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Corporate Travel Policy

1. Purpose

This document establishes policies governing the reimbursement of travel and entertainment expenses incurred during the conduct of company business. It is company policy to reimburse employees for ordinary, necessary, and reasonable travel expenses when directly connected with or pertaining to the transaction of company business. Employees are expected to exercise prudent business judgment regarding expenses covered by this policy. When submitting expense reports to claim reimbursement, employees are expected to neither gain, nor lose financially. This policy will be strictly enforced for all employees. 

2. Scope

COMPANY EMPLOYEES who incur travel and entertainment expenses are responsible for complying with this policy. Employees submitting expenses that are not in compliance with this policy risk delayed, partial, or forfeited reimbursement. Cases of significant abuse may result in the disciplinary action, including employee termination.

SUPERVISORY LEVELS with pre-established approval authority are responsible for assuring that all policies detailed herein, as well as 	applicable business unit policies, have been adhered to prior to approving employee expense reports. Any deviations must be explained on the expense report with the noted approval of the reviewer.

Distribution of this policy will be made to all personnel involved in traveling, arranging travel, approving expenses, accounts payable, newly hired employees expected to travel, and the company’s travel agency, if applicable.

QUESTIONS OR FURTHER INFORMATION: Any questions or concerns 	regarding this travel policy or the company’s travel management program should be addressed to the Accounting Manager, President or Vice-President of the company.

3. Procedure

A. Making travel reservations are a critical moment in the business travel process because it is the point at which the actual cost is determined. It significantly impacts the company’s ongoing efforts to support the business travelers’ needs while controlling the travel expenditures. All air, lodging and car rental reservations, including en route changes, must be approved by Case Medical. All requests for travel should be made at least 2 weeks in advance of anticipated travel dates using MF# 221 Travel Request Form. 

1. GROUP AND MEETING TRAVEL: Any department or individual planning to sponsor group or meeting travel involving ten (10) or more participants should identify the event to the Travel Coordinator to ensure that available negotiated discounts are applied.
2. TRAVEL PROFILE FORMS: All employees expected to travel at least once per year should submit a completed traveler profile form to the Travel Coordinator to ensure that pertinent details and preferences are adhered to during the reservation process.
3. ENFORCEMENT: Reservations made through any other source not approved by management are a violation of policy and may cause the company to lose savings and valuable management information.  Reservations made through alternate sources risk delayed, partial or forfeited reimbursement.

B. AIR TRAVEL: Air travel is the single largest travel related expense in a company’s travel and expense budget.  To contain cost and exercise control, the following guidelines are to be used by all travelers when making reservations with the travel agent.  

1. CLASS OF SERVICE: All employees are expected to travel in coach class with the following exceptions: 
a. The usage and management of upgrade certificates are the responsibility of the individual traveler.	
2. LOWEST AVAILABLE AIRFARE: All airline tickets must be booked and expended at the lowest available airfare. The following criteria will be used to determine the lowest available airfare:	
a. Air travel requires prior approval before travel occurs
b. Time windows: one (1) hour plus or minus requested arrival or departure times
c. Use of alternate airports.  (Within two (2) hours driving time)
d. Cost benefit with Saturday night stay (If there is a direct benefit to the company’s business)
e. One stop or connecting flights may be required if savings of $150.00 or more could be achieved
f. Advanced purchase
g. Sound prior planning controls costs
h. Purchase of penalty fare tickets
4. Employees may specify a preferred carrier but the carrier must be the lowest available fare while satisfying other criteria.  Traveling employees may retain frequent flier program benefits. However, participation in these programs may not result in any incremental cost to the company beyond the “lowest available airfare”, as defined above.
5. Any penalty charges incurred due to a change of an approved itinerary are the responsibility of the traveler. If business requirements warrant a change, company will reimburse at its discretion.
6. RISK MANAGEMENT: Not more than three (3) corporate officers are permitted to fly on the same aircraft or be in the 	group transportation vehicle.
7. PAYMENT AND DOCUMENTATION: Airline tickets must be 	charged to a corporate credit card.



C. LODGING

1. HOTEL: Reservations will be made at moderately priced hotels such as Budgetel, Comfort Inn, or Hampton Inn. EXCEPTIONS: Hotels for meetings, shows or conventions will be booked at suggested hotels. A budgeted cost of nightly lodging should be in the range of $90 - $125 per night, plus tax.  Exceptions may occur, but this should be the average cost for those who travel regularly on company business.

2. CANCELLATIONS:  All rooms will be guaranteed for late night arrival.  Employees must cancel the room reservation by 6:00 PM on the day of arrival (4:00 PM at many resorts) to avoid a “no-show” charge.  If the cancellation is made directly with the hotel, employees are advised to request and retain a “cancellation number” as documented action of the transaction.  “No-show” charges are not reimbursable.

3. PAYMENT AND DOCUMENTATION: Lodging charges are to be reported on expense reports forms. The hotel folio bill AND a copy of a credit card record are required documentation for reimbursement of lodging charges.

D. CAR RENTALS

1. Employees should rent cars only when other means of transportation are unavailable, more costly, or impractical.  The use of a rented car must be justified as a business need and not as a matter of personal convenience.  All rentals should be compact or intermediate, unless four (4) or more people are traveling together. Cars are to be rented from the agency providing the lowest available fare, which maybe an off-terminal agency. Car rentals outside of North America must be approved prior to renting.

2. CAR RENTAL INSURANCE: For rentals within the United States, optional insurance coverage is not reimbursable, since the company has pre-arranged for such coverage. When renting a vehicle outside the United States, optional property casualty insurance should be purchased from the rental Car Company, and is reimbursable to employees.

3. PAYMENT AND DOCUMENTAION: Car rentals are to be charged to corporate credit cards.  The car rental contract AND a copy of a credit card receipt are required documentation for reimbursement of charges.

E. OTHER TRANSPORTATION

1. RAIL: Rail transportation must be in economy class, but may be first class internationally only if the economy represents a hardship. Sleeping accommodations, when necessary, are limited to a roomette or equivalent.

2. TAXI AND OTHER LOCAL TRANSPORTATION: Use of taxis is preferred over car rentals and is authorized only when more economical services (hotel vans, shuttles, etc.) are not available. Employees are encouraged to utilize public transportation whenever feasible. Receipts are required for all transportation expenses of $5 or greater.
3. TRANSPORTATION TO AND FROM AIRPORTS: Employees are encouraged to use their own vehicles when parking charges are less than alternate transportation.

4. USE OF PERSONAL CARS: Mileage will be reimbursed at the prevailing rate for company related travel for those who occasionally use their vehicles. 

5. CAR ALLOWANCE: This will be given to in-house sales personnel including the following expenses: local gas (within 100 mile radius), insurance, repairs and maintenance. Any travel outside the 100-mile radius where it benefits the company if the employee uses their car will be reimbursed at the prevailing rate for company related travel.

F. MEALS AND ENTERTAINMENT

1. PERSONAL MEAL expenses are those incurred by employees when dining alone on an out of town business trip. Actual meal expenses, entrée and beverage, will be reimbursed up to the following limits with receipts:
			Breakfast	$12 (including tax and tip)
			Lunch		$15 (including tax and tip)
			Dinner		$25 (including tax and tip)

2. BUSINESS MEALS are those meals taken with clients, prospects or associates during which a business discussion takes place.  The maximum reimbursable guideline detailed above apply to business meals on a per person basis (i.e., the maximum reimbursement for a business lunch attended by 4 people is $60).

3. ENTERTAINMENT EXPENSES include events such as nightclubs, theater and sporting events, when a business discussion takes place immediately before, during or immediately after the event.  Entertainment expenses must be approved IN ADVANCE by employee’s immediate supervisor.

4. GIFT EXPENSES include items such as cookies, candy, donuts, bagels, etc., given to hospital personnel during the normal working relationship with our in house sales personnel has a monthly cap or $75.00. Any employee who exceeds his monthly cap without prior approval of management will not be reimbursed. Receipts must be submitted for all gift items showing the person who received the gift and the reason.

5. PAYMENT AND DOCUMENTATION: All meal and entertainment expenses of $5 or greater must be supported by a receipt attached to the expense report.  Credit card receipts are the preferred form of documentation, and employees should use their cards to pay for meal expenses whenever possible.  Tear-tab receipts, where the employee writes in the amount of the expense, will not be accepted as documentation for meal and entertainment expenses (unless approved before submission for reimbursement).

6. IRS REQUIREMENTS: to be in compliance with IRS regulations, the following information must be included on employees expense reports as support for all business meal and entertainment expenses:
a. Name, title and company of all attendees
b. Name and location of the establishment where the event took place
c. Amount and date of expense
d. Specific business topic discussed
e. In the case of entertainment expenses, the specific time the business discussion took place, i.e. before, during, or after the event.
	Failure to comply with IRS reporting requirements may result in a loss of expense deductibility to the company, and to unforeseen tax liability to individuals.

7. EMPLOYEES DINING TOGETHER: Business meals attended solely by employees that are in-town are not reimbursable.  In cases where more than one employee attends a business meal and entertainment event, the highest-ranking employee present will pay the bill.

G. SPOUSE TRAVEL: Travel expenses for a spouse are not reimbursable as a business expense unless it can be shown that the spouse’s presence was both essential and directly related to the effective accomplishment of company business.  In these limited instances, the employee must obtain written approval IN ADVANCE from an immediate supervisor, and from the next higher level of management.  Additional expenses for spouse to be submitted on a separate expense report.

H. OTHER REIMBURSABLE EXPENSES The following incidental expenses, when directly related to business travel are reimbursable. Receipts are required for all miscellaneous reimbursable expenses of $5 or greater. Credit card receipts are the preferred documentation. 
a. Tips: Not to exceed 20% at restaurants: $1 per bag portage (No receipt required
b. Laundry/Valet: for trips in excess of 7 days.
c. Parking and Tolls
d. Currency Conversion
e. Telephone:  Air and car phone usage is not reimbursable

I. NON – REIMBURSABLE EXPENSES:
a. Airline club dues
b. Alcohol
c. Babysitter fee
d. Barber/Hairstylist
e. Hotel room movies
f. In-flight movie
g. Luggage, briefcases
h. Traffic fines



J. EXPENSE REPORT SUBMISSION

1. TIMEFRAMES: Out of town travel expenses are to be reported online via employee account with Abacus.com within five (5) business days of return of travel. Expense reimbursement requests submitted thirty (30) days after traveling are non-reimbursable.

2. AUTHORIZATION: Expenses will be approved by two individuals with authority defined in the Abacus.com account. Approving individuals are expected to audit expenses for accuracy and compliance with this policy.

3. REIMBURSEMENT: Reimbursement is sent via direct deposit directly into the employee’s bank account as designated on Abacus.com. The Accounts Payable Department normally initiates direct deposit within five (5) business days of receiving authorized expense reports via Abacus.com.

4. REPORTING RESPONSIBILITY: All employees traveling on company business must submit a summary report to Management which includes reason for travel, contacts, goals and results.
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