Travel and Business Expense Policies and Procedures
__________ Council

Date

I. Purpose
The purpose of this document is to

· provide guidance on appropriate travel procedures to all employees of the ___________ Council
· describe the types of expenditures that are and are not reimbursable by the _________ Council 

· inform employees of their responsibilities to control and report travel expenses 

· protect employees against possible tax reportable income that might be required to be shown on a W-2 form
Accordingly, a copy of these policies and procedures is to be made available to all employees who travel as a function of their assignment and to the staff and volunteers who approve Travel and Business Expense Reports.
Supervisors have significant responsibilities with respect to the policies contained herein. Supervisors who have responsibility for approving the travel expenses of their staff MAY NOT delegate this responsibility downward (See Section XV).  In addition, when a supervisor or key volunteer approves an expense for reimbursement, he/she is attesting as to its compliance with the policies contained in this document.
While these guidelines are intended to be comprehensive, it is impossible to anticipate every situation encountered by a traveler.  You, the traveler, are expected to apply these guidelines on a conservative basis, consistent with normal living standards and, if the policy is not explicit, to exercise good business judgment.
II. Definitions and Abbreviations
Business Travel 

Travel by an employee at the direction of the council to an area outside the employee's permanent place of assignment.

Domestic Travel 

Travel within the 50 United States, Puerto Rico, and the Virgin Islands.  However, all travel outside of the 50 United States requires a detailed itinerary be submitted with your expense report. The itinerary must document the destination(s), the names of individuals met with and their company affiliations, meeting attended, and the business purpose for the trip.

International Travel 

Travel to Canada, Mexico, or anywhere beyond the U.S. border.  Also includes all travel between country borders.  Names need to be given on request as they appear on the passport.

Personal Travel 

Individual travel by an employee, employee’s family member, or family friend traveling with the employee that is not business-related.  .

III. General Policy
Control

It is essential that continual, consistent control be exercised over travel expenses.  Control of travel expenses is the responsibility of each employee.

Approval of Travel and Business Expense Reports is more than a formality.  It indicates that expenses submitted for reimbursement have been reviewed and found to comply with council policies and rules regarding travel and authorized business expenses.  All Travel and Business Expense Reports must be signed by the employee's supervisor.  In the case of the Scout executive, the Travel and Business Expense Report must be signed by the Council President or designee.  

To help ensure control of travel costs, employees are expected to:

· exercise good judgment with respect to their expenses 

· spend the council’s funds carefully and judiciously 

· check for accuracy of bills and other documents before paying or accepting them 

· report all expenses and advances promptly and accurately, with the required documentation 

· claim reimbursement for necessary and reasonable expenses only; i.e., employees are expected neither to lose nor gain financially

Business Purpose
A documented business purpose is required for each business trip.  A stated business purpose must also be documented for each business meal purchased and claimed on expense reports. (This does not apply to meals for an employee who is traveling for the council when a business purpose for the trip is stated.)  A business purpose is defined as "the business reason for, or the nature of the business benefit derived or expected to be derived from, travel and entertainment expenses" (per IRS Code, Section 274).

Travel Arrangements

All employees are expected to use  ____________(specific travel agent or websites).  Also, all hotel rooms must be booked through (specific travel agent or websites).

IV. Initiating Business Travel

Budget constraints are always a consideration. To achieve economies, travel arrangements should be made as early as possible prior to a trip.  The Travel Request (Exhibit A) is used by an employee to secure prior management approval to obtain business travel arrangements that include airline tickets, rail tickets, and hotel and rental car reservations.  This form should be completed with all of the information required to schedule an itinerary to fit the needs of the business trip, including the approval signature and the business purpose of the trip.
V. Advances

A. Tax rules of the Internal Revenue Service affect the treatment of employee cash advances. There are two requirements: 

· Specific trips must be documented on a Travel Advance Request.  The advance should be based on a reasonable estimate of the anticipated expenses, and be drawn within a reasonable period of time before the expenses are to be incurred (30 days or less). 

· Employees must substantiate the expenses and return, within 60 days of the trip, the portion of the advance in excess of substantiated expenses. 
Advances that do not meet these two requirements are considered by the IRS to be income to the employee and are to be added to the W-2.  That does not mean the council forgives reimbursement. The council will expect to be reimbursed.

To comply with the tax rules, the following procedures are in effect: 

· Permanent advances are not available.  Employees should request trip-specific advances prior to traveling.  An employee making several trips in one month may combine the trips for one advance request. 

· Employees must substantiate and return the excess portion of advances within 60 days of the trip/event.  The accounting department will send a letter to any employee who has an outstanding advance at the end of 30 days, reminding him/her of the 60-day substantiation requirements. 

  

B. Advances may be obtained in the following ways: 

· A temporary travel advance may be obtained by using a check request form approved by your supervisor.  Before obtaining a temporary travel advance, it is necessary to clear any previously outstanding temporary advances with the accounting department. 

· It should be noted that you are personally responsible for a complete accounting of these funds, and any outstanding balance may be deducted from your final paycheck. 

· All advance requests will be distributed on an accounts payable check

VI. Transportation
A. Air Travel
· All airline reservations are to be made through (specific travel agent or website).
  

· The lowest logical airfare will be utilized for all domestic travel.  The lowest logical airfare is defined as the lowest available airfare on nonstop or direct flights within two hours on either side of the requested departure time, provided that no more than one interim stop is incurred each way on direct flights.  Connections will be used if the time required does not exceed more than one hour of additional time and the savings are in excess of $100 each way. 
· Under normal and reasonable circumstances, travelers may not specify a particular airline unless the fare for the requested flight is the lowest logical airfare available.  Unreasonable circumstances might include such matters as schedules and varying distances to alternative airports.
  

· Submit the passenger receipt and boarding pass (if available) from your plane ticket with your Travel and Business Expense Report for reimbursement.
  

· Airline reservations should be made as far in advance as possible to take advantage of available discount airfares.
  

· When personal travel is included on the same trip itinerary along with business travel, the details of the personal travel must be identified and any appropriate charges prorated. Any difference above the cost of the business portion is to be paid by cash or personal check prior to ticketing. 
  

· Purchase of flight or luggage insurance is a personal expense to the employee.
  

· Baggage service fees may be charged by airlines to check luggage.  Fees must be paid at the ticket counter at the time of check-in by the traveler.  Basic checked baggage fees for the employee are a reimbursable expense.  Employees should use discretion when determining the amount of luggage needed for a trip.  Excess baggage and weight fees are reimbursable ONLY if company materials, equipment, documents, etc., are the cause of the charge.  If excess fees are incurred, please include additional documentation to substantiate the business purpose of the fees.  Fees vary by airline. 
  

· It is the responsibility of the traveler to advise the council as soon as possible of cancelled trips.  If cancellation is after hours or over a weekend, it is the traveler’s responsibility to contact airlines, hotels, and car rental companies to cancel any reservations and avoid penalties.
  

· When an employee elects to achieve a lower overall trip cost through the use of restricted discounted airfares by extending the trip for a certain duration (e.g., a weekend) at the beginning or end of a trip, the council will reimburse hotel and reasonable meal expenses incurred for this extension.  Such extra expenses are not to exceed the amount of savings realized from the discounted airfare.  Travelers using this option will be required to submit an annotated itinerary detailing the savings with their expense report.
 

B. Ground Transportation
· Shuttle service, wherever it is available, should be the first choice for ground travel.
  

· Other public transportation should be the second choice for ground travel.
  

· Taxis are to be used only when public travel service is more costly or incompatible with the business mission. 
  

· Car rental should be used only when it is the lowest cost ground travel, or necessary to the business mission.  A car should be rented with regard to business need rather than personal convenience.
  

· Car rental reservations must be intermediate-size or smaller vehicle.
  

· Employees will be responsible for the charges for extras such as satellite radio, GPS, etc. 

OPTIONAL – check with your insurance agent for clarification)
· Employees should decline any additional insurance, LDW (Loss Damage Waiver), and PAI (Personal Accident Insurance) when renting a car for business travel.  The council insures car rentals for business travel only.  Employees renting a car for business use but conducting personal business prior to and/or after the business activity is completed must consider the purchase of optional insurance if your personal auto insurance policy does not provide the coverage. This includes both liability and physical damage coverage to the vehicle. Depending on the nature of the personal usage during the middle of a business trip, there may or may not be coverage available to you.
  

· All accidents incurred while driving a rental car on company business must be reported immediately in writing to the Scout Executive. 
  

· Unless an economical prepaid gas option is selected, regardless of the number of miles driven, rental cars must be filled with gas prior to returning the vehicle to eliminate the excessive charges for fuel by the rental car company.  Occasionally, there may not be the opportunity or ability to refuel the vehicle.  In this situation, document that fact on the car rental receipt.  The gas receipts should be available to show the attendant at the time of return if needed for proof of refueling.  Gas receipts should also be retained and put on the expense report as proof of refilling the vehicle.  Document which receipt is for the final gas purchase before turning in the rental car.
  

· Any fines resulting from traffic/parking/toll violations will be the personal responsibility of the employee renting a vehicle while on council business.
  

· Business travel via personal vehicle requires the prior approval of the supervisor, with the understanding that the reimbursement will be based on mileage at the current allowance. The reimbursement cannot exceed the cost of air travel unless explained for good business reasons, such as transporting materials for a meeting.  The Travel and Business Expense Report must be annotated to indicate cost savings if a personal car is used instead of air.  The current (1/1/10) IRS reimbursement rate is $.50.  This rate will be reviewed periodically.
  

VII. Lodging

· The standard will be a single room with private bath in a business-class hotel/motel such as: 

· Holiday Inn  Properties
· Hilton Properties 

· Marriott Properties 

· Sheraton Properties 


  All reservations will be made through the (specific travel agent or websites) 
  

· From time to time, business functions you are required to attend may offer discounted rates at certain hotels.  If you are attending such a business function, you are responsible to make the reservation in a timely manner to ensure obtaining any discounted rate available.
  

· All reservations should be made with a guaranteed late arrival using a personal credit card.  It is the responsibility of the employee to cancel reservations by the required time shown on the itinerary in order to eliminate “no show” charges.  Room charges that are the result of failure to cancel will be charged to the employee.  When canceling a reservation, a record must be made of the cancellation number or the name of the hotel employee taking the cancellation.  This procedure helps resolve no-show billing disputes. 
  

· The employee should try to take advantage of any special discounts applicable, such as AARP and AAA memberships, senior discounts, as well as any others that might apply.

  

IX. Meals

· Meal expenses may be incurred during business travel and, if incurred individually, they should be reported on the Travel and Business Expense report as such.  If other people are included, the total expense should be reported in the appropriate Travel and Business Expense Report column with sufficient explanation of those persons present, their company affiliation, and the business purpose, if not during business travel.  If you indicate the persons present, the company affiliation, and business purpose on the receipt, it is unnecessary to repeat that information on the Travel and Business Expense Report.  If you must maintain confidentiality, note “confidential,” but you must retain a diary to support any inquiry by your supervisor, the supervisor of the responsible department, or an IRS review.
  

· If in-town meal expenses are incurred, it is important to provide an adequate explanation of the ordinary and necessary business purpose of the meal.  Social meals are not acceptable.  If employee recognition for a subordinate is involved, it should be properly disclosed and prior approval received.  This would include recognizing such occasions as Secretary's Day, etc.  
  

· Actual meal expense plus gratuity is to be reported, not an estimate.
  

· Restaurant tear-off receipt stubs are not reimbursable.  Restaurant receipts with proof of payment must be submitted for individual meals and meals with others when the cost is $25 or more.  If you have lost your receipt or the restaurant is small or family owned and does not print a receipt, document this fact with the receipt given and obtain an additional signature approval from your supervisor.
  

· If the receipt for the meal expense is part of a hotel folio and/or from an establishment that has “bar, pub, lounge, brew house, or any other type of drinking establishment” in the name and you do not submit the itemized receipt, you must document that the total incurred does not include any alcoholic beverages.
  
X. Entertainment/Recognitions/Other
· Generally, the council  is not in the entertainment business, and therefore, extreme care must be exercised when incurring any expense of this nature.  The business purpose and benefit must be clearly explained.  The dollar value in this regard should be reasonable and in keeping with the circumstances.
  

· Recognitions for employees are appropriate from time to time.  Again, the approval procedure above must be followed, with the exception that the council president must approve recognition expenditures that are related to job performance and are not of a personal nature, such as birthdays and anniversaries.
  

· Per IRS guidelines, any gift card recognition given to an employee is treated as a gift of cash.  The amount of the gift card will be added to the employee’s income and they will be taxed on this amount.  Furthermore, Internal Revenue code states that any tangible item given to an employee with a fair market value greater than $25 is considered compensation, and the FMV of the item will be added to the employee’s income and they will be taxed on the amount. 
  

· The cost of flowers, cards, etc. to give to fellow employees is a personal expense.  

XI. Personal Communication Devices
A. Employee-owned device - Any request for reimbursement related to the business use of such a device must be supported by a service invoice for the device. Only business-related usage is eligible for reimbursement. In order to be considered for reimbursement, each individual business use (a phone call, an e-mail message, or a text message) must clearly include the following documentation: date, time, person contacted, business relationship of the person contacted, and business purpose of the contact.  Notations on the submitted invoice such as “All business” or “No personal use” are not acceptable documentation.  Providing business use is properly documented, determine a reasonable allocation of the service cost as between business and personal use and submit the business portion only for reimbursement through the regular monthly expense reporting process.
  

B. Company-paid device - If you have been assigned a company-paid personal communication device, the company will pay the invoice directly for the service cost of the device.  You will pay income and employment taxes each month equal to the value of the base service cost plus 15 percent to cover taxes and regulatory fees.  These taxes will be withheld from your paycheck and the appropriate portion will be included on each of your paychecks.  For company-paid devices, you are not required to document business usage as noted under Section XI.A above.
XII. Paying Business Expenses Early (Prepayments)
Prepaid expenses such as those for conference registration fees and payments for membership in professional/civic organizations, clubs, etc., should be initiated via the normal accounts payable invoice process.  With the increasing use of the Internet, some Web sites require payment online using a credit card.  In the event online payment is the only form of payment accepted, the expense must be submitted on the employee’s appropriate expense report with full documentation showing payment made and a copy of the payment confirmation.  In addition, the appropriate supervisor’s approval must be obtained prior to submission for reimbursement.  If the payment is initiated through the normal accounts payable process, any form/document that must accompany the payment check should be included with the disbursement request and clearly indicate the fact that it is to be returned to the vendor with the payment check.
XIII. Reimbursing "Old" Expenses

Any expense that is reported more than 60 days after it was incurred is considered “stale” and the employee seeking reimbursement will have to provide special documentation and seek special approval prior to its reimbursement.
If an expense is submitted that relates to business conducted two months (or more) prior to the current business month, it should be reported on a separate expense report.  The employee should attach an approved copy of the expense report and supporting documentation for the month during which the expense was incurred.  In addition, the employee MUST attach the approved expense reports and supporting documentation for each of the two months immediately following the “stale” expense. 
XIV. Non-Allowable Expenses
The company's policy is to reimburse the employee for all reasonable and necessary expenses incurred in transacting the business affairs of the company.  However, there are specific types of expenses that are considered to be of a personal nature or that have special purchasing requirements and are therefore NOT to be submitted on an expense report.  Examples of items that should not appear on Travel and Business Expense Reports because they are considered to be of a personal nature or are otherwise non-allowable are:

· Airline upgrade certificates (a.k.a. coupons) 

· Barber, manicurist, shoe shine, masseur 

· Toilet articles, clothing, etc. (unless baggage is lost) 

· Child/pet/home care 

· Personal reading matter, including newspapers 

· Use of hotel facilities such as pay TV movies, health club, sauna, steam bath, etc. 

· Theater or other personal amusements 

· Transportation to and from home during normal workdays 

· Unauthorized trips, entertainment, gifts, or donations 

· Car rental over standard vehicle model or rental level 

· Laundry (unless five or more consecutive business travel nights and required to continue trip) 

· Alcoholic beverages 

· All traffic or parking violations, even if incurred by a volunteer or temporary employee
XV. Travel And Business Expense Report Processing

It is most important that the Travel and Business Expense Report is processed timely, accurately, and legibly, and is properly approved.

· Timing is important for purposes of recording the current month's expense and for timely generation of the reimbursement check.  One Travel and Business Expense Report should be submitted to your supervisor after the end of the month within five working days following month-end: 

· If you need to turn in expenses for multiple months, you must complete one expense report per calendar month.  This means that you could turn in two individual reports in the same month, but the reports have to reflect expenses for two different calendar months.  If the expense you are submitting is over 60 days old, you must have the approval of the Scout executive in addition to your supervisor’s approval. 

  

· There is no need for Accounts Payable to have your personal credit card number. Please cut off or remove your credit or debit card account number(s) and credit limits from any supporting documentation that you submit with your expense report.
  

· If a Travel and Business Expense Report is deficient in documentation or approvals, includes credit or debit card account information, or has other matters, it will be returned for completion/correction, thus delaying reimbursement.  Significant and recurring deficiencies will be communicated to the appropriate supervisor.
  

· Approvers cannot delegate their signing authority downward. An approver's secretary or assistant cannot be given his/her signing authority.  In the absence of the approver, the Travel and Business Expense Report goes to the approver's supervisor. Upon the approver's return, he or she should review the Travel and Business Expense Report and indicate approval by signing the report and returning it to the Controller Department.
  

· All business expenses must be reported on the Travel and Business Expense Report 
· Do not attach invoices/receipts for items under $25 except for the items previously mentioned, i.e., final gas purchase, hotel, car rental, or airfare receipt less than $25.  Submit supporting documentation invoices/receipts for items of $25 or more as follows: 

· Attach documentation in chronological order except for car rental receipts. 

· Attach an explanation when a required receipt cannot be obtained or was misplaced. 

· To substantiate lodging expenses, attach your paid statement of account that details and totals your expenses.  You do not need to submit charge card copies in addition to actual bills or invoices. 

· Tips over $25 a day must be broken out or noted how many tips the total covers. 

  

a. The Travel and Business Expense Report is to be used only by employees. Nonemployees should submit a list of expenses together with supporting documents consistent with company substantiation requirements for its employees, when circumstances warrant.
  

a. The Travel and Business Expense Report should be used as much as possible for expenditures such as service club dues.  Any business expense paid by a BSA employee must be reimbursed on a Travel and Business Expense form, not by a check request.  Any employee whose expenses are reimbursed through an employer-accountable plan is not obligated to report those expenses and the related reimbursement on annual income tax returns. Providing reimbursement to an employee using a check request could cause potential adverse tax consequences to the employee.

XVII. BSA Leased Autos

· Those employees provided with a company-leased auto are required to submit a monthly accounting of personal and business miles and business purpose of business miles.

  

· Leased autos must be maintained with routine servicing such as oil, tire repair, alignment, wheel balancing, or car wash.
  

· An individual with a company-leased auto should not use a personal car for business unless exceptional circumstances exist and are described in the Travel and Business Expense Report.
  

· All miscellaneous expenses must be detailed. "Miscellaneous" is not a sufficient explanation.
  

· The personal use flat rate is currently $____* per month plus ____ cents** per mile personal use.
 

(*) Subject to adjustment based upon the current cost of the program as dictated by economic factors. The Internal Revenue Service stipulates that a reasonable flat rate must be charged to avoid possible complications related to personable income.

(**)The personal use mileage charge may be adjusted in accordance with the current average gasoline cost as determined by the Travel Service.

· As with your personal vehicle, shopping for the lowest fuel price helps the BSA keep costs down.

Safety

Safety is important because you and your passengers are important.  You, as the custodian and operator of the vehicle, are responsible for your safety while operating the vehicle.  According to the OSHA Motor Vehicle Guide, seat belts are the single most effective safety device in a vehicle and they save lives and prevent serious injuries in America annually.  Every occupant of your vehicle should wear one at all times.  In addition, distracted driving is a factor in 25 to 30 percent of all traffic crashes.  You as the driver should avoid behaviors that distract your focus from the safe operation of the vehicle.  Key distracters which you should eliminate include reading, eating, talking on a cell phone (even hands-free), texting, and e-mailing with your BlackBerry.  If you must multitask, please pull off the road into a safe area.
XVIII. Other Travel and Business Expense Considerations
Conflict of Interest - When purchasing travel and business expense services, an employee must always be alert to potential conflict-of-interest situations, which will not be tolerated.  For example, an individual may receive Marriott honored-guest award points for personal usage but may not obtain large award points for group or conference bookings.


EXHIBIT A
_________________Council
TRAVEL REQUEST

Approval has been given for the following business travel: 
Passenger:  _____________________  
Business Purpose :______________________


Today's date: ___________________
Approved by: _________________________





Passenger should fill in the following information:

	City
	Date
	Earliest

Departure

Time
	Must

Arrive

by
	Hotel
	Rental

Car

Needed

	FROM:   
	
	 
	
	
	

	TO:         
	
	
	
	
	

	TO:     
	
	
	
	
	


Hotel information: (If attending a conference, please provide name and business purpose of conference)

	Rental car information:
	


Is any of this trip personal?  Yes____  No ____    If yes, please explain
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