                                 ABC  TRAVEL  POLICY

This travel policy applies anytime an employee must be away from the workplace to conduct ABC business, including local and out of area travel.  All travel must be pre-approved by the department head or their designee, on a ABC Travel Authorization form.  Any travel costs exceeding $1,000 must have authorization from the General Manager or the Asst. G.M.  The Accounting Manager will administer and monitor this travel policy.

A. LOCAL TRAVEL 

Employees who must travel locally to conduct ABC business may utilize a ABC vehicle if authorized, or, if their personal vehicle must be used, they are eligible for mileage reimbursement at the established rate. A local mileage form shall be submitted to the department head monthly, with a detailed listing of travel location, dates, mileage reading and purpose. The department head will submit the approved mileage sheet to Accounts Payable (A/P), who shall issue payment within ten days. 

Employees utilizing any vehicle for business purposes must possess a valid drivers license and personal automobile insurance. In the event of an accident, whether using their personal or a ABC vehicle, the insurance liability always follows the vehicle – ABC vehicles are covered under ABC insurance and personal vehicles are covered by the employee’s insurance company. Employees are responsible for any traffic violation fines incurred while on business travel. 

B. TRAVEL AUTHORIZATION FORM 

Any business travel conducted must be approved and processed on the Travel Authorization

Form, which tracks all information and costs associated with the travel. The traveler completes the top portion of the form identifying training topic, dates, location, preferred method of travel and lodging, and submits the form to the department head. The department head, responsible for all budget expenditures, shall review the request for content and applicability to department needs and indicate whether the travel is approved or denied. 

If approved, the department head will forward the travel form to the Administrative Secretary, hereinafter known as the “Travel Coordinator,” who shall coordinate all travel specifics (airline and hotel reservations, car rental, compute mileage,..) with the travel agent. When the Travel Coordinator is unavailable, the Security/Maintenance Secretary shall serve as the alternate coordinator. The travel agent will provide a faxed itinerary, that once the department head reviews and confirms will authorize payment for travel costs. The travel agent will deliver all processed travel documents to the Security podium for the Travel Coordinator, who will ensure all travel arrangements are complete with confirmation numbers/itinerary, will forward to accounts payable for distribution with the travel advance and credit card information. 

Once the travel itinerary is confirmed, the Travel Coordinator will complete the travel authorization form by computing the per diem rate, include room tax and appropriate stipend amount, deduct any pre-pays and submit the completed form to accounts payable, who will issue a travel check within a week of departure date. Also from the approved training form, all registration and/or tuition costs shall be arranged by the Travel Coordinator.

C. PER DIEM

Per diem rates are federally established costs standards for lodging and meals and are computed by travel location (city/county/state). Per diem rates apply when an employee must travel away from the work station in excess of eight (8) hours and/or more than 100 miles one way from Pendleton.  Per diem is provided to cover costs associated with ABC business travel, including lodging, meals, transportation and incidental costs (parking, gas, taxi/shuttle service, etc.) To prevent employees from being penalized for business travel expenses that exceed the travel allowance, ABC reserves the right to review and adjust payment accordingly. Any costs submitted that exceed the travel allowance must have the approval of the General Manager or Asst. G.M., on the Travel Expenses Report prior to reimbursement.  

1. Travel Authorization Form 

All per diem computations are issued on the Travel Authorization Form by the department head or designee. The per diem location rate is broken down into quarters and multiplied by the number of quarters the employee is on official travel status. 

2. Travel Services

Upon approval of travel, the department head or designee shall forward the travel form to the Travel Coordinator, who shall facilitate travel arrangements with ABC’s designated travel agent. The travel agent is fully versed and authorized to schedule airline, hotel and car rental reservations. The travel agent will fax a preview travel itinerary which when approved by the department head, will confirm travel authorization and payment processing. 

3. Airline/Other Transportation Services

Whenever possible, employees traveling outside the local area or state, will be strongly encouraged to fly, as travel time is condensed immensely. Only the standard coach fare is allowed. When other transportation options are preferred – train, bus, automobile, etc., the travel costs shall not exceed the airfare cost. Any extra considerations or travel arrangements incurred - upgrade to first class, change of departure or return times once the ticket has already been issued, missing a scheduled flight and waiting stand-by, etc., are the financial responsibilities of the employee.

4. Mileage

Personal vehicles used for business travel are entitled to mileage reimbursement to and from their travel location. Mileage from the employees home to the travel departure point is not compensable as this is the same as reporting to work. If the departure point is farther than the mileage from their home to Pendleton, this mileage shall be reimburseable. 

5. Compensable Travel Time

The official travel status starts and ends when the employee departs and/or returns to the local area (Pendleton). An exception to the “local area” shall be made for those employee’s whose departure point is closer to the employees home than to Pendleton (i.e., employee lives in Umatilla, a Tri-Cities departure point is closer for the employee than Pendleton.)  Travel status does not include time spent commuting from the employee’s home to the departure point (local airport, car pool location, etc.), as this is the same as reporting to work time. Travel time is covered when an employee must commute outside the local area to travel (airport in Tri-Cities, Walla Walla, Portland, etc.) 

Dependent on location and travel service availability, employees shall receive at a maximum, one day of travel to and from approved travel location.  Employees electing to depart earlier or stay longer than the approved travel, shall not receive per diem for this non-business related  time. It is the Manager’s responsibility to monitor and efficiently manage paid travel time. 

6. Paid Work Hours

Employees who must travel during their scheduled days-off, are eligible for work hours if the business activity requires them to perform business functions (attend meetings, training, trade show, etc.) during these hours. If the employee is traveling and not performing work duties, no hours worked will be paid, only the per diem rate to compensate being away from the workplace. If travel occurs during a regular work day, the employee will receive pay for these regularly scheduled hours.  

7. Receipts 

Employees must provide official receipts from a recognized lodging establishment for all overnight stays. Travel that includes an overnight stay but for which lodging is provided, are eligible for per diem, minus the travel stipend and the lodging rate listed in the per diem standards (meals only). For travel that does not entail an overnight stay, only a meal allowance for that cost area will  be issued. If a receipt is not provided, the travel report will reflect a meals only allowance and the employee may be in a pay-back situation. 

Meals projections are included as part of the per diem and a receipt is not necessary.  

Incidental expenses incurred (gas, parking fee, taxi/shuttle service, etc.) must be submitted with a receipt for reimbursement. Tips given by the traveler are not reimburseable, as tips are a personal gesture of appreciation for service. ABC reserves the right to adjust travel expenses 

8. Travel Stipend

The federal per diem standards are cost averages based on the traveler receiving federal rates. As ABC is a business entity and not eligible to use federal rates, a travel stipend is added to the per diem rate. A stipend amount of 25% of the per diem rate will be added to the per diem, and then will be computed by quarters.  

9. Room Sales Tax

Because the room sales tax is not computed into the per diem standards, ABC has adopted a $10.00 per night subsidy to cover this tax cost. When completing the travel form, multiply $10 by each scheduled overnight stay and enter on the room sales tax line. 

10. Pre-Pays

When travel arrangements require a pre-payment for the first night’s lodging, ABC will issue a check for that amount, or, if time constraints demand immediate payment, a ABC credit card will be used as authorized by the travel agent. The pre-paid amounts will be deducted from the travel advance check. 

11. Travel Expense Report

When travel is completed, employees must submit a travel expense report to their Department head within five (5) days. Expense reports must be accompanied by receipts for all individual expenses. The department head will review and authorize the report and then submit it to the Finance department within five (5) days, for employee reimbursement and/or repayment. The finance department will have 10 days to issue a reimbursement check to the employee. Those employees who find themselves in a payback situation shall have the option of payroll deduction not to exceed two (2) pay periods to repay any amount due. If the travel is cancelled after the travel advance has been received, the total amount of the travel advance shall be payable immediately by the employee. Failure to submit a travel report will result in a full deduction of the travel amount from the employee’s paycheck and will prohibit further travel until the account has been reconciled.

D. EXECUTIVE MANAGEMENT TRAVEL

Business travel by executive management personnel sometimes require expenditures that promote our business agenda. To professionally represent and promote ABC business, ABC management level staff will receive an executive stipend amount of an additional 50% added to the per diem rate. Executive management staff include the CEO, Directors, Managers and Management Officers. 

1. Corporate Car Rental 

ABC has a corporate car rental policy available for executive level staff, or employees when designated by the department head.  The driver must possess a valid driver’s license and automobile insurance and attach such proof with the travel authorization form. Car rental arrangements are completed through the travel agent, where a confirmation number is issued with the travel itinerary. Once confirmed, the actual credit card will be enclosed with the travel documents and released by Accounts Payable. Upon return, the credit card and rental receipt must accompany the Travel Expense Report. 

2. Credit Card Use

The ABC Credit Card is reserved for executive officers as a method of securing purchases directly related to ABC business operations when the normal purchasing process is not readily available.  All credit card holders will upon issue, sign an acknowledgement form of the credit card policy. 

· Credit cards may be utilized only to reserve travel reservations, but upon receipt of travel advance, traveler must pay travel costs in cash. 

· For each credit card expenditure, the card holder shall provide a receipt of purchase. 

· Each month, the card holder will submit these itemized receipts to accounting for reconciliation. In the event that a receipt is not available, the holder must provide a written justification of the expenditure. 

· The credit card is to be used for business expenditures only. Any  personal use of the card will be classified as fraudulent and subject the employee to disciplinary action. 

· The Accounting Manager will issue, adjust credit limits and monitor the use of all credit cards, as sanctioned by the Finance Director. 

Employees should contact their department head for guidance and assistance on procedures related to travel. In the event of employment termination, any outstanding travel advances will be withheld from the employee’s final paycheck. Abuse of this travel policy, including falsifying expense reports, misuse of travel funds, not reporting expenditures or providing receipts, and similar actions, will be grounds for disciplinary action, including termination. 

