COMPANY NAME
OUT OF TOWN TRAVEL, MEALS AND LODGING
EXCLUDING EXTENDED STAYS FOR OUT OF TOWN PROJECTS
Policy
The out of town travel, meals and lodging policy has been developed to address our company’s increased travel needs (training, conventions, recruiting, business trips, etc).  All out of town travel for these types of events should be cleared through the executive/senior project management in charge of the project and/or function.
How are expenses reimbursed?

Employees should complete a COMPANY expense report form and turn it into their immediate management for approval.
Who is Eligible?

All regular full or part-time employees of COMPANY General Contractors, Ltd.  
General Information
1. Travel should be booked well in advance to take advantage of discounted fares.  This includes airlines and rentals if approved by your supervisor as a means of travel.
2. Business use of personally-owned vehicles is compensated at 55.5 cents per mile and is subject to change per IRS regulations.

3. Each employee is responsible for booking his/her own lodging accommodations and all reasonable lodging accommodation expenses will be fully reimbursed.

4. Meal allowances for overnight out of town travel, if not otherwise provided, will be reimbursed as follows:

Breakfast



$  7.00/day per diem
Lunch




$  8.00/day per diem
Dinner




$15.00/day per diem
Evening (only if staying overnight)
$25.00/day per diem
Per diems apply only to overnight stays.  Meal allowances would only be applicable if the meals are not otherwise provided by the hotel, customer, an organization or another member of the Company.  
5. The Company expects meal per diems to be used.  If actual meal expenses are larger than the daily allowance, the employee will not be reimbursed the difference.

6. You are not required to submit receipts for actual meals and incidentals when the per diem reimbursement is used.

7. If you are entertaining a client while on out of town travel, please speak with your supervisor regarding appropriate costs for meals and entertainment.

The company may elect, at its sole discretion, to amend, interpret, terminate or suspend this policy at any time.
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