the applicable
provisions of this Policy, and are for business purposes;:

Hotel or motel charges a
Airfare, train fare, bus fa relate
Meals, including tips bet nd| 20%

calls

ile phone, pnce daily calls home reasonable

N business

axing, etc.
penses
5 durin@ps in excess of five days

iness expenses, not specifically excluded by this

Child care costs
Bafbers/hairstylists
e Traffic fines
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Tips in excess of 20% and/or tips in addition to pre-applied gratuity
Luggage or briefcases

Alcohol, unless consumed during legitimate business-related entertainment activities
Meals including only company employees, unless travelling on company-business or
approved in advance by the CFO

Parties and gifts for Organization employees
Reimbursement for personal miles in excess of the cost I e same
destination

employee and supervisor must use his/her best pro
unlisted expense is reimbursable under this Policy.

Air Travel

All employees are expected to travel ¢ N 0 for the lowest
the equent
DW [ | be"'made and

for

is
Sir

2d
if [su

dle, ynless i own
such as a ¢han
romptly. loyees must
incorporated into a flight

notel o motel. A single room with a private
otel is the Organization’s standard.

e submitted; credit card charge slips do not

anemployee for separate travel costs associated with
e cost of a shared hotel room need not be allocated
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Employees are expected to accept “Loss Damage Waiver” coverage so that any damage to the
rental car is covered with no deductible. Employees driving rental cars for business purposes
will have liability coverage under the Organization’s business liability policy.

Personal Vehicles

Employees who utilize personal vehicles for business purposes are required to-have a yvalid
driver’s license and at least the minimum insurance coverage required by law. [Mileage will be

reimbursed at the currently allowable IRS rate. Miles submitted for reimburseme

of any normal commuting miles.

Primary insurance for employees who use their personal vehicles ﬂausiness §
through their own personal automobile insurance policy, an

to the vehicle, as well as for liability.

The expenses related to gasoline consumed by
employee. The owner/driver of the vehicle i

violation tickets.

Credit Cards
Credit cards issued in the name of

those employees whose jobs require a

purchasing. Employees-tequestir]
setting forth the necessity for the c
are a privilege which may be revo
used for personal expenses.

Employees shal process ¢redit car
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ill be responsible damage

onal vehicles| are|the responsibility of the
onsible for| all parking fi d moving

nay be/provided, at the CF( scretion, to
mount of travel, entertainment, or busjness
nall submijt a|wri
ards issued in
drganization-is

d return them
d late fees and i
charges resulting from late submission of a

ave th
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