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Background

Since the maximum travel cost savings result from trip avoidance, it is the responsibility of all employees to conscientiously avoid unnecessary business travel by first exhausting the alternatives.  Virtual communication (e.g., teleconferencing, webex) should be considered as a substitute for travel. 

Policy

It is J. Doe Inc.’s policy to reimburse employees for valid expenses that are required and necessary for business operations, approved by management and in compliance with regional guidelines as described within the Travel and Expense Manual. Regional guidelines may be more restrictive than the U.S. guidelines but not less. 

Procedures

Corporate Credit Card Program 

Eligible employees should participate in the designated Corporate Credit Card program (e.g., AMEX).   Where not available reimbursement occurs through normal accounts payable processing.    

Approval

Employees planning a business trip or other expense must secure proper approval from their line management. To claim Travel and Expense reimbursement, the line manager or a delegate should review and must approve the claim.

Once determined that a trip is necessary, it is Company policy to provide equitable standards, control costs and ensure consistent and fair treatment of all individuals who travel on company business. An individual should neither gain nor lose personally because he or she has incurred reasonable business expenses.

 
The Travel and Expense Manual provides guidelines as to what may and may not be included for travel and expense reimbursements.  Individual Business areas may elect to impose greater, but not less, control than required by this policy.

The Company assumes no obligation to reimburse employees for expenses that are not in compliance with this policy.

Eligible Expenses

Only authorized reasonable and necessary business expenses will be reimbursed. Such expenses must be paid directly by the employee. 
Reimbursement

All travel related expenses incurred by individual employees must be reported by submitting the appropriate Travel and Expense reimbursement form to Accounts Payable for processing or by entering the information within the designated payment system.  

Expenses paid in foreign currencies should be converted per the rate received at time of conversion or an average for the trip and such documentation must be submitted with the expense report. 

Employee should complete a Travel Expense Report within 30 days for expenses incurred on company business. 

Employee Termination 

On their last day of employment, employees leaving the company must relinquish their Corporate Card at which time the card will be destroyed and the account cancelled. 

Controls / Areas of Responsibilities

Reimbursement is issued to Company employees only.

Corporate Procurement should be responsible for updating this policy and negotiating all travel related contracts.

 

Accounts Payable is responsible for processing reimbursements and auditing selected Travel Expense Reports.  
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