
Detail the authorization and reimbursement process for travel arrangements and
expenses;
Outline the company-paid travel expenses
Create protocols that oversee the travel arrangement process.

Disclaimer: The purpose of this Policy is to serve you as a general guideline, so use it as a reference. It is not a legal document,
and it may not consider all relevant local, state, or federal laws. Therefore, before implementing it, consult your legal counsel

and review this Policy for compliance with applicable law on all levels.

 

Company Travel Policy 
 

TRAVEL POLICY INTRODUCTION
This travel policy (the Policy) will outline the rights and responsibilities of (Company
Name) _________________ and its valued employees prior to, during, and after a
business trip. It is (Company Name's) ________________ responsibility to provide safe
and reliable travel arrangements when requesting employees to travel for company-
related purposes. The Policy contains provisions against business-trip-related
expenses and overheads that the employee may incur while executing company
duties.

 
 

PURPOSE OF THE POLICY
The purpose of the Policy is to set clear expectations for both (Company
Name)________________ and its valued employees. Our corporate travel policy will:

1.

2.
3.

ELIGIBILITY
The Policy is applicable to full-time employees under contract at (Company Name)
__________________.
This does not include paid interns, contractors, or part-time employees. (Company
Name) _________________ considers all domestic and international business trips, as
well as one-day trips that are (number of hours) _____ hours away from the office as a
fully-paid business trip.

AUTHORIZATION AND REIMBURSEMENTS
Every company travel authorization can only come from the head of the department
and one other senior employee. Alternatively, any C-level employee within the
company can grant travel authorization or request a business trip. The authorization
must come at least (number of weeks) ______________ prior to expected departure.
Employees cannot authorize their own travel arrangements.



To be eligible for reimbursements, employees are expected to submit a complete
expense report at most (number of days) _____ days after the first business day back
at work. On the expense report, employees must include all company-paid expenses
and out-of-pocket expenses. The finance department is in charge of analyzing the
report and handling reimbursement payments.

TRAVEL ARRANGEMENT AND EXPENSES
The employee is responsible for arranging transportation, as well as payment of all
travel-related expenses. All travel arrangements must be made at least one month
before the travel date. They will be issued a business credit card to be used for all
company-related transactions during the trip. The card is to be used in accordance
with the Policy and only for items covered by the Policy.

(Company Name) ______________ will cover the travel ticket for any means of
transportation of the employee's choosing and of any class, including plane, train,
boat, and/or coach ticket, (number of meals) ______ meals, and luggage. The
employee will have access to a company-paid taxi service at the destination. Any and
all travel for personal reasons while on company business will be the sole
responsibility of the employee.

RENTALS
The employee may opt for a rental instead. (Company Name) _______________ will
cover the cost of gas, renting, and roadside assistance should the employee need it.
Note that if the employee chooses to travel by car, they forego other forms of
company-paid transportation, taxi included, and will have to commit to their decision
for the remainder of the business trip. 

LODGING
The employee is responsible for arranging accommodation, as well as payment of all
lodging expenses using a company credit card. (Company name) ______________
employees are permitted to stay in a (number of stars) ___________ hotels while
traveling for company purposes. Other types of accommodation do not fall under
company-paid expenses.

Other Expenses
(Company Name) ___________ will reimburse the employee for (number of meals)
________ meals per day for a maximum of ($ amount) ________ per meal. Client lunches
and dinners will be reimbursed in their entirety. (Company Name) _____________ will
book any venues, conference rooms, or board rooms the employee may require for
business purposes.



PERSONAL TRAVEL
(Company Name) ________________ will not be financially responsible for any personal
expenses accrued for the duration of the business trip. Likewise, (Company Name)
________________ will not be financially responsible for the expenses incurred by the
employee's partner or family member if they decide to bring them along.

INTERNATIONAL TRAVEL
(Company Name) _________________is financially responsible for all travel expenses in
case the employee has to travel abroad. That includes lodging, transportation, visas,
insurance, and medical expenses.

International business trips need to be authorized by a board of three senior
members, a C-level executive, and the employee's head of the department.


