OUT OF TOWN TRAVEL & EXPENSE POLICY

PURPOSEPRIVATE 

This document ensures that Children’s Bureau reimbursed travel is consistent with the business objectives of organization. 
POLICY OVERVIEW
Employee travel and the associated expenses will be authorized only in circumstances which are clearly consistent with the mission of the organization. It will be the responsibility of each program manager to ensure that all employee travel meets this objective and that reimbursement is made only for actual, reasonable business expenses in connection with authorized travel as defined in this document. 

Expense reports must be submitted in a timely manner.
TRAVEL AUTHORIZATION & APPROVAL:
All out of town travel must be approved by Program Manager, or Community Director prior to any funds being committed.  The President/CEO must approve travel by Senior Management.  
All International travel requires approval of the President/CEO.  

IMPLEMENTATION & RESPONSIBILITY: 

Supervisor’s Responsibility:
1. Supervisors should know current travel policy and inform their departmental staff of organization’s policy and procedures.

2. Determine if travel is really necessary to achieve goal.

3. Approve expenses in accordance with policy.

Employee's Responsibility:
1. Notify supervisor of travel needs as early as possible.

2.  Incur only expenses that are consistent with the business needs, and exercise care in determining appropriate expenditures.

3.  Submit expense reports as outlined in the expense section on this policy, on a timely basis (within 10 business days). 

TRAVEL EXPENSE GUIDELINES
An employee traveling on official business is expected to exercise the same care in incurring expenses that a prudent person would exercise if traveling on personal business and expending personal funds.   Excess costs, circuitous routes, delays or luxury accommodations and services unnecessary or unjustified in the performance of official business are not reimbursable under this standard.  Employees are responsible for any such costs and any additional expenses incurred for personal preference or convenience.

AIR TRAVEL
Air travel should be economy class.  Discount and advance purchase arrangements (i.e. 14 day or 21 day advance purchase) should be utilized whenever possible.  Traveler should however avoid flights that:


a.
Require circuitous routing


b.
Require travel during unreasonable hours


c.
Result in additional costs that would offset the transportation savings, or


d.
Offer accommodations not reasonably adequate for the traveler’s medical needs.

When airfare is $500 or more, two quotes should be obtained. 

Travelers must identify and pay for all personal flights, even if such flights are incorporated into a flight schedule that serves business purposes (i.e., CB will not reimburse for the personal legs of a trip).

HOTEL

Employees should stay in standard rooms and should not share rooms.
It is the employee's responsibility when cancelling reservations to do so early enough to avoid penalties and/or payment. Penalties due to non-cancellation by the traveler will be deducted from any funds owed the traveler, or from future trips.

Hotel receipts must be itemized showing all charges by date (i.e. room rate, taxes, phone, etc.).

CAR RENTAL

Rental cars may be used for extended stays or where the destination makes renting a car more economical than other ground transportation.  When utilizing rental cars, a compact or midsize car should be selected.   
Since the agency has insurance coverage for rental vehicles, additional coverage should not be selected.
GROUND TRAVEL

Original receipts should be obtained for parking, highway tolls, taxi, shuttle service or bus fare for any single expense over $5. For travel to and from airports, employee should evaluate the cost of transportation to/from airport with the cost the sum of mileage plus airport parking.

If employee uses his/her car in lieu of airfare, mileage will be paid at the current CB mileage reimbursement rate up to the air coach fare.  The employee must provide an air fare quote along with the Mileage Reimbursement form to support mileage request.  Gasoline and routine auto expenses are not reimbursable.  Please refer to Children’s Bureau Mileage Reimbursement Policy.
MEALS
Employees who are required to travel overnight will be reimbursed for the actual cost to cover meals while traveling including tips and gratuities up to the limits noted below:

Breakfast - $12

Lunch- $13

Dinner - $24

All meals expenditures must have appropriate itemized receipts.   
Meal reimbursement may not be claimed for any meals provided by a host (i.e. – breakfast included in hotel rate, conference lunch or paid for by a third party (e.g. friend or relative) during the course of the trip.

OTHER TRAVEL EXPENSES ELIGIBLE FOR REIMBURSEMENT

a. Business-related long-distance telephone. Use of business center in hotel.  Expense reports should explain charges. Avoid using the hotel’s long-distance service if possible.

b. Daily hotel internet/wi-fi usage fee if necessary for business
c. Reasonable Laundry/Dry Cleaning charges if trip is longer than 5 business days.

NON-REIMBURSEABLE TRAVEL EXPENSES

Examples of non-reimbursable expenses are:

a. Any personal related expenses, including extended or diverted travel, toiletries, clothing, entertainment, credit card, gym and ATM fees

b. Loss or theft of cash, credit cards, travel documents or other personal property (i.e. baggage, auto, clothing)
c. Travel insurance, unless required by CB
d. Alcoholic beverages 

e. Airline upgrades or club memberships

f. Home maintenance/baby-sitting expenses

g. Personal gifts, meals or entertainment provided to hosts in lieu of lodging or meals

h. Expenses incurred by spouse/partner, other third party, such as family member mileage incurred.
BUSINESS TRAVEL ADVANCES

Employees requesting travel advances are required to sign a Cash Advance form.  This form can be obtained from Human Resources and by signing the employee acknowledges that outstanding advances may be deducted from an employee’s paycheck. Advance check will be processed as part of the regular weekly Accounts Payable check run and available for pick up on Friday immediately following the check processing.

Employees receiving travel advances must submit an expense report on a timely basis.   Any outstanding advances more than 30 business days old will be deducted from an employee's next paycheck.  If an employee is terminated prior to settling an outstanding advance, the amount outstanding will be withheld from the employee's final pay check.
BUSINESS TRAVEL REIMBURSEMENT

Upon completion of travel, the completed and approved Travel Expense Report, with original itemized receipts attached (credit card statements are not sufficient), should be forwarded to the Accounting Department on a timely basis.   
The business purpose of each trip must be adequately explained on each report.  
If a refund is due CB (i.e. the Cash advance was greater than the travel expenses), a check from the traveler must be attached. If reimbursement is due the traveler, the Travel Expense Report will be processed per the check request procedure.  Any Travel Expense Reports that are improperly documented, or not in accordance with policy, will be returned to the requestor accompanied by an explanation for nonpayment.

TRAVEL REIMBURSEMENTS TO NON-CB EMPLOYEES

All non-CB employees who travel for approved Children’s Bureau business-related purposes are subject to the same travel policies and procedures as CB employees. 

ACCOUNTABILITY

Any expense submitted which does not comply with the guidelines of this procedure will not be reimbursed. 

If it has been determined that an employee has knowingly and purposefully falsified an employee expense account reimbursement form, Children’s Bureau will take disciplinary action up to and including termination.
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