Hotel, Transportation, and Entertainment Expenses

All hotel/motel reservations must be made through [COMPANY NAME] onsite agents or [NAME OF OUTSIDE TRAVEL AGENT].  Where possible, the corporate credit card should be used to pay these charges.  Where it is not possible to use the corporate credit card, hotel, transportation, and entertainment expenses incurred during authorized business trips will be reimbursed on an expense account basis.  These expenses must be documented with original receipts.

· There is a $90 daily room rate limit, which does not include taxes.  An explanation is required for charges over the limit.  Hotels comparable to La Quinta, Holiday Inn, Ramada, Quality Inn, and other business-class establishments normally provide rates that meet these guidelines.

· Promptly notify the hotel/motel of cancellations to avoid “no show” charges. “No show” charges are not reimbursable except under special circumstances and with the approval of an appropriate corporate officer.

· Original receipts for hotel/motel charges will be required in all circumstances.  If the employee does not have an original receipt from the hotel/motel and a corporate credit card was not used to pay for the charges, reimbursement will be held in abeyance until a copy is obtained from the hotel/motel used.

· Movie purchases will not be reimbursed by the company.  The employee must pay them.

· Reimbursements for any hotel charges of more than $90 per day require prior approval by a vice president.

