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OFFICE OF PRIME RESPONSIBILITY
Any questions or suggestions regarding this policy should be directed to the Accounting Department.

1.
POLICY

This Policy establishes the standard practices and procedures that apply to the reimbursement of expenses authorized and incurred by Advanced Sciences and Technologies (AS&T) employees while traveling on Company business. This policy pertains to ALL TRAVEL, whether the travel is chargeable to Government Contracts, Overhead, G&A, or Commercial Contracts.

2.
GENERAL
2.1
Policy Compliance
Failure of employees to comply with the provisions of this policy may result in non-reimbursement of expenditures and non-coverage of Company-provided travel accident insurance.

2.2
Reservations and Accommodations
Employees will make their own travel arrangements utilizing the internet or a travel agency with the intent of getting the lowest logical rates. If a trip is cancelled, such person would also be responsible for the cancellation of airline tickets and hotel reservations. The Accounting Department must be notified immediately that the trip was cancelled along with the return of the cash advance, if applicable. Situations where the traveler cannot comply with this requirement due to unusual circumstances should document the situation on the expense report. 
If the employee receives their credit card bill before traveling, the employee may complete an expense voucher, enter the cost of the tickets and note in the comments section the early submission and submit the Travel Expense Voucher to their AS&T’s manager for approval.  
2.3
Trips of More than 100 Miles Round Trip and/or More Than One Day
All travel of more than 100 miles round trip (both daily and overnight trips) require the submittal of a completed TAR Form. If a cash advance is required, the maximum amount will be $100.00 per night. Cash advances will only be given for trips that require an overnight stay.
A Travel Expense Voucher will be used for reporting and authorizing reimbursement of all business expenses associated with travel of more than 100 miles round trip. The purpose of the trip, mileage, destination(s) and departure/arrival times must be stated on the Travel Expense Voucher.  A trip report must be submitted with all Travel Expense Vouchers (except Local Travel Vouchers).
2.4
Trips of Less Than 100 Miles Round Trip / Local Travel
All trips less than 100 miles round trip with no overnight stay do not require a TAR but prior approval from a supervisor is needed. A Travel Expense Voucher will be used for reporting and authorizing reimbursement of all business expenses associated with travel. The purpose of the trip, mileage, destination(s) and departure/arrival times must be stated on the Travel Expense Voucher.

Local travel which consists of only mileage and/or tolls/parking must be submitted on the Local Travel Expense Voucher. If any additional expenses are incurred the Travel Expense Voucher must be used.  

2.5
Classified Visits

Employees who require a security visit authorization; should coordinate with the Company’s Facility Security Officer and complete a Security Visit Request form at least two (2) weeks before the trip, if possible.  
2.6
Types of Expenses
2.6.1
Reimbursable and Non-Reimbursable Travel Expenses
For types of reimbursable and non-reimbursable travel expenses go to the Joint Travel Regulations (JTR) at www.gsa.gov/travelregulation. 
2.6.2
Reimbursement of Annual Credit Card Fees

AS&T will reimburse employees who travel two (2) or more times a year the annual fee of one of their personal credit cards.  AS&T will reimburse up to $75 of the annual fee.  Employees who would like to request reimbursement should complete a miscellaneous expense voucher form and attach a copy of the credit card statement showing the annual fee. 
3.
TRAVEL STANDARDS
3.1
Air Travel
Employees are required to use the lowest logical airfare available.  To accommodate their objective, employees are requested to use whatever source they prefer (i.e. internet, travel agency).  The authorized class of airfare for all employees is “coach”. “Business Class" accommodation, which is offered at a price slightly lower than first class fare, is not allowed by the JTR criteria unless an exception to policy is granted. Generally, fully refundable no penalty tickets are used for Company travel due to frequent agenda changes and trip cancellations.
If an airline/train ticket is subjected to a transaction fee, the fee will be reimbursable and be billed as a separate line item on the Travel Expense Voucher.    
3.2
Rail Travel
Coach car for daytime travel and roomette for overnight travel will be used for all rail travel accommodations.

3.3
Automobiles
3.3.1
Rental Automobiles
3.3.1.1 
Allowed Use
Rental automobiles may be used when such use is clearly in the best interest of the Company and is necessary or less costly than other methods of transportation.  The request for a rental auto must be recorded on the TAR.  Employees should use the internet or a travel agency to obtain the lowest logical rental rates.
3.3.1.2 
Allowed Size
Automobile rentals are limited to midsize, compact and economy size cars.  If  these types of auto rentals are not available the employee must obtain written documentation from the rental agency citing such non-availability.  This documentation must be submitted with the employee's Travel Expense Voucher.

3.3.1.3 
Auto Insurance Costs
Employees are required to purchase collision and comprehensive coverage. Since AS&T has liability insurance, employees should not purchase liability from the rental agency. The entire rental agreement must be submitted with the Travel Expense Voucher, not just the receipt obtained when the rental auto is returned.

3.3.1.4 
Auto Rental Return
Employees should return rental cars with a full tank of gas. Employees are not to participate in rental car agency programs that offer prepayment of a full tank of gas. 

3.3.2
Use of Personal Car for Company Business/Secondary Work   Location
Personal automobiles will not be used for local travel whenever public conveyances or mass transit systems are less expensive, available, and convenient.

Authorization is required for the use of personal automobiles for travel over 100 miles (round trip).  Authorization is not required for travel of 100 miles or less (round trip).
When an employee is temporarily assigned to a secondary work location that is within a 75 mile radius of his/her primary work location, mileage between the secondary work location and home will not be reimbursed.

An employee using his/her personal automobile or incurring the rental expense of an automobile is the only person authorized to recover mileage or transportation expenses (i.e. gasoline, tolls).  The names of any other AS&T’s employee traveling in the vehicle must be listed on the Travel Expense Voucher.  Conversely, if you are a passenger in another person's automobile, you must note this on your Travel Expense Voucher.

Use of a personal car for the convenience of the Company will be reimbursed at the JTR’s current mileage rate plus tolls and parking.  Check for up-to-date mileage rate at the JTR’s website www.gsa.gov/mileage.  When changes in the rate occur, a memo reflecting the change will be issued.  The allowance will be based upon mileage shown by the odometer reading for all trips.  For trips of more than 200 miles, the actual mileage must be in agreement with generally published mileage tables for the most direct route.  The mileage allowance covers all automobile costs including insurance, depreciation, gasoline, oil, repairs, and maintenance incurred during business travel.  Employees, who receive an auto allowance, will not be reimbursed for the mileage allowance.

Use of personal automobiles for business travel outside local area is discouraged.  If the use of the employee's personal automobile results in workdays traveled in excess of the workdays required to travel by using the most rapid transportation available, the excess workdays will be charged to vacation and the excess mileage will not be reimbursed.  Travel time in excess of that associated with air travel is not to be reimbursed.

3.4
Taxi/Shuttle/Other
Airport and hotel/motel shuttles or taxicabs may be used when it is practical and less expensive then a rental car.  Courtesy buses and shuttles provided by airports and hotels should be utilized when available and practical.

4.
LODGING, MEALS, AND INCIDENTAL EXPENSES
The costs for lodging, meals, and incidental expenses may be based on (1) Per Diem, as set forth in the Joint Travel Regulations, (2) actual expenses or (3) a combination of 1 and 2.  Allowable costs are limited on a daily basis to the "maximum per diem" rates for the destination and time period of travel as set forth in the Joint Travel Regulations Prescribed Maximum Per Diem Rates (www.gsa.gov/perdiem).  
Maximum per diem rates are a combination of lodging plus meals/incidental costs and contractors are limited to the maximum per diem rates.  On the first and last days of travel, the per diem will be the lodging portion (when applicable) plus three fourths (3/4) of the meal/incidentals.  When an overnight stay is not necessary, the lodging portion of the per diem cannot be claimed.  On one day trips, travel of more than 12 hours but less than 24 hours, three fourths (3/4) of the appropriate meal/incidental allowance will be the maximum per diem for reimbursement.  No per diem allowance is provided for travel of 12 hours or less (lodging/meals/incidentals).  The work location (city and/or county) determines the appropriate per diem rate to be used.  This location should match the destination stated on the TAR, Travel Expense Voucher, and the Trip Report.

4.1
Lodging Expenses/Exceptions
In the selection of hotels, appropriate consideration must be given to local travel costs and government-lodging rates as set forth in the latest issue of the Joint Travel Regulations Prescribed Maximum Per Diem Rates (please refer to the JTR at www.gsa.gov/perdiem).  The cost of accommodations is to be separated on the Travel Expense Voucher between the base lodging amount and the applicable lodging taxes.


In the event the lodging is more costly than the per diem lodging rate, the employee will be reimbursed only for the allowed cost and will be personally responsible for any additional costs unless circumstances exist which justifies a deviation.  Such circumstances must be documented in detail in the remarks section of the Travel Expense Voucher with the managers approval.

Employees may claim a maximum of $15.00 per night when staying with relatives/ friends and must be noted in the remarks box on the Travel Expense Voucher.

Receipts are required for all lodging expenses, even if the amount is under the limit of the "no receipts required" clause.  To be reimbursable, the hotel receipt must show the name of employee, name of hotel, dates of occupancy and itemized costs for the accommodation.
An individual traveling in the general area of his/her place of employment (i.e., less than 100 miles round trip), on a trip that begins and ends during normal working hours, will not be entitled to reimbursement for lodging expenses unless the trip necessitates an overnight stay or it is requested by the customer.

When registering at a hotel/motel, request the Government rate, or the most reasonable rate available.  If a reservation needs to be cancelled, the reservation must be cancelled at least 24 hours prior to the time of check in.  Employees will be held responsible for charges incurred because of a failure to cancel hotel reservations unless such failure was through no fault of their own.

4.2
Meals and Incidental Expenses/Exceptions
Incidental expenses include, but are not limited to tips to waiters and porters.  Incidental expenses are part of the meal/incidentals expense per diem.

Meal allowances are NOT meant to cover the entire cost of a day's meals; but rather the additional cost of meals while on travel over and above the average costs of meals (experienced by the employee in the normal home and work environment).  Actual and reasonable meal allowances and incidental costs are not to exceed the meal/incidentals per diem rate as set forth in the latest issue of the JTR Prescribed Maximum Per Diem Rates.  If actual expenses are less than the JTR meal allowance, the lesser amount must be claimed.  Savings realized through use of in flight meals, or where the employee is hosted by others, should be reflected on the employee's Travel Expense Voucher.

It is recognized that the per diem standard may not be sufficient to cover actual and reasonable costs of meals under certain circumstances (i.e., customer's restaurant preference).  In those instances, the employee should indicate on the Travel Expense Voucher and the Business Conference Expense Form (when applicable) the basis for the increased costs in accordance with paragraph 5.3 herein, and attach receipts related to these increased costs.

Departure and Arrival times must be shown on the Travel Expense Voucher or no meal allowance will be paid for those days.  On one-day trips, meal allowances will be paid only in instances when travel is in excess of 12 hours.  No per diem allowance is provided for travel of less than 12 hours.

4.2.1
Travel Outside of Continental United States
Per Diem rates for travel to locations outside the Continental United States are listed in the Maximum Travel Per Diem Allowances for Foreign Areas (www.gsa.gov/perdiem).  

Travel expenses occurring in foreign currency, must be converted by the employee to equivalent U.S. Dollars by using the actual exchange rate incurred.  Employees shall annotate and properly identify all foreign currency receipts with the U.S. dollar conversion.

4.3
Incidental Expenses/Limitations
4.3.1
Laundry Services
Laundry, cleaning and pressing of clothing expenses are separately reimbursable.  A minimum of 4 consecutive nights of lodging is required to qualify for miscellaneous laundry expenses reimbursement.  Only one expense can be claimed for every four consecutive nights of lodging.

4.3.2
Tipping/Valet Services
Tips for baggage porters, hotel maid service, or other services are considered part of the per diem meal/incidental cost.  These expenses may be reimbursed only if the total per diem allowed for lodging and meals/incidentals has not been met.

4.3.3
Travelers Checks
The cost of travelers checks required for travel will be reimbursed.  A receipt is required.

4.3.4 
Excess Baggage Charges

With advance approval, excess baggage charges can be reimbursed when such charges are necessary for accomplishing Company business.

5.
SUNDRY TRAVEL EXPENSES
5.1
Business Supplies
Reasonable expenses for equipment, supplies, or services essential to the performance of the assigned duties will be reimbursed.  A receipt and a justification of the expense is required.

5.2
Telephone and Internet
Telephone calls should NOT be made on a "collect" basis when made to the Company, except in emergencies.  Calls to the employee's family will be considered business calls when due to changes of plans, extensions of trips, emergencies, etc., but not for the purpose of reporting arrival at destination.  All telephone calls must be distinguished as personal or business.  Personal phone calls are limited to a maximum of one per day.   Internet charges are allowable if required for business.  For business calls, show the person(s) contacted on the Travel Expense Voucher.

Costs associated with those expenses in paragraph 4.3, 5.1 and 5.2, should be listed in the “other” line item on the Travel Expense Voucher.

5.3
Entertainment and Business Conference Expenses


5.3.1
Entertainment Expenses
Entertainment expenses, for the purpose of this Policy and Standard Practice, are defined as expenses, which might be incurred for strictly social purposes. AS&T’s employees are expressly forbidden from entertaining any government employee or representative.  DCAA expressly forbids the reimbursement of expenditures for alcoholic beverages (including beer or cocktails during meals). Entertainment at the Company's expense is not authorized and will not be reimbursed.  Charges for in-room movies are not reimbursable.
5.3.2
Business Conference Expenses
Business Conference Expenses are reimbursable only when incurred for the specific benefit of the Company by employees who have been given advanced authorization to incur such expenses.  Expenses must be substantiated by an itemized receipt indicating the date, time, name and address of the establishment where the expense was incurred.

A Business Conference Expense form showing the names of AS&T’s employees involved, the names and affiliations of other persons in attendance, and the business purpose of the conference expense must be attached to the Travel Expense Voucher, Misc. Expense Voucher, or Petty Cash Voucher, as appropriate.  When the number of AS&T’s employees, including the host, exceeds the number of customer representatives, the necessity of the presence of the additional AS&T’s employees must be explained in the Business Conference Expense. Business Conference Expense forms must be received and approved concurrently with the related Travel Expense Voucher by the person who authorized the conference expense and by the CEO or COO.

When a Business Conference Expense is incurred during travel, the portion of the meals per diem for that time is forfeited. (i.e., if a Business Conference Expense is incurred for a dinner meeting on travel, the dinner portion of the meal per diem can not be claimed on that day).  The completed and approved Business Conference Expense form must be attached to the Travel Expense Voucher for submittal and approval.

5.3.3
Reimbursement for Business Conference Expenses
To obtain reimbursement for Business Conference Expenses incurred, the employee must complete all blocks on the Business Conference Expense form and obtain approval by the person who authorized the expense and the CEO or COO.  If the Business Conference Expense was incurred during travel, reimbursement will be made upon submittal and approval of the Travel Expense Voucher and all necessary attachments.

6.
REQUIRED RECEIPTS/EXCEPTIONS
Itemized receipts must be obtained for all expenditures (exceptions listed below).  Original receipts must be attached to the Travel Expense Voucher when submitted for settlement at the conclusion of travel.  A copy of the itemized receipt for airline or train tickets must be attached.  Where a receipt is required and that receipt is missing, no reimbursement will be made for that particular item.  All foreign currency receipts must be converted to U.S. dollars.
No receipt or bill is required for:

a.
Items under $75.00 (Exception - All lodging, gas and cab fare receipts are required)

b.
Transactions where a receipt cannot be obtained, such as calls from a public telephone, phone cards or subway fares.  These must be documented by the traveler in the remarks section of the Travel Expense Voucher. 
7.
SUBMISSION OF TRAVEL EXPENSE VOUCHERS
Travel Expense Vouchers must be submitted within five (5) business days of completion of a trip or at the end of each week for travel in excess of two weeks.  Additional travel advances will not be provided when an existing travel advance has not been cleared by the submission of a Travel Expense Voucher.  Travel Expense Vouchers should be filled out on a daily basis to ensure the accuracy of all expenditures.  When a refund is due the Company, a check or money order must be attached to the Travel Expense Voucher.  No post dated checks, cash or payroll deductions will be accepted.  If the bank returns the employee’s check, the employee will be responsible for all bank fees incurred.  Employee must send a certified check or money order for the travel reimbursement amount plus bank fees incurred. 
8.
TRIP REPORT
The traveler will prepare a Trip Report at the conclusion of travel to communicate the results of the trip to the person who authorized the travel and to other "Need to Know" AS&T’s employees.  Travel Expense Vouchers will not be accepted for processing by unless each is accompanied by a completed Trip Report.  Because the Trip Report may be exposed to some employees who do not have a "need to know", the following categories of information are to be excluded from the report:
a.
AS&T’s proprietary data.

b.
Any other information, which would be adverse to business interests of AS&T, AS&T’s customers, or prospective customers.

9.
ALLOCATION OF TRAVEL EXPENSES
When an employee consolidates several non-related or uncommon business objectives on one business trip, the Travel Expense Voucher must indicate the applicable expenses incurred for each objective.  If an employee is unable to segregate precisely a particular travel expense incurred to a specific business objective, he/she should allocate those expenses based upon each separate objective relative to the labor hours charged on his/her time sheet during the travel period.  The contract or objective charged on the travel expense voucher must match exactly the contract/objective charged on the time sheet for the travel period.  These segregations and allocations must be clearly delineated on the Travel Expense Voucher when submitted, and an explanation of the segregations and allocations utilized should be included as an addendum to the Travel Expense Voucher. 

10.
EXCEPTIONS

Exceptions to this policy require the prior approval of the CEO or COO.

The following forms are incorporated into this policy by reference and can be found in the forms section:

· Travel Authorization and Request for Cash (TAR) 
· Travel Expense Voucher

· Miscellaneous Expense Voucher

· Local Travel Expense Voucher

· Trip Report

· Business Conference Expense

· Recruiting/Job Applicant Conference Expense

· Itinerary Form
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