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	Travel Administrator:
	Email:
	Travel Booking Platform:

	[Name / Department]
	[travel@yourcompany.com]
	[Platform Name, e.g., ITILITE, Concur, Expensify]



1. OBJECTIVES
This Travel & Expense Policy establishes guidelines for [Company Name] employees who travel on company business. The objectives of this policy are to:
· Ensure all employees have a clear and consistent understanding of policies and procedures for business travel and entertainment.
· Maximize the company's ability to negotiate discounted rates with preferred suppliers and reduce travel expenses.
· Establish guidelines for booking and managing protocols that oversee the travel arrangement and expense process.
· Outline the authorization and reimbursement process for travel arrangements and expenses.
· [Add any additional company-specific objective here]

2. SCOPE & ELIGIBILITY
This policy applies to all employees of [Company Name] who incur travel or entertainment expenses paid by the company, regardless of the source of funds. This policy also applies to any guests traveling on trips sponsored by the company.
An employee is considered to be traveling when the destination is more than 
[e.g., 50] miles from their primary work location, and/or requires an overnight stay at the destination.

Definition of Business Travel: Travel undertaken for the purpose of conducting company business, including but not limited to client meetings, conferences, training, and inter-office visits.

Departmental Controls: Departments may elect to impose stricter controls over travel expenditures than those required by this policy.

3. POLICY ENFORCEMENT & RESERVATION OF RIGHTS
[Company Name] reserves the right to revise, modify, amend, rescind, or cancel this policy, in whole or in part, at any time and for any reason, with or without notice. All determinations regarding this policy are at the discretion of Management.
Any misuse or abuse of company funds or resources during business travel — including excessive personal expenditures or unauthorized upgrades — may result in disciplinary action up to and including termination, and may require repayment to the company.

4. APPROVING AUTHORITY & PROCESS
All business travel must be approved by the appropriate authority prior to booking. The approval matrix is as follows:

	Role / Level
	1st Approval
	2nd Approval
	3rd Approval

	[e.g., Executive / C-Suite]
	[e.g., CFO]
	[e.g., CEO]
	—

	[e.g., Director / Senior Manager]
	[e.g., CFO]
	[e.g., COO]
	—

	[e.g., Manager]
	[e.g., Director]
	[e.g., COO]
	—

	[e.g., Associate / Staff]
	[e.g., Manager]
	[e.g., Director]
	[e.g., CFO]



All travel requests must be submitted using [booking platform / form name] and routed to the Travel Administrator at [travel@yourcompany.com] for processing. Approvers must respond within [e.g., 24] hours to avoid cancellations.

International Travel: Employees flying internationally must have prior approval from [e.g., CFO / COO / President] before booking any international reservations.

5. ONLINE BOOKING TOOL
All employees must book their business trips via [Platform Name, e.g., ITILITE, Concur, Expensify]. Booking outside the approved platform requires written pre-approval from the Travel Administrator.
Traveler profiles must be kept up to date on the platform. For assistance, contact [travel@yourcompany.com].
Group Travel: When a group of [e.g., 5] or more employees are traveling to a single destination, contact the Travel Administrator to negotiate group discounts.

6. AIR TRAVEL
6.1 Advance Booking Requirements
To secure the lowest fares, employees should book domestic flights at least [e.g., 14–21] days in advance, and international flights at least [e.g., 30] days in advance. Late bookings must be explained in the travel request.

6.2 Cabin Class Policy
The approved cabin class by role and flight duration is as follows:

	Role
	Domestic (< 5 hrs)
	International (< 5 hrs)
	International (≥ 5 hrs)

	[e.g., Executive / C-Suite]
	[e.g., Economy / Business]
	[e.g., Economy / Business]
	[e.g., Business]

	[e.g., Director / Senior Manager]
	[e.g., Economy]
	[e.g., Economy]
	[e.g., Business / Premium Economy]

	[e.g., Manager]
	[e.g., Economy]
	[e.g., Economy]
	[e.g., Premium Economy]

	[e.g., Associate / Staff]
	[e.g., Economy]
	[e.g., Economy]
	[e.g., Economy / Premium Economy]



Fare Cap: Manager approval is required for any airfare exceeding [e.g., $500] for domestic travel. Employees must always select the lowest logical fare available.
Employees are not permitted to select higher-fare options solely to earn frequent flyer miles.

6.3 Airline Fees
The following fee guidelines apply:

	Reimbursable Fees
	Non-Reimbursable Fees

	Checked baggage (trips exceeding [e.g., 3 days])
	Advance seat selection / seat upgrades

	Onboard Wi-Fi (flights exceeding [e.g., 2 hours])
	Onboard pillows, blankets, snacks (short flights)

	Curbside check-in tip
	Airline club memberships / lounge access

	Onboard snacks & beverages (flights > 2 hours)
	[Add any additional non-reimbursable item]



6.4 Cancellations & Unused Tickets
Travel plans should be confirmed before booking to minimize change fees. If a cancellation is necessary:
· Cancel through the booking platform or designated travel coordinator as soon as possible.
· Unused, non-refundable tickets retain a credit that must be used for future business travel within the airline's validity period.
· Retain the cancellation confirmation number. The company will not reimburse cancellation fees incurred for non-business reasons.

7. GROUND TRANSPORTATION
7.1 Mode of Travel Selection
Use the most cost-effective and efficient transportation option. The following guide applies:

	1-Way Distance
	Recommended Mode

	Up to [e.g., 30] miles
	Taxi / Rideshare (Uber/Lyft)

	[e.g., 30] – [e.g., 150] miles
	Rental Car or Personal Vehicle

	Over [e.g., 150] miles
	Air Travel



7.2 Rental Car
Rental cars must be booked through [Platform Name]. The company's preferred vendors are [e.g., Enterprise, National, Hertz]. Employees must use preferred vendors to receive negotiated rates.
· Approved car class: [e.g., Intermediate / Mid-Size] for all roles. Full-size or SUV may only be used when 3+ employees are traveling together or excess baggage is required — with prior manager approval.
· Employees must decline additional insurance (CDW / PAI) for rentals within the US and Canada, as the company's corporate insurance covers these.
· Vehicles must be refueled before return. Fuel receipts must be submitted with expense reports. Prepaid fuel options are not reimbursable.
· In-car navigation, electronic tolls, and airport pickup fees (for rentals > 2 days) are reimbursable.
· Traffic violations, parking fines, and vehicle upgrades are the responsibility of the employee.
Accidents: All rental car accidents must be reported immediately to your manager and [HR contact or email, e.g., hr@yourcompany.com]. Complete all forms required by the rental agency and obtain a police report where applicable.

7.3 Rideshare & Taxis
Rideshare services (Uber, Lyft) or taxis are appropriate for short trips. When available, hotel/airport shuttles should be used first as they are complimentary. Employees traveling in groups of 2 or more are encouraged to share ground transportation.

7.4 Personal Vehicle
Employees using their personal vehicles for business travel will be reimbursed at the current IRS published mileage rate: [e.g., $0.XX per mile] (updated annually).
· Business miles are defined as miles traveled specifically for company business beyond the employee's standard commute.
· Mileage to/from the airport is reimbursable only for the distance exceeding the employee's normal commute (round trip).
· A mileage log must be maintained documenting dates, business purpose, and miles driven (a Google Maps printout is acceptable).
· Mileage is not reimbursable while using a company-provided vehicle.
Note: [Company Name] does not cover any loss or damage to personal vehicles while on business travel. Employees should carry adequate personal auto insurance coverage.

8. LODGING
8.1 Booking
All hotel reservations must be booked through [Platform Name]. Preferred hotel chains are pre-loaded in the platform and should be used when available. Bookings are guaranteed by the company credit card on file.
Nightly Rate Cap: Manager approval is required for hotel stays exceeding [e.g., $250–$350] per night. The reason for exceeding the cap must be documented.

8.2 Hotel Standards by Role
	Role
	Eligible Hotel Standard
	Notes

	[e.g., Executive / C-Suite]
	[e.g., 4–5 Star]
	[e.g., Business class rooms permitted]

	[e.g., Director]
	[e.g., 3–4 Star]
	[e.g., Standard rooms]

	[e.g., Manager / Associate]
	[e.g., 3 Star]
	[e.g., Standard rooms]



8.3 Cancellation
To avoid cancellation fees, hotel reservations must be cancelled at least [e.g., 24] hours in advance through the booking platform or travel coordinator. Retain the cancellation confirmation number. Cancellation fees incurred for personal reasons are not reimbursable.

8.4 Non-Reimbursable Hotel Expenses
· In-room movies / streaming services
· Minibar or personal food/beverage charges
· Laundry (except for trips exceeding [e.g., 5] days — one laundry charge permitted)
· Hotel gym, spa, sauna, or massage services
· Valet parking (unless no alternative is available — requires manager approval)

9. MEALS & ENTERTAINMENT
9.1 Personal Meals (Travel Days)
Employees on overnight business trips are reimbursed for personal meals up to the following daily limits (before tax and gratuity):

	Meal
	Reimbursement Limit
	Notes

	Breakfast
	[e.g., $20]
	Receipt required

	Lunch
	[e.g., $25]
	Receipt required

	Dinner
	[e.g., $50]
	Receipt required

	Daily Maximum
	[e.g., $95–$150]
	Includes all 3 meals



Gratuity: Tips are reimbursable up to [e.g., 15–20%] of the pre-tax bill. Alcohol is permitted during business meals/events but limited to [e.g., 2 drinks] per person. Meals included in hotel or conference fees are not additionally reimbursable.

9.2 Business Meals & Entertainment
Business meals with clients, prospects, or external business associates are reimbursable when directly related to company business. All such meals must be pre-approved and documented with:
· Itemized receipt
· Date, name, and location of the restaurant
· Names, titles, and business affiliation of all attendees
· Business purpose / topics discussed
· Manager authorization (written pre-approval for meals exceeding [e.g., $100 per person])

Employee-only meals: Business meals attended exclusively by employees are generally discouraged, unless pre-approved by [e.g., the VP / Department Head].
Senior-employee rule: When two or more employees share a business meal, only the most senior employee may submit the expense for reimbursement.

9.3 Spousal / Companion Travel
The company does not reimburse travel or entertainment expenses for spouses or companions unless: (a) the companion is a company employee traveling on business, or (b) there is a documented business purpose and written pre-approval from [e.g., CFO / CEO].

10. COMBINING BUSINESS & PERSONAL TRAVEL
Employees may add personal travel components to a business trip, subject to the following rules:
· Airfare: If the combined business/personal itinerary costs the same or less than the business-only fare, there is no cost to the employee. If the personal addition increases the fare, the employee pays the difference via personal credit card.
· Lodging: Additional nights for personal stays must be paid by the employee directly to the hotel using a personal credit card. These costs may not be placed on the company credit card.
· Ground Transportation: Transportation costs for personal legs of the trip or for non-business guests are not reimbursable.
· All personal vs. business expenses must be clearly separated on the expense report.

11. VISAS, PASSPORTS & TRAVEL INSURANCE
Employees traveling internationally must ensure their passport has at least 6 months of validity and 3 blank visa pages. Employees may not travel on a tourist visa for business purposes.
· Costs for obtaining business visas and passports directly related to business travel are reimbursable.
· Employees should use official government websites for visa and passport information.
Company Travel Insurance: Employees traveling on company business are covered under the company's [travel insurance policy — describe coverage or attach policy details]. Contact [HR or Finance contact] for details prior to international travel.

12. EXPENSE REPORTING
12.1 Submission Deadlines
Expense reports must be submitted no later than [e.g., 30 days] after the completion of each trip using [Platform Name]. Late submissions may result in delayed or denied reimbursement.

12.2 Required Documentation
All expense submissions must include:
· Itemized receipts for all expenses
· Date and business purpose of each expense
· Name and location of vendor/establishment
· Names and titles of all attendees (for meals/entertainment)
· Business purpose / nature of entertainment
· Any required manager approvals for amounts exceeding policy thresholds (e.g., hotel > [threshold], airfare > [threshold])

12.3 Missing Receipts
Receipts are required for all expenses of [e.g., $10] and above. If a receipt is lost, a Missing Receipt Affidavit must be completed, signed by both the employee and their manager, with a full explanation of the expense.

12.4 Payment Methods
	Expense Category
	Payment Method

	Airfare
	[e.g., Company credit card via booking platform]

	Car Rental
	[e.g., Direct billed to company / Company card]

	Hotel
	[e.g., Company card or personal card (reimbursed)]

	Meals / Entertainment
	[e.g., Company card or personal card (reimbursed)]

	Ground Transportation
	[e.g., Personal card (reimbursed)]



12.5 Expense Audit
All expense reports are subject to audit by the accounting department, and may be reviewed by external auditors or relevant regulatory bodies. In cases of non-compliance, both the approver and the employee may be required to provide written explanations. Falsification of expense reports will result in disciplinary action up to and including termination.

13. REIMBURSABLE & NON-REIMBURSABLE EXPENSES
13.1 Reimbursable Expenses
· Airfare (economy/approved class, lowest logical fare)
· Hotel accommodation (within policy limits)
· Car rental (approved category, preferred vendors)
· Personal vehicle mileage (at current IRS rate, excess of commute)
· Taxi / rideshare for business purposes
· Meals within approved per diem limits (with receipts)
· Passport and business visa fees for required business travel
· Onboard Wi-Fi (flights over 2 hours)
· Checked baggage (trips exceeding the approved duration)
· [Add any additional company-specific reimbursable item]

13.2 Non-Reimbursable Expenses
	Non-Reimbursable Items (examples)
	Non-Reimbursable Items (continued)

	ATM fees / bank charges
	Personal entertainment (movies, minibar, etc.)

	Travel insurance (personal)
	Airline club / lounge memberships

	Annual credit card fees
	Parking tickets / traffic / toll violations

	Dependent / pet care
	Hotel cancellation fees (personal reasons)

	Personal clothing, toiletries, haircuts
	Dry cleaning (for trips 5 days or less)

	Gasoline (in lieu of mileage reimbursement)
	Rental car collision insurance (CDW/PAI)

	Spouse / companion expenses (unless pre-approved)
	[Add any additional company-specific non-reimbursable item]



14. PHONE & COMMUNICATION
Company mobile devices should be used whenever possible while traveling. Personal phone usage must be limited to reasonable business needs. Hotel phone usage is permitted only when company devices are unavailable.
For international travel, employees needing international calling plans should contact [IT Department contact / email] in advance to arrange the most cost-effective option.

15. POLICY UPDATES
[Company Name] management reserves the right to amend or update this policy at any time. Updates will be communicated to all employees by [e.g., email / company intranet / HR portal]. The most current version of this policy supersedes all previous versions.

APPROVALS & SIGNATURES

	Role
	Name
	Signature & Date

	[e.g., CEO / President]
	[Full Name]
	_______________________   [Date]

	[e.g., CFO]
	[Full Name]
	_______________________   [Date]

	[e.g., HR Director]
	[Full Name]
	_______________________   [Date]
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