Expense Procedures

Expenses need to be handed in via hardcopy with receipts for each expense attached.  Receipts should be taped to a separate piece of paper (put as many as possible on one 8x11 page) and staple to the itemized expense cover page.  Make a copy for your records.  

· Mileage

Any travel that exceeds a 35 mile radius from the office will be reimbursed at .34 cents per mile which is calculated after leaving the radius as well as returning to the radius.  For example, if a consultant traveled 10 miles outside of the radius to work with a client, they would be able to expense 20 miles for the visit (10 miles to reach the client from the radius to the client and then from the client back to the radius).
Travel Expense Procedures

· Travel Booking

Employees are responsible for researching their travel needs and then submitting them to the General Manager for final booking and approval.  All items must be accompanied by a receipt to be reimbursed. Per diem and expense guidelines are as follows:

· Airfare - All travel should be booked as far in advance as is reasonably possible to take advantage of reduced fares.  The maximum allowable expense for airfare (without prior approval) is $350/roundtrip ticket.

· Meals - The daily per diem for meals ($45 per day) applies for any travel that requires an overnight stay.  To receive reimbursement, itemized receipts for each transaction must accompany an expense report.  If meals exceed $45 per day, any amount over and above the $45 is the responsibility of the employee’s own personal spending, and is not reimbursable. 

· Transportation - The company will reimburse employees for all company related travel.  This includes taxis, rental cars, tolls, tips and parking.  

· Rental Cars - Rental cars should be reserved prior to traveling.  Decline the refueling options.   Employees are to refill the car prior to returning the vehicle.  The maximum allowable limit for rental cars is $60/day, plus tax and LDW insurance. 

· Hotel - Reservations must be made prior to departure.  The maximum allowable limit for hotels is $140/night. 
· Miscellaneous Unallowable Expenses

1. Personal expenses (i.e. toiletries)

2. In-room movies

3. Laundry/dry cleaning.  Except when on business travel for more than five continuous days.

4. Newspapers, books and magazines.

