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1. Transportation Costs
a. Air
i. Airline ticketing should be arranged through the office manager when possible.
ii. Changes to Company issued travel arrangements for personal reasons are permitted, but will be at the Employee’s expense.   
iii. Change fees will be accommodated if the employee travel prevents costs incurred to the Company (e.g., an extra night’s hotel stay).  Travel changes must be approved by a supervisor.
iv. The Company will pay a bag check fee for up to one checked bag for domestic or international travel.
v. All travel will be booked coach fare unless otherwise approved by the Vice President or President.
vi. Travel must be approved by an employee’s direct supervisor. 

b. Ground
i. Public transportation should be utilized whenever practical while on Company business. Receipts must support an individual’s charge of $25 or more. Charges less than $25 submitted without receipts must be summarized.
ii. If two or more persons travel in one private automobile, the reimbursable transportation expenses will be limited to the lesser of (a) mileage allowance for the automobile or (b) the combined costs of the in-lieu-of airfare rates for all persons on approved travel status traveling in the automobile.  Mileage for in-lieu-of-airfare travel will be reimbursed at the current IRS rate.
iii. Travel must be approved by an employee’s direct supervisor.
c. Car

i. Automobile rental should be arranged through the office manager when possible. 
ii. Insurance coverage offered by automobile rental agencies should not be purchased (and reimbursement will not be made to the traveler).  Auto liability and the loss damage waiver (LDW) coverages are included in the corporate rate and additionally covered through Corporate American Express (when travel is booked via office manager).
iii. Drivers listed under the rental car agreement may not drive: 1) under the influence of drugs or alcohol, 2) with an improper, expired or revoked driver's license, or 3) while on non-company business.  The Company does not provide insurance coverage for a traveler's personal property. 

d. Insurance
i. The Company does not provide insurance coverage for a traveler's personal property.
ii. The Company's insurance program does not provide coverage for physical damage (comprehensive or collision) for any privately owned automobile, whether or not the automobile is used for Company business. 
iii. Travel insurance costs, including car rental insurance while traveling within the United States and Canada or insurance purchased for the benefit of the traveler or a beneficiary designated by the traveler (e.g., personal effects coverage, accidental death, injury, or dismemberment insurance) are not reimbursable costs under this policy.

2. Non-transportation Costs                           
a. Hotels
i. Hotel accommodations should be booked by the office manager when possible. 
ii. Reasonable and necessary lodging costs (room rental and related taxes) will be reimbursed or covered by the Company. Conference lodging will be reimbursed at the lowest available single occupancy room rate.  Dual occupancy lodging is encouraged during conferences, but not mandatory.  Original itemized receipts are required for reimbursement of these costs.  Credit card vouchers are not acceptable.
iii. Lodging costs in excess of single room rate will not be reimbursed except when the additional occupant is an authorized Company traveler.

b. Conferences
i. Conference registration may be booked through the office manager. Affiliated materials must be sent in advance using a travel request form. Authorized registration fees for conferences or meetings, when supported by proof of payment, (i.e., receipt or canceled check and schedule of costs), are reimbursable. Documentation supporting reimbursement must be attached to the Expense Report. Hotel accommodations and rental car arrangements may be guaranteed by placing a request with the office manager. 

c. Recruitment and Entertainment
i. Business related recruitment or entertainment expenses in connection with a specific trip will be reimbursed on an Expense Report. The maximum entertainment expense should not exceed two times the per diem allowance of the traveler ($100).

d. Phone
i. Company business related telephone calls made while in travel status should be conducted on a Company issued mobile phone.  Costs incurred through other phone lines (e.g., hotel landline) will be reimbursed under extenuating circumstances (bad reception, etc.) and will be authorized pending a summary of charges on the Expense Report.  Charges for faxing or Internet connection will be reimbursed. 
ii. Internet access may be expensed when it is necessary for business-related work.


3. Reimbursements
a. Travel reimbursement does not include interim periods of time scheduled primarily for the convenience of the traveler, including side trips, layovers, and late or early returns that are not necessary for the conduct of Company business.
b. Meal costs should pertain to the individual Company traveler. For reimbursement for actual meal costs, reimbursement may not exceed  $50 per diem.  Alcoholic beverages will not be reimbursed.
c.  Necessary expenses actually incurred in excess of established reimbursement rates will be allowed when required by exceptional or extraordinary considerations and written justification is submitted with the Expense Report.  Original itemized receipts and other supporting documentation must be submitted in support of any claim for reimbursement for above-normal expenses.

4. Submission of Expense/Travel Reports
a. Expense reports must be filled in completely providing the following information (per the IRS):
i. WHO you went to visit (customer/vendor name and who you had meeting with)
ii. WHAT you are being reimbursed for 
iii. WHY you went (brief description of why you went
iv. WHERE you went (city, state is fine)
v. WHEN you went 
b. For budgetary and timely accounting purposes, Expense Reports should be submitted with appropriate supporting documentation within 20 business days of the conclusion of travel.  In accordance with IRS regulations, any travel costs, including airfare, prepaid reservations and advances, not substantiated within 60 calendar days of the conclusion of travel may be deducted from that employee's payroll check. 
c. Expense Report forms must be limited to the traveler's personally incurred expenses.  Traveler may not request approval or reimbursement for the expenses of another traveler, unless under special circumstances (e.g., group meal check). 
d. The original cash or credit card receipt is required for reimbursement. The detachable portion of a restaurant ticket is not acceptable
e. Original, itemized receipts must be submitted with the Expense Report for reimbursement for lodging, car rental and related expense, registration fees, parking, airfare (ticket coupon), and any other individual or per item expense of $10 or more. Expenses less than $10 without a receipt must be itemized and explained.
f. To be reimbursed for foreign travel receipts must be converted to U.S. dollars. Explanations of expenditures must be in English, either on each receipt or included in a cover letter and referenced to the receipts.
g. The Expense Report Form should be used for ordinary items (office supplies, etc); the Travel Report form should be used for out-of-town travel.  
h. Expense reimbursements will be made monthly as needed.  Reports should be submitted to the office manager.  

5. Exceptions
a. With the exception of the 60 day tax rule described in 4.a., cognizant vice presidents may authorize individual exceptions to this policy upon written justification showing cause for noncompliance.




I acknowledge receipt and review of this travel policy

Date ________________________________________________________

Print ________________________________________________________

Signature ___________________________________________________





Travel Policy Version 1.3
[bookmark: _GoBack]April 4, 2014




1

image1.jpeg
TOTAL
JOINT
ORTHOPEDICS





