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OFFICE OF PRIME RESPONSIBILITY

Any questions or suggestions regarding this policy should be directed to the Accounting Department.

1.
POLICY
It is the policy of Advanced Sciences and Technologies, LLC (AS&T) to repay and/or prepay employees for expenses incurred while traveling on approved Company business on a “no-gain, no-loss” basis.

2.
GENERAL
2.1 There are two Expense Voucher forms. Miscellaneous Voucher is primarily used for one-day trips, on-site visits, miscellaneous expenses, etc. Travel Expense Voucher is used for all overnight trips.

2.2 For trips lasting more than one day, or one day trips out of the immediate vicinity, a Travel Authorization form must be completed and approved by the employee’s immediate Supervisor to assure payment of expenses. Cash advances may be requested by completing the Travel Authorization and Request TAR for Cash. The maximum amount of cash advance to be granted should not exceed $100 per NIGHT while on travel status.

2.3 Refer to Policy 7001, Authorized Travel Expenditures for allowable expenses and guidelines.

3.
PROCEDURE
3.1 Upon return from a trip on company business, the employee will fill out an Expense Voucher and the other appropriate forms as outlined in Policy 7001, Authorized Travel Expenditures.

3.2 All expense vouchers must be turned in within 5 business days of the completion of the trip.

3.3 Receipts for expenses incurred must be attached to the voucher.

3.4 Any unusual item or items placed in the ‘other’ columns must have an explanation in the space provided.

3.5 The Expense Voucher must then be approved by the employee’s Supervisor, then by the President/CEO.

3.6 The Vouchers are then forwarded to the Director of Finance or the Designee for approval.

3.7 The Expense Vouchers are related forms are processed through the Accounting Department where the Balance due will be calculated.

3.7.1 If the Employee is due to get reimbursed, a Voucher Check normally will be issued within two weeks of receipt of the approved Expense Voucher in the Accounting Department.

3.7.2 If the Employee owes money to the Company, the Employee will either return the amount in cash or check. If the employee travels continuously, the amount due to the Company will be forwarded to future expenses to be incurred by that Employee. Upon termination, all amounts due to the Company will be deducted from the Employee’s last paycheck.

3.7.3 Additional travel expenses will not be given when an existing travel advance has not been cleared by the submission of an Expense Voucher.

4.
EXCEPTIONS
Exceptions to this policy require the prior approval of the President/CEO or his Designee.

REFERENCES

7001
Authorized Travel Expenditures

7002
Travel Authorization and Request for Cash

2001
Employee Separation

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

· Misc Expense Voucher

· Travel Expense Voucher
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