
[Agency] Travel Policy

The purpose of this policy is to provide guidelines regarding travel and entertainment expenses incurred by employees in the conduct of Agency business. Its aim is to provide equitable standards and effective procedures for properly controlling and documenting travel costs and making it easier for staff to book travel with a list of pre-screened hotels and other services.  This policy is also intended to facilitate compliance with Internal Revenue Services (IRS) requirements.

The Agency policy is that only travel expenses that meet the following criteria will be acceptable/ reimbursed:

· Expenses are necessary to conduct business

· Expenses are not extravagant

· Expenses are supported by proper documentation and original receipts

· Expenses are submitted for reimbursement in a timely manner

Expenses not supported by receipts will not be reimbursed.

Tips, other than when included in or added to a restaurant charge, must be separately reported. This includes tips to hotel employees, parking attendants, baggage handlers, airport/Amtrak personnel or drivers. Please report these expenses via an expense report.

If a receipt is lost or unobtainable, a “Missing Receipt Declaration” form must be completed. It is located on the server. 
Credit Cards

Staff who travel should obtain an American Express card (if possible from [Agency]. This should be used for all business-related travel and expenses.  A detailed reconciliation of your AMEX statement must be submitted each month along with all receipts. 

A personal credit card is also acceptable. If used, an expense report, along with your credit card statement and receipts must be submitted.

If you are not able to secure a credit card, then travel can be booked using your supervisor’s or [Agency]’s  American Express card. You must then submit an expense report and all receipts to the card owner.

Finance charges associated with late fees are typically incurred because statements are not being submitted in a timely manner. If such fees are incurred as a result of this, it will be the responsibility of the individual to cover these fees.
Travel Agent
Should you need assistance with travel plans and would like to involve a travel agent, the agency has used Atlas Travel. 508-488-1110.
Lodging

Lodging costs should be reasonable for the area visited. Wherever possible, accommodations at the following hotels should be made.  Please use either the Kimpton brand or The Standard as your first choice. Feel free to offer these hotels to clients and associated business colleagues.

· All Kimpton Hotels (NY, BOS, DC, SF) (use code xxxxx when booking on-line; use agency name if booking by phone).  www.kimptonhotels.com  or 1-800-KIMPTON

· New York – In addition to the Kimpton chain of hotels, we have secured negotiated rates with the following hotels:

The Standard

848 Washington Street

Greenwich Village, NY  10014

212-645-4646

Ask for the [Agency] rate at time of booking
· Intercontinental Hotel
510 Atlantic Avenue, Boston
617-747-1000
· Harborside Inn
 http://harborsideinnboston.com/ 
185 State Street, Boston

617-723-7500

No negotiated rates, but they are inexpensive
 Transportation (Air/Train)

All travel should be booked in the most economical class. Client related travel can either be by Amtrak or airline, depending on distance, time and client budget. Be sure to get manager approval before booking as well as be aware if your client adheres to certain guidelines for travel. For any non-chargeable travel, staff should look first to Amtrak, then, if there’s a comparable airfare, individual can opt to fly. All agency- related travel should be booked in the most economical way. If your travel is related to Professional Development, remember each employee has “PD” dollars allocated to them each year. Before booking, please seek approval from [Agency].
Meals

[Agency] will cover/reimburse employee for all meals related to client and agency travel.  Costs must be reasonable and receipts are a must (per IRS regulations). The IRS states between $50 - $75 per day/per person for meals (breakfast/lunch/dinner), depending on city and state. 

GROUND TRANSPORTATION

Private Automobile

Personal automobiles can be used for local client meetings and meetings within a reasonable driving range. Client and agency mileage shall be reimbursed at the IRS sanctioned standard rate ($0.56 per mile), which includes gasoline and other related charges with the exception of parking fees and tolls. Mileage expenses are submitted via an expense report. Parking and toll expenses are also submitted via an expense report but must be accompanied by receipts.

Rail

At [Agency], Amtrak is the preferred method of travel between Boston, New York and DC. For all non-billable, agency related travel, Amtrak should be the mode of transportation chosen. However, if there is a comparable airfare, then that can be an alternative.  For all client-related travel select the most economical class/mode of transportation, both from a time and cost perspective.

Car Rental

Rental cars should be obtained from Avis Rent- A-Car where we have a discounted rate. Reference xxxxx when booking.

Local: 617-534-1404 (located at 100 Clarendon Garage)

Nationwide reservations: 800-331-1212

www.avis.com/car-rental
Zipcar – 866-494-7227

You can join the [Agency] network already established with Zipcar using your corporate AMEX card.

www.zipcar.com
Miscellaneous

Laundry charges are not generally reimbursable however should an individual be travelling for more than 5 consecutive days on [Agency] business, reasonable laundry costs may be submitted for reimbursement.

Hotel movie rental charges and other types of personal entertainment expenses are not reimbursable. Other examples of non-reimbursable personal expenses include reading materials, sporting events, museums, theatre tickets, hair salon, shoeshine, over-the-counter medications like Advil, Motrin, and aspirin, Airborne, chewing gum, manicurist and spa services. Similarly, except in the case of an unplanned overnight stay during which the traveler must purchase essential personal care products, such items may not be submitted for reimbursement.

Theft, loss or damage to personal luggage or personal effects is a non-reimbursable expense. If the loss or damage is associated with the airline or rail, a claim should be filed with the carrier.
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