

CTRAC TRAVEL REPORT & REIMBURSEMENT


Goal

To provide CTRAC members, staff, and contractors (as needed) with a clear picture on how to receive reimbursement for travel from the CTRAC.

Travel Requirements

1. The person(s) or entities seeking travel reimbursement must be a member, staff, or contractor of the CTRAC.

2. Due to constricted funding availability, it is the responsibility of each CTRAC member or entity to make your own travel payment and arrangements.

3. Travel payment will be allowed only on a limited basis for members of the CTRAC Board of Directors, or CTRAC staff who are traveling on the behalf of the CTRAC. (Example: CTRAC Chairperson is required to attend quarterly GETAC meetings per grant requirements).

4. Exceptions to the above requirements may be considered by the Board on an individual basis.  An entity seeking such an exception must submit, in writing, a request for the exception and provide documentation to support the request.

Purchases

To Prompt a Purchase:

1.      When the normal cash disbursement procedure of invoice, etc., is not appropriate, (i.e., postage, petty cash, etc.) a purchase request should be completed and forwarded with any order form or other documentation to the Chair and/or Committee Chair for approval. All items costing $500.00 or more shall be procured via purchase order. If a check is made out to the Chair, Executive Director, or other authorized Officer that individual cannot approve the check request voucher or sigh/counter sign that check.

2.      Approved check requests should be sent to the Executive Director for payment.

3.      In the absence of backup materials, receipts for the purchase must be provided to the Executive Director for attachment to the check request within two weeks from the check date.

Credit Card Purchases:

1.      Only the Chair and/or Executive Director carry corporate credit cards in his or her name.  The purchase of airline tickets and other authorized business expenditures may be made by other employees or board members using the corporate credit card.  In every case of credit card usage, the individual charging a CTRAC account will be held personally responsible in the event that the charge is deemed personal or unauthorized.

2.      Authorized uses of the credit card include:

a.      Airline or rail tickets (at coach class or lower rates) for properly authorized business trips.  A program code will be needed in order to charge to the CTRAC Visa.  The program code will help reconcile the costs of travel with the proper CTRAC program to be charged.  

b.      Lodging and meal charges that do not exceed the authorized reimbursement rate for persons traveling on official CTRAC business

c.      Car rental charges (for mid-size or smaller vehicles) for properly authorized business trips

d.      Properly authorized expenditures for which a credit card is the only allowed method of payment (such as monthly internet access)

e.      Business telephone calls

f.       Properly authorized entertainment at a rate which is consistent with the employee’s level of responsibility within, or on behalf of, CTRAC and within the limits of the approved budget.

3.      Receipts will be compiled and submitted with an expense report on a weekly basis. Receipts must include a detail of purchase and proof of payment.

4.      Unauthorized use of the credit card includes: 

a.      Personal or non-business expenditures of any kind.

b.      Expenditures which have not been properly authorized.

c.      Meals, entertainment, gifts or other expenditures which are prohibited by:

1.      CTRAC budget and/or policies

2.      Federal, state, or local laws or regulations

3.      Grant conditions or policies of the entities from which CTRAC receives funds.

 Proper Documentation for all Purchases, including CTRAC Credit Card Purchases:

Every instance of credit card or other purchase use must be documented with travel authorizations, receipts, individuals paid for; nature of business, etc. before the expense will be considered authorized and will be approved for reimbursement.  See details below.

A.     Lodging –Provide an itemized receipt from the hotel detailing every charge and the name of the person(s) for whom lodging was provided (utilizing the CTRAC Travel Report & Reimbursement form). CTRAC utilizes the recommended rates posted by the IRS at www.gsa.com .If the cost of reasonable lodging exceeds this rate the pre-approval form CTRAC Maximum Travel rate form must be submitted to the Executive Director for approval.  

B.      Meals/Entertainment - Provide a receipt showing separately the cost for food/beverage and gratuities, and including the names of every person for whom food or beverage was provided and the specific business purpose which was furthered by the expenditure (utilizing the CTRAC Travel Report & Reimbursement form). For example, A Luncheon Meeting with Nancy Neville, president of the Des Moines Economic Development Corporation, and Reginald Burke, executive director of the Iowa Housing Partnership, to finalize the speakers and program for the November 10-12, 1996 CTRAC annual conference in Des Moines.

C.     Other Expenditures - A receipt from the vendor detailing every individual good or service purchased (including class of service for commercial transportation) accompanied by an explanation of the specific business purpose which was furthered by each expenditure.  For example, A Round trip coach flight Washington to Des Moines for Conference Director Susie Reed to review hotel proposals and facilities for the 1996 CTRAC annual conference. 

D. Rental Cares: Cars should be rented by the employee when other means of transportation are unavailable, more costly, or impractical.


1. Cost: Travelers will choose the most competitive rates for car rentals.

2. Size: All rentals will be compact size, unless 3 or more people are traveling together or if an  upgrade is provided by the company at no charge.

3. Car rental insurance: In North America, optional theft and collision premiums are not required by employees that are licensed drivers. Optional theft and collision premium charges are not reimbursable. 

4. Refueling: Employees are expected to refuel cars prior to returning to the rental company. This practice can save up to 50% in fuel charges.

E. Other transportation: 

1. Personal Car: Employees may utilize personal cars for business travel. If travel will average more than 400 miles round trip, the employee should rent a car. The use of personal vehicles will be reimbursed at the standard rate set by the US General Services Administration under Privately Owned Vehicle Reimbursement Rates, (currently 0.505 per mile). The mileage allowance covers all the auto costs (e.g. gasoline, repairs, insurance, etc.) other than parking and tolls. 

2. Ride Sharing: If two or more individuals are traveling to the same location, it is recommended that one of the employees shares a ride with the other(s).

3. Rail: All rail riding must be in economy class.

4. Taxi and other Local Transportation: The cost of taxies to and from places of business, hotels, airports, or rail stations in connection with the business activities is reimbursable. Use of taxis is authorized only when more economical services (hotel van, shuttles, etc.) are not available. Employees are encouraged to utilize public transportation whenever feasible. Receipts for all transportation expenses are required to the reimbursement form.

F. Meals and Entertainment
1.Personal Meal expenses are those incurred by employees when dining alone or on an out-of-town business trip. Personal meal expenses will be reimbursed up to the daily limits according to IRS regulations for each city/state. A list may be obtained at www.gsa.gov under Per Diem.
2. It will be the employee’s discretion on how the per diem is allocated between breakfast, lunch and dinner. Amounts incurred in excess of the per diem will be the obligation of the employee.

Business Meals are those meals taken with clients, prospects or associates during which a business discussion takes place. Business meals will not be restricted under the same daily limits as personal meals. However, business meals must be supported by an original itemized receipt and an expense report as described below.

3. Entertainment Expenses: include events such as nightclubs, theatre and sporting events, when a business discussion takes place immediately before, during or immediately after the event. The CTRAC Director must give written approval of entertainment expenses IN ADVANCE.  

4. Payment and Documentation: Business meals and entertainment expenses must be supported by an original itemized receipt and an expense report. If you have a corporate charge card, those receipts are the preferred form of documentation, and employees who have corporate cards should use them to pay for expenses whenever possible. Tear Tab receipts, where the employee fills in the amount of the expense will NOT be accepted as documentation for Business meal and entertainment expenses.

5.Tax Requirements: To be in compliance with current tax regulations, the following must be included on employee expense reports as support for all business meal and entertainment expenses.

· Name, title and company of all attendees

· Name, and location of the establishment where the event took place

· Amount and date of expense

· Specific business topic discussed

· In the case of Entertainment expenses, the specific time the business discussion took place (i.e. before, during or after the event)

G. Spouse/Personal Travel Combined with Business


Travel expenses for a spouse or other family members who are not employees are not reimbursable as a business expense. However, a spouse or other family members may share accommodations as long as there is no additional cost to CTRAC as a result. 

H. Telecommunications

1. Air/Rail Telephones: Except in an emergency, or when a critical business issue is involved, employees should not use airphones, railphones, or telephones in car services, due to their high cost.

2. Hotel surcharges: When possible, avoid making calls from hotels that add surcharges. If the traveler has been issued a company cell phone that should be used for making calls while in the continental U.S. Our company rates include nationwide roaming and long distance.

3. Personal phone call will be made from the employee’s personal cell phone, and will not be reimbursed during company travel. 

I. Other Reimbursable Expenses

1. The following incidental expenses, when directly related to business travel, are reimbursable:

· Tips: 15% at restaurants, $1 per bag

· Parking

· Tolls

2. Receipts are required for all miscellaneous reimbursable expenses

J. Non-Reimbursable Expenses

1. The following expenses are NOT reimbursable:

· Expenses without proper documentation including the Pre-Trip Approval Form

· Baby-sitter fees

· Charitable Contributions

· Personal Gifts

· Personal articles (i.e. toiletries, magazines, etc.)

· Gasoline, except for insurances noted within this policy

· Normal Commuting Expenses

· Computer Supplies

· Airline Club dues

· Barber/Hairstylist 

· Traffic and Parking fines

· In-flight Movies/Refreshment

· Hotel Movies, Games and Other Discretionary Charges

· Laundry & Dry Cleaning

· Luggage, Briefcases

· Air, (Rental) Car Phone Usage

· Additional travel insurance coverage
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Request To Increase Maximum Lodging Rate


	Name(s) of Traveler(s)



	Designated headquarters of traveler(s)



	Check in Date
	Check out Date



	Name of Lodging establishment


	Rate Requested
	GSA Max

	City (duty point)


	County
	State



Reason for Request


No safe lodging available

If it is determined that no safe lodging is available for less than or equal to the

maximum lodging reimbursement rate for the duty point, list the travel agent’s

name, travel agency, and phone number.


Decreased total cost

If it is determined that approval of the request would result in a decreased total

cost of travel, document the potential cost savings to the state.


Other

For any other business reason, document all relevant circumstances.


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Traveler(s) and Manager must sign below

	Traveler  1

	Traveler 2

	Traveler 3

	Traveler 4

	Manager
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CTRAC Travel Expense Reimbursement Report

	Name of Traveler
	Dates of Travel
	Purpose
	Starting Address
	Destination Address
	Total Miles Traveled (with Odometer Readings)

	
	
	
	
	
	

	
	
	
	
	
	

	EXPENSES
	Day 1

(date)

_____
	Day 2

(date)

__________
	Day 3

(date)

_________
	Day 4

(date)

_________
	Day 5

(date)

_________
	Day 6

(date)

________
	Day 7

(date)

_________

	Lodging – Amount

Receipt must indicate dates of stay
	
	
	
	
	
	
	

	TOTAL LODGING __________________

	Travel Auto Mileage

_______ miles @ .545/mile (or current State rate)

$________________
	TOTAL AMOUNT TO BE REIMBURSED:

$________________________

(Check will be mailed to the address below)


I certify that the above information is correct and includes only expenses associated with the TSA-L Central Texas Regional Advisory Council for Trauma.

____________________________________   
_______

Reimbursement Address:_______________

Signature




Date

_____________________________

SS #

CTRAC Approval by:

____________________________

___________________________________

Printed Name & Title


Signature


