Corporate Travel Policy – Lumenis Ltd.

Statement of Policy

Travel must only be undertaken when ordinary business communications are not sufficient to accomplish the business objective; employees should utilize internal conference/meeting rooms, teleconferencing and web conferencing  whenever possible.

This policy applies to all Lumenis employees worldwide. This policy is also applicable to non-employee reimbursable travel expenses initiated at the request of, or on behalf of, Lumenis (i.e. customers, candidates for employment). Management at all levels is expected to enforce this policy within their organizations.

Nothing in this policy is intended to contravene applicable laws governing each entity. Local management for each Lumenis entity is responsible for ensuring that local tax and other applicable laws are adhered to with respect to the travel policies and procedures.

All Lumenis employees must practice honest and ethical business conduct without regard to personal gain.

Purpose

This document provides guidelines and establishes procedures for employees incurring business travel and entertainment expenses on the company’s behalf.

Objectives:

        Provide travelers with the most cost-effective guidelines to purchase and process travel in order to reduce the company's overall T&E expenses while minimizing inconvenience to travelers.

        Ensure all employees have a clear and consistent understanding of policies and procedures for business travel and entertainment.

        Provide business travelers with a reasonable level of service and comfort at the lowest possible cost.

· Maximize the company’s ability to negotiate discounted rates with preferred suppliers and thereby reduce travel expenses. 
· Provide continuous improvement to the overall travel management process. 
Scope

This travel policy applies to all employees of Lumenis worldwide.

Specific business units, at their discretion, may impose greater control than required by this policy, but never less.

Responsibility and Enforcement:

The traveler is responsible for complying with the travel policy; it is the direct responsibility of all managers to ensure that the expenditures approved on the expense reports are within the guidelines indicated in this travel policy.

Travelers who do not comply with this travel policy may be subject to:

· Delay or withholding of reimbursement 
· Disciplinary action. 
When a traveler does not place a reservation for the lowest airfare, hotel or car rental rate offered:

1. The traveler will be required to provide a written explanation for this action. 
2. The travel agent will note the noncompliance with a policy exception note which will be included in periodic exception reports reviewed by Senior Management. 
Inquiries

Any questions, concerns or suggestions regarding this travel policy should be directed to the global travel manager (travelmanager@lumenis.com)

Travel Arrangements

Making travel reservations

Employees are required to make all their travel arrangements, which include but are not limited to air, lodging and ground transportation through the Lumenis approved Travel Agency(s) or the Lumenis approved On-Line Booking Tool(s). The use of these On-Line Bookings Tools will be mandatory for all simple travel (defined as a one destination trip) when fully implemented within a country. (For a list of all approved travel agencies please refer to the Lumenis intranet web site under the travel section). This process enables data gathering for security purposes, helps aid future negotiations by accurately capturing travel-related spending and reduces the overall travel budget.

Travel booked outside these required methods, such as using the web, direct with airlines, or other booking methods may not be reimbursed by the Company.

For a list of the country-by-country approved Travel Agencies and On-Line Booking Tool access and instructions, please refer to the travel section on the Lumenis intranet.

Emergency or En Route Changes

Travelers my use the 24 – hour emergency service provided by the approved Lumenis travel agencies only after normal business hours. NO changes should be made directly with the airlines or other travel providers.

Traveler Profiles

The company requires all employees expecting to travel at least once per year to submit a completed traveler profile form to Lumenis Approved Travel Agency to ensure that pertinent details and preferences are adhered to in the reservation process.  Please note that the emergency travel center phone number will not be available to employees who do not have a profile on file.

The traveler is responsible for informing the Lumenis Approved Travel Agency of all business travel information changes. This includes credit card numbers, address, phone numbers, title, medical restrictions, special meal requirements and seat preferences.

Ticket Delivery

Electronic tickets will be issued whenever possible.  Electronic tickets and itineraries will be emailed or faxed upon approval of the ticket purchase.

In case of a “paper” ticket the ticket delivery should be in the most timely and cost-effective manner by the Approved Travel Agency.

No flight tickets will be delivered by regular mail or non traceable means.

Air Travel Reservations

Advance Planning: Travelers should make every effort to plan their travel as far in advance as possible in order to take advantage of discounted fares that require advance notice and to expand the variety of flight options. 

Travelers anticipating travel should notify their travel office at least 14 days before their departure date for international travel and 7 days for domestic travel.

If a reservation is made less than one week in advance the traveler must fill in a reason code for the late booking in the Local Approval System request.
Reservations that are made less than 3 days prior to the departure date require a VP approval.

Trip Approval Process

1. Direct manager approves the travel request on the Local Approval System. 
2. The Approved form is routed by the employee to the Approved Travel Agency for creating a reservation. 

3. Itinerary is routed according to the Local Approval System flow for approval. 
For approval of the travel itinerary, the following points must be cited:

· Purpose of trip 
· Cost 
· Date of trip 
· Itinerary 
· Other services (such as car rental, hotels etc.) 

Airlines class of service

All travel for Lumenis travelers worldwide will be booked in coach class except for:

a.      When the premium class of service will cost the same as the coach fare.

b.      Corporate Vice Presidents may fly one class better than coach on international flights 6 hours or longer.
c.      No exceptions will be made without specific CEO approval.
Upgrades for Air Travel

· Upgrades at the expense of the company are NOT permitted 
· Upgrades may NOT be charged to Lumenis. 
· Tickets will not be purchased on a higher fare in order to enable upgrading. 

Lowest Airfare Definition for Air Travel

Travelers are expected to book the lowest logical airfare as determined by the travel agent based on the following parameters: 

        Routing requires no more than one additional interim stop each way.

        Travelers will be able to choose a non stop flight over a connecting flight only if the difference in cost between the cheapest logical option and the direct flight is less than 10%. If the difference in cost is higher, written approval by VP is required.

        Travelers should consider using alternate airports that are located less than 2 hours drive from their destination if the savings will be greater than $100.

        “Low Cost” airlines should be taken into consideration when searching for the lowest fares.

Preferred Airlines for Travel

The company has negotiated special rates and contracts with several airlines around the world. By taking advantage of these contracts, Lumenis can lower its travel expenses and enjoy discounts. Lumenis’ Designated Travel Agent must use these contracts whenever possible. A list of the preferred airlines can be obtained from the company travel manager.

Airline preference will be permitted only if no additional costs are involved and the trip is booked on the most direct route available.

 Employees may accumulate points from Frequent Flyer programs as long as no additional, unnecessary expenses are incurred.

International Stopovers/Forced Layovers

Hotel accommodations for forced layover due to scheduling should be at the airline’s expense whenever possible. If the carrier will not absorb the hotel cost due to a forced scheduled overnight stopover the traveler should contact his Travel Agency or the designated 24 hours emergency service for assistance.

Lost or Excess Baggage

The ultimate responsibility for retrieving and compensating for lost baggage lies with the airlines.

Regular travel insurance covers up to $2500 for carry on baggage and up to $500 for checked baggage.

If travelers are en route and their luggage is missing for more than 24 hours, some airlines will offer reimbursement up to $25 per day for toiletries (receipts are required), with total reimbursement limited to $1,250 for lost luggage.

Reimbursement procedures can take up to 6 months to process and some airlines require baggage claim forms to be notarized to discourage false claims. The airlines also deduct 10% from the purchase price for every year an item has been owned.
The cost and administrative responsibility for lost luggage remains with the traveler and the airlines and NOT with the company

Measures that can be taken to minimize baggage loss include:

· Always carry valuables (e.g., jewelry, laptop computers, cameras, etc.) on board the aircraft. 
· Always carry important and/or confidential documents on board the aircraft. 
· Clearly tag luggage with name, address and phone number. 
· Retain baggage claim receipts for checked luggage. 
Follow these procedures if your bags are lost en route:

· Obtain a lost luggage report form from an airline representative in the baggage claim area. 
· Itemize the contents of your bag, including receipts wherever possible. 
· Include a copy of your airline ticket and baggage claim stubs. 
· Keep a copy of the report, airline ticket and claim stubs. 
Employees will be reimbursed for excess baggage charges only in the following circumstances:

        When traveling with heavy or bulky materials or equipment necessary for business.

· The excess baggage consists of company records or property. Denied Boarding Compensation
Airlines occasionally offer free tickets or cash allowances to compensate travelers’ delays and inconveniences due to overbooking, flight cancellations, changes of aircrafts, etc.

Travelers must NOT volunteer for denied boarding compensation when on company business.

Travelers may volunteer for denied boarding compensation only if:

· Flying outside normal working hours 
· The delay in the trip will not result in any interruption or loss of business 
· Immediate supervisor was informed 
Travelers who are involuntarily denied boarding should immediately obtain a free voucher from the airline and:

· The Employee may keep the free travel voucher for personal use. 
If the delay will cause extra cost for an overnight stay the company will not absorb the extra cost – unless it was involuntary.

Overnight Delays

Should an airline delay necessitate an overnight stay, the traveler must first attempt to secure complimentary lodging from the airline. If unsuccessful, the traveler should contact his / her designated travel office for assistance.

Attempts to book a flight on a different airline should be made through the counter of the original airline in order to make use of the current ticket.  

No additional cost will be authorized unless handled by the approved travel agency.

Cancellation of Airline Tickets

Air reservations must be cancelled through the approved Travel Agency immediately if no longer required. All unused paper tickets must be returned as soon as possible to the approved Travel Agency in order to avoid potential cancellations and/or penalties. The Approved Travel Agency will advise if any tickets are considered non-refundable and communicate what solutions are available for reuse.

Lost or Stolen Airline Tickets

Immediately upon discovery of a lost / stolen ticket, the traveler must report to the Approved Travel Agency. The agency will assist in processing lost ticket applications, help fill out claim forms and follow-up with the airlines to hasten the refund process. Travelers should not purchase a new ticket in exchange for the lost / stolen one on their own. This will be handled by The Approved Travel Agency.

Air Travel Payment Procedures

All travel purchases will be made only by the Approved Travel Agency. Employees may not purchase airline tickets using their own credit card. 

All Company related travel will be purchased and paid for through the Lumenis Approved Travel Agency.

Lumenis travelers may not travel on client expense. In case, for commercial or other reasons, a third party is liable for the cost of travel, it is prohibited to have the travel arrangements made by the third party.  In this case Lumenis will make the travel arrangements based on the Lumenis policies and bill the third party accordingly.
Use of Company-Negotiated Air, Hotel and Rental Car Rates for Personal Travel

Company - negotiated air, hotel and rental car rates may be used for personal/vacation travel. Corporate insurance coverage will NOT apply when using company-negotiated rates for personal/vacation travel.

Business Travel Accompanied by Spouse/Partner

Lumenis will not reimburse expenses for an employee's spouse / partner while on a business trip and no Company insurance coverage will be provided. Employees may not base their travel decisions, supplier preferences or incur a higher total cost due to traveling with a spouse / partner. 

The employee will be responsible for supplemental charges that will be added as a result of the spouse / partner stay. 
Frequent Flyer Programs and Other Airline Promotions 

Benefits such as Mileage and free tickets offered by airlines through Frequent Flyer programs are the property of the traveler. Any upgrades made through the use of Frequent Flyer programs must be requested and arranged by the traveler. Costs associated with upgrades are to be paid by the traveler and will not be reimbursed by Lumenis. Travelers may not travel with non-preferred airlines for the sole purpose of adding air miles to their Frequent Flyer accounts. Proper management, point validation and resolution of discrepancies to Frequent Flyer program/promotions are the sole responsibility of the employee and not of the Approved Travel Agency.

Lodging

 Hotel Reservations 
Hotel reservations must be made only through the Lumenis Approved Travel Agency. All Lumenis approved Travel Agencies have access to Lumenis special negotiated hotel rates world wide.

A list of hotels that have contracted special fares for Lumenis travelers is posted in the travel section on the Lumenis intranet site.

The maximum nightly hotel rate is $140 + applicable taxes with the following exceptions:

· New York: $230 
· San Francisco / Chicago / Boston / London / Paris / Rome: $200 
· Tokyo: $180 
· Hong Kong: $180 
Travelers are entitled to stay in a single room with private bath and can accept room upgrades only at no additional cost to the company.

When large groups attend functions in the more expensive metropolitan areas double rooming is encouraged where economical.

Room Guarantee
Unless otherwise instructed, all rooms will be guaranteed for late arrival with the traveler’s credit card as provided on the Traveler’s Profile unless the reservation was pre - paid by the travel agency.

Hotel Cancellation Procedures
Travelers are responsible for canceling hotel rooms and must contact the designated travel office before the hotel cancellation dead line to avoid “no show” charges.

Travelers will be held responsible and will not be reimbursed for “no-show” charges unless there is sufficient documentation that the billing is in error.

If you contact the hotel directly, please make sure to obtain a cancellation number in the event that follow up is needed. Many hotels have 24-48 hour cancellation requirements.

Travelers should note that cancellation deadlines are based on the local time of the hotel.

In the case of a pre - paid vouchers: If the traveler cuts short the hotel stay, written confirmation from the hotel must be printed when checking out from the hotel.

The traveler must present this written confirmation to the designated Travel Agent in a timely manner in order to obtain credit.

Hotel Payment Procedures

Hotel costs should be paid using the traveler’s credit card unless paid in advance (pre - paid voucher).

Lodging in a Private Residence

If travelers are staying in a private residence with family or friends while traveling on business, they must insure that scheduling and conducting of business meetings will not be impacted. Lumenis will reimburse the traveler $50 per night in lieu of hotel cost

Hotel Loyalty or Reward Programs 

Employees are permitted to retain benefits of these programs for personal use. Lumenis will not reimburse membership fees or other expenses incurred in these programs. Proper management, point validation recording and resolution of discrepancies are the sole responsibility of the employee. Employees may choose to use these personal incentives for business travel but will not be compensated by the Company for use of those incentives. 
Rental Cars

Travelers should rent a car for traveling to their destination when driving is more cost effective than airline or rail travel 

Upon arrival at destination, a car can be rented when it will cost less than other modes of transportation such as taxis, airport limousines etc., or when two employees are traveling together.

Rental Car Reservations

All car rental reservations must be made through the Lumenis Approved Travel Agency using the company’s special negotiated rates and contracts.

Reservations directly with the car company are not permitted.

Rental Car Categories

Car rental guidelines:

1. All employees must book compact size cars when 1 or 2 persons are traveling together. 
2. When 3-4 employees are traveling together, an intermediate size car may be rented. 
3. When 5 to 7 employees are traveling together, a full size car or a mini van may be rented. 
When picking up a rental car, travelers should check with the rental car agent for any promotional rates, last-minute specials or free upgrades.

At the time of rental, the car should be inspected and any damage found should be noted on the contract before the vehicle is accepted.

The traveler should make sure that the car rental agreement received matches the reservation details and that all extra charges and coverage are clear. The traveler must keep a copy of the contract.

Travelers may NOT rent cellular phones from the car rental company under any circumstances.

Rental Car Upgrades

Travelers may upgrade their car size:

· When entertaining customers upon pre - approval of a manager 
· When cars in the authorized category are not available 
· When the traveler can be upgraded at no extra cost 
· When transporting excess baggage such as booth displays 
· For pre-approved medical reasons (i.e., drivers with disabilities) 
Navigational Accessories 

Fees for Navigational systems or GPS devices as part of the car rental will be reimbursed only upon prior approval by a VP.

Lumenis will not reimburse employees for any traffic violations or parking tickets.

Car Rental Insurance and Liability:

On work related trips, travelers should decline any supplemental coverage when picking up a car as all necessary insurance is covered under the company’s corporate agreements with the car rental companies.

Rental Car Cancellation Procedure:

Travelers are responsible for canceling rental car reservations and must contact their Approved Travel Agency upon cancellation.

Travelers will be held responsible and will not be reimbursed for “no-show” charges unless there is sufficient documentation that the billing is in error.

Travelers should request and record the cancellation number in case of billing disputes.

Travelers should note that cancellation deadlines are usually based on the local time of the rental office location.
Extending / decreasing the car rental period:

Travelers should inform the Approved travel Agency of any changes in the length of the car rental period. Travelers should not contact the car rental company directly to arrange such changes.

In case of a pre - paid voucher, car rental companies will not refund partially used vouchers so the traveler should consult with the travel office whether it is cheaper to use the original voucher or to issue a new one.

Returning Rental Cars

Every reasonable effort must be made to return the rental car:

· To the original rental city unless approved for a one-way rental 
· Intact (i.e., no bumps, scratches or mechanical failures) 
· On time, to avoid additional hourly charges 
· If rental car is delivered with a full tank of gas it should be returned with a         full tank. Keep the gas receipts to avoid discrepancies. 
Rental Car Payment Procedures

Unless otherwise instructed, rental cars must be paid using the traveler’s credit card, or with a pre - paid voucher provided by the Approved Travel Agency when the traveler provides a credit car as a form of guarantee.

Rental Car Accidents

In the event of an accident while on business travel, the Rental Car Agency must be notified immediately of the accident to activate the corporate contract insurance. Employees should provide the local police or other affected party the appropriate rental car contract information and the designated travel agency emergency 24/7 phone number. Employees should not provide personal insurance information in a business related incident
Rental Car Club Memberships

Travelers may participate in rental car club membership programs at their own expense. The membership will not effect the Travel Agent’s decision of which car rental company to be used.

Extended car rental period:

For an extended rental car of 30 days or longer, a mini-lease rental will be requested through the company’s preferred car rental/hire supplier. Lumenis’ Approved Travel Agency will make the initial reservation. At the end of the initial contract it is the traveler’s responsibility to initiate a new Local Approval System request for extending the rental.

Ground Transportation to and from Airports

The most economical mode of transportation should be used to and from airports, bus and rail terminals when the employee is not accompanying a customer. The following modes of transportation should be considered:

· Buses, subways, taxis 
· Hotel and airport shuttle services 
· Personal car 
Private limousines or car services are generally restricted unless valid business reasons preclude the use of more economical modes of transportation.

Employees traveling to the same location together should share ground transportation to and from the airport whenever possible.

International Travel – all airport transfers will be arranged by the Approved Travel Agency along with the trip reservation.

Rail Travel

There are many states and countries where rail is a standard mode of transportation, so when used, all rail travel must be booked in standard class and should be booked through the Designated Travel Agency. As a guideline, Rail travel should be booked:

· When it is less expensive than air travel. 
· When it is require less travel time than driving. 
Payment for rail tickets:

Will depend on the rail system and Lumenis’ Approved Travel Agency for each country. If possible, the approved Travel Agency will direct bill Lumenis for rail tickets. However, there are locations where a travel agency cannot reserve and pay, so under those circumstances, the traveler shall pay for those expenses and submit an expense report for reimbursement.

Visa and Immigration Requirements 

Lumenis will reimburse for visa, immunization and related processing fees required for entry to a country where employee will be conducting business on behalf of Lumenis. Travelers are responsible to check with the designated Travel Agency or use certain helpful sites such as CIBT website to ensure that passport, visas and other travel document requirements have been met prior to traveling.

Travel Insurance

Full time employees traveling on company business are covered by Lumenis’ Travel Insurance Policies.

For US employees, when traveling on a domestic trip the traveler are covered under the following:

· Group Term Life and Accidental Death & Dismemberment Benefits 
· Group Long Term Disability Benefits 
· Group Travel Accident Benefits 
For all non US employees and US employees when traveling overseas – Lumenis provides a global travel policy when traveling on international trips

For more information regarding the travel insurance policy and for claim forms (health and luggage) please refer to the Lumenis intranet Intranet web site under the travel section.

Expenses for additional travel insurance coverage purchased privately by the employee will NOT be reimbursed by the company.

Group and Meeting Travel

Group Travel Definition

Group Travel is defined as 10 people or more gathering in a common place for a common purpose. This includes travel for:

· Training meetings 
· Sales meetings (national/international, divisional, regional) 
· New product introductions 
· Management meetings and conferences 
· Professional/technical meetings 
· Incentive trips 
· Trade shows 
· Professional Conventions 
The group travel policy applies any time travel arrangements of any kind (air travel, lodging or ground transportation) are made for 10 or more people, regardless of the actual site of the meeting or conference.

The policy applies to the selection of meeting site, the lodging arrangements for the meeting participants and arrangements for all other aspects of the meeting.

The policy establishes the quality standards, financial parameters and other guidelines associated with planning travel and related expenses.

Responsibility

1. Meeting planners, sponsors and travelers themselves are responsible for ensuring that all group travel is consistent with this policy.

2. Managers are responsible for ensuring that group travel arrangements of staff members are consistent with this policy 

3. Lumenis marketing and trade Shows departments should make all effort to reserve shows and conventions travel needs at the earliest possible time.

4. Lumenis show arrangers should look for the most economical hotel available through the show / convention housing committee that will suit the company’s needs.

5. The Trade Shows Department should consult with the travel department before committing to a hotel to see if better / more economical options are available though different vendors.

6. Lumenis encourage shows / conventions attendees to share hotel rooms when hotel rates are significantly higher than the company policy. The rooming list ( who will share a room)  will be determined by the senior executive who sponsors the show.

7. If the daily room rate during a show or a convention will exceed $250 a written approval by the company CEO or COO is required
Authorization Procedures for Group Travel

All group travel must be approved by the relevant VP. Any unbudgeted meetings must have prior written approval of the CEO.

Sponsoring a Group Travel Event

Any department planning to sponsor a meeting which involves travel or has a group of 10 or more people traveling to the same destination must:

· Obtain proper authorization for such travel by a VP. 
· Confirm that such travel is within budget 
· Contact the Approved Travel Agency’s’ Meeting and Planning Department to initiate the travel arrangements. 
Before initiating the planning of a meeting or a conference, employees must explore lower cost alternatives, such as teleconferencing or videoconferencing, to conduct their business.

All travelers are expected to use the most cost-effective means available to accomplish the required business objectives.

Once group travel has been authorized, the meeting sponsor must contact the Approved Travel Agency Meeting and Planning Department for coordination of:

· Site and hotel selection 
· Event development 
· Air travel and ground transportation negotiations 
· Group air ticketing 
· On-site meeting/conference operation 
· Final bill reconciliation and payment 
Reservations Instructions for Group Travel

All group travel arrangements, including air travel, rail, ground transportation, meals and lodging, must be made through the Lumenis Approved Travel Agency.

Arrangements should be made as far in advance as possible to take advantage of the most favorable rates for both air travel and lodging.
Payment Procedures for Group Travel

When attending a meeting or a conference, travelers must use their personal credit card to pay for any out-of-pocket expenses including meals and entertainment in amount that will not accedes the daily per diem  

The meeting sponsor is responsible for ensuring that the meeting charges are correct and for allocating them to the finance department for payment.

Expense Reporting for Group Travel

Whenever possible, travelers must pay for their own expenses and submit an expense report for reimbursement.

When expenses are incurred as a group, it is sometimes impractical to allocate a share of the expenses to each employee. Under these circumstances, the most senior employee must pay for and report the expenditure.

The cost of food and beverages for a group of employees must be reported as “Business Meals” expenses, travelers must list each participant’s name on the submitted receipts. All other expenses (i.e., transportation, lodging, etc.) must be reported under the appropriate expense category

Travel to Israel

Flights: A Local Approval System form must be submitted 14 days in advance.

Hotels: All Lumenis employees traveling to the Yokneam facility will have reservations made for them at hotels in the Haifa area.

Car rental: Car rentals will not be approved. The preferred method of transportation will be taxi that will be arranged by the local administrative assistant. Exceptions will be considered if a visitor will not be staying in at a hotel.

Per Diem “Living” expenses

The Expenses for meals and beverages are to be itemized in the expense report together with receipts. The traveler is entitled to a maximum per diem coverage of personal living expenses provided that such expenses are supported by receipts. All other approved expenses such as lodging, car rentals, public transportation, taxis, parking, fuel, airport taxes etc. will be reimbursed upon receipts. 

Hotel mini bar and in-flight refreshments will be deducted from the daily Per Diem allowance

It is expected that travelers will perform business activity on the days of travel if arrival is before 12 noon or the departure is after 2 PM. 

Maximum allowance per day:

Worldwide - $53 per day upon presentation of receipts, or as determined by local entity management after consideration of applicable local law.

Documentation Requirements

Travelers must provide the following information in order to be reimbursed for expenditures:

        Name and location of where the meal or event took place

        Exact amount and date of the expense

        Specific business topic discussed

        In the case of entertainment events, the specific time the business discussion took place (i.e., before, during or after the event)

        For USA employees: Regardless of IRS requirements, company policy            requires receipts for all expenditures in excess of $10 unless local tax law requires receipts for a lower amount.

Travelers must submit the following documentation along with their expense report form:

        Air/Rail – original passenger coupon plus invoice/itinerary or charge/credit card receipt

        Hotel – hotel invoice plus charge/credit card receipt or other proof of payment

        Car Rental – rental car agreement plus charge/credit card receipt or other proof of payment

        Meals/Entertainment – charge/credit card receipt or cash register receipt (no restaurant tear tabs)

        Receipts for all miscellaneous expenses over $10

When a receipt is not available, a full explanation of the expense and the reason for the missing receipt is required.

Actual bills/receipts must be submitted whenever possible; photocopies will be acceptable only with a detailed explanation as to why the original is unavailable.

Receipts must include the name of the vendor, location, date and amount paid.

Acceptable Receipts

The following receipts are acceptable:

        Original receipt completed by the vendor

        Customer’s copy of charge/credit card slip

        Original phone bill

Unacceptable Receipts

The following receipts are NOT acceptable:

        Photocopies, unless accompanied by a full explanation

        Credit card statement

Reimbursement of Expenses

Methods of reimbursement for approved expenses will be determined by local management after due on applicable local laws.

At the end of each trip every traveler must:

1. Fill in the Local Approval System section against every reimbursement item and produce an invoice 
2. Submit all receipts in a mannerly fashion 

3. For business meals – list the guests and employee names on the receipt. 
4. Hotel receipt – Present a hotel receipt including travelers name plus indication of Lumenis on the receipt. 
5. Attach the air ticket copy to the expense report. 
Incorrect or Incomplete Expense Reports

Expense reports that are incorrect or incomplete:

        Will be returned to the traveler for completion.

        May result in delay or non-reimbursement of specific items.

Disregard for company policy or altering of receipts may result in disciplinary action.

Tipping

Tips are reimbursable if in accordance with the customary practice and should not be excessive. 

Traveler may add the tip amount in hand writing to the taxi / restaurant / hotel receipt.

Please be aware that tipping customs vary widely around the world and travelers should be sensitive to local customs. 

Entertainment Expenses:  

Dining and related expenses arising from entertaining a client or business associate are reimbursable if incurred in the context of fulfilling business objectives. 

Specific notation of the purpose and participants must be submitted with proper receipts along with approval from the traveler’s direct manager (with approval authority).

In general, the level of entertainment expense should not exceed $50 per person, however, where necessary exceptions will be considered for approval by a VP, with appropriate business justification. 

In cases of 2 or more Lumenis employees entertaining a client or business associate, payment will be made by the senior Lumenis employee.

Employees are not eligible for reimbursement of entertainment (hosting) expenses of fellow employees. Corporate Vice presidents may entertain other Lumenis employees while ensuring that the average cost per person does not exceed $50.
Contractor/Third Party Travelers on LUMENIS Business

Individual(s) NOT employed by Lumenis (i.e. contractor) who are required to travel on behalf of Lumenis are subject to the company travel policy as set forth herein.  

The same process of trip request, approval, arrangement of travel by Lumenis, submission of expense reports, is required for all contractors and third party travel.

Reimbursable Expenses:

        Airfreight for business purposes

        Business office expenses (fax, copy services, etc.)

        Currency conversion fees

        Food and beverages 

        Gasoline – for rental cars

        Ground transportation

        Laundry/dry cleaning/suit pressing for trips exceeding 7 days

        Overnight delivery/postage

        Parking

        Taxis

        Tips

        Tolls

        Traveler’s check fees

        Phone calls – according to the communication policy

        Internet connection where other internet access is not available

Non reimbursable items:

        Items labeled miscellaneous or otherwise improperly listed or not documented by receipts

        Barber, shoe shine, purchase of briefcase, pens, clothing, accessories and similar personal items.

        Additional medical expenses beyond what is covered by the company’s global travel insurance policy.

        Fines for traffic or parking violations.

        Cost of trips taken for personal reasons.

        Charges incurred as a result of lost or stolen credit cards.

        Airlines club membership dues.

        Personal entertainment (movies, shows, sporting events, books, magazines, newspapers, hotel movies, etc.)

        Credit card annual membership fees

        any private items stolen from a rental car beyond what is covered by the company’s global travel insurance policy.

        Health club / spa fees.

        Luggage damaged in transit beyond what is covered by the company’s global travel insurance policy.

        Request for reimbursement of travel paid for by frequent flyer miles.

        Clothing, jewelry and cosmetics.

Non compliance with policy

Consequences for non-compliance with this policy will result in notifications to traveler and management. Further consequences may range from non-reimbursement of expenses, loss of travel privileges, and/or disciplinary action,

