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1.0   Purpose of Policy
This policy establishes the guidelines and procedures for employees traveling on company business.  The intention of this policy is to serve the needs of the business traveler while meeting company objectives with regards to travel related costs and those costs that might be recovered as legitimate business related expenses as defined by the Internal Revenue Service.  The Radian employee that travels to conduct business for the company is expected to fulfill the company’s goals pertaining to the travel, while being a professional, using common sense and sound judgment.  The employee is expected to spend the company’s money as though it was his/her own – remember that Radian Research is an Employee Owned Company.   
2.0  Scope of Policy
This policy applies to all Radian Research employees that travel for company business and it replaces all previous travel and expense policies.  The latest version of this policy is located on the Radian intranet.  From the Home Page, click on “Accounting” and select “Travel and Expense Policy.”  
3.0  Reference Items
Travel Authorization Form

Expense Reporting Form
Check Request Form

Trip Report Form
Company Issued and/or Company Approved Credit Card

4.0   General Travel Guidelines
4.1   General Guidelines

Since it is not practical to set guidelines for every allowable expense, employees should exercise sound judgment and common sense whenever they incur expenses for which they expect reimbursement.  The employee is responsible to travel in the safest and most economical method possible while meeting business objectives associated with the travel.

4.1.1   Travel Arrangements

Employees engaged in travel representing Radian Research are required to use internet services such as Expedia or Price Line, or the employee may directly contact airline websites to reserve flights.  Hotel and rental car reservations can be made in the same manner.  The employee is obliged to seek the most cost effective means of travel possible regardless of how the arrangements are made.  The employee is encouraged to keep copies of their itinerary readily available as well as phone number contacts in the event of changes and/or emergencies.  A copy of the traveling employee’s itinerary must also be left with the department administrative support person.  
4.1.2   Travel Approval
All travel requires approval by the Department Manager.  The employee completes the Travel Request Form and submits it to his/her Department Manager.  Request for Travel Authorization shall be submitted in a time frame to allow not only for timely response but also to take advantage of the most economical fares available.  As a guideline domestic requests should be submitted at least two weeks prior to the requested travel and international requests at least 30 days prior to the requested travel.
4.1.3 Credit Card

The traveling employee should have his own personal credit card that is ideally dedicated to covering his various travel and entertainment related expenses.  The company will reimburse up to a $125 per year membership for an American Express Gold Card for those employees who travel on a regular basis to conduct company business.  The American Express Card is the responsibility of the employee and is the only charge card that should be used when incurring business travel and entertainment expenses.  There are many benefits that come with the American Express card that may not be readily visible.  These include traveler insurance while traveling on a common carrier as well as car rental insurance.  Company credit cards may be allocated for use as a backup to the personal card.
4.1.4   Cash Advances

Cash Advances are not encouraged and should only be requested when it is determined they are absolutely needed for a certain trip and the Advance must be approved by the Department Manager.  Cash advances can be acquired by completing a Check Request Form, having it approved by the Department Manager and submitting it to the Accounting Department with those approvals.  As a general rule, the traveling employee should receive no more than $50 per day in advance to cover daily incidentals.  The employee should remember that the cash advance is the Company’s money and the employee is responsible for it.
4.1.5 Passport/Visa Services

Some countries require a Visa in addition to a Passport for entry.  For assistance in obtaining passports/visas, employees can contact a local travel agency or a government website.  The web sites will typically offer instructions and requirements for obtaining a visa should it be required.  Passport and Visa costs are considered reimbursable expenses if they are required for company related business travel.
4.1.6 Travel Advisories

All employees traveling outside of the United States should refer to the US State Department Web site for travel advisories to that region.  An understanding of the destination’s medical and/or vaccination requirements should also be investigated and satisfied in advance of the travel.
4.1.7   Precautions

Employees with a known medical condition should consult their physician prior to travel to assure that travel will not be hazardous to their health.  Travelers should carry more than the necessary supply of medications in the event of any travel delays.  All medications should be kept in a carry-on bag and not in checked bags that could be lost.
4.1.8   Emergency Contacts

It is required that emergency contact information be made available to the Department Head and administrative support personnel.  

4.2   Air Travel

4.2.1 Air Travel Reservation/Class of Service

All air travel shall be booked taking the most economical fare into consideration while also considering the date and time of business activity to be conducted at the destination.  Coach economy class is the authorized class of air travel to be used while conducting company business.   Any other upgrades, unless authorized by the Department Manager, are at the employee’s expense.
4.2.2 Frequent Flyer Awards

The company permits employees to make use of various awards resulting from business travel.  Airlines should not be selected based on frequent flyer programs and the lowest logical airfare fitting the schedule of the business travel should be accepted regardless of the airline carrier.  The company will not reimburse employees who use mileage awards for business travel.

4.2.3 Weekend Travel

If there is a cost savings, employees may choose to extend their travel for personal time to encompass the corresponding weekend.  The personal stay must be in the city, or nearby area, where the employee is conducting business.  The company will reimburse travelers for expense incurred if the airfare savings are greater then the lodging and meal expense incurred for the weekend stay.  This reimbursement requires prior management approval, and the employee must submit an explanation with their Expense Report that shows the net savings.  If the employee wishes to extend the trip for personal vacation time, then the employee is responsible for all costs starting from the last day of business.  If the airline fee is higher due to the extended stay, then the difference is the responsibility of the employee.  For international business trips, the employee may choose to travel on the weekend to allow for an extra day of recovery before business is conducted.  This should be spelled out on the Travel Authorization Form that is to be reviewed and approved by the Department Manager prior to the trip.
4.2.4 Spouse/Guest Travel
The primary purpose for business travel is to conduct company business and therefore the company does not encourage spouse travel.  If the spouse does travel with the employee, then all expenses associated with the spouse are at the expense of the employee.  Spouses or guests that accompany the employee should not interfere with conducting business.  Travel expense for a spouse/guest is not reimbursed as a company business expense unless the company, or a customer, requests the spouse/guest to travel or participate.  Spouse/guest travel and entertainment expenses must have prior management approval.  There must be a specific business purpose for the spouse/guest involvement, or the spouse/guest must be directly involved in the business activity.  Examples or reimbursable business situations would be trade association meetings or company sponsored special events involving customers and their spouses.  Prior to departure, the department manager must be aware that the spouse is traveling with the employee.  This notice is specified on the Travel Authorization Form that must be approved by the Department Manager.
4.3 Ground Transportation

4.3.1 Rental Car
The employee is responsible to travel in the most efficient, economical and safe method of transportation.  All rental car reservations must be made in advance using a well known reputable rental car agency.  The employee is responsible for canceling car rental reservations should a change in travel plans occur.  If a travel agency is used in making the reservation, the cancellation should be made through that agency.

Employees should rent the most economical car consistent with the business need.  Use of a full size rental car is acceptable when entertaining customers, three to four employees are traveling together, there is excess baggage or the upgrade is at no additional cost to the company.  Travelers are required to refuel cars prior to returning them to the car rental company.   Most car rental agencies charge a premium for refueling returned rental cars.   The vehicle must be checked for signs of damage prior to accepting the vehicle as you may be subsequently charge for any damage discovered.
4.3.1A   Rental Car Insurance Coverage

When using the American Express card, optional insurance coverage should be declined for all rental cars.  The company will not reimburse employees for optional insurance, which is already provided under existing company coverage or covered under the corporate charge card used to make the reservation.  Any damages not covered by insurance will be paid by Radian, except, those that result from DUI, reckless driving, driving in areas restricted by the car rental company or by law, and other acts of extreme negligence.
4.3.1B   Rental Car Accidents

All accidents involving rental vehicles should be reported immediately (within 24 hours) to:

· Rental Car agency

·  Local authorities as required

· Charge card used to make the reservation (which provides the insurance)
· The Radian Research Accounting Department
4.3.2   Airport Ground Transportation
The most efficient and economical means available should be used for transportation to and from airports whenever practical.  Airport shuttle service is frequent and economical in many cities.  Car rentals, for the purpose of getting to and from airports, are only appropriate when they are less costly then taxi, limousine, or personal automobile mileage reimbursement.      

4.3.3 Rail

First Class rail travel is permissible when the rail travel is in conjunction with conducting company business and the fare is less that is available through economy air travel.
4.3.4 Personal Automobile

Employees may drive their personal automobiles on company business when it is more convenient or cost effective than flying.  Reimbursement for miles driven on long-distance trips must not exceed the cost of corresponding lowest cost air travel.  Use of a personal automobile for company business travel must be requested on the Travel Authorization Form and must be approved by the Department Manager.   Employees should keep track of miles driven for company business and they are to be defined on the Expense Report.  The company establishes the rate per mile.
4.3.5 Parking

Long-term parking must be used if it is more economical then the use of a car, bus, limousine, or taxi service.  Short-term parking should be used appropriately and must not exceed one night in duration.  If long term parking (or the title at a given airport for the most economical parking rate) is not used, then the employee is responsible for the difference.
4.4 Lodging

4.4.1 Making Hotel Reservations

Hotel reservations should be made at reputable hotels offering safety and quality at economical prices.  Only actual costs for lodging that are reasonable and customary for that area will be reimbursed.  Hampton Inns or equivalent can be used as an example benchmark.  When the employee is attending a conference or trade show, of which the company is participating in, then the employee is encouraged to stay at the host hotel even if it is more money than a typical Hampton Inn.  Note that Sales and Marketing employees who are attending an industry conference or trade show are required to stay at the host hotel in order to take advantage of opportunities for customer conversations and interaction.   Employees are responsible for canceling hotel rooms if travel plans change so there are not any ‘no-show’ charges.  Be sure to request and record the cancellation number in case of billing disputes. 

4.4.2 Lodging in a Private Residence

Employees staying in a private residence with family and friends while traveling on business must obtain prior approval from their Department Head for any reimbursable costs.  The employee will be reimbursed for actual and reasonable expense incurred to extend appreciation to friends or relatives for their hospitality.  Original receipts must be attached to the traveler’s Expense Report and must not exceed the cost of a reasonable room rate at a local hotel.  
4.4.3 Hotel Frequent Guest Programs

Many hotels have frequent guest programs that reward travelers with free accommodations or room upgrades in exchange for a given number of paid room nights at a hotel.  Travelers may retain awards from such programs for their personal use.  However, participation in these programs must not influence hotel selection that would result in incremental cost beyond regular rates.  Any membership fees associated with joining these programs are not reimbursable.

4.5 Personal Meals, Business Meals and Entertainment

4.5.1 Personal Meals and Snacks
Employees are expected to exercise good judgment and common sense regarding the amount spent for personal meals and snacks while on company business.  The meal price should be reasonable and customary.  Gratuities should not exceed 15% of the cost of the meal.  Personal meal and snack expenses that are considered extravagant are subject to non-approval for reimbursement.  Employees should use sound judgment regarding alcohol (beer, wine or liquor) consumption while traveling on company business.  This includes during layover times at airports as well as on the airplane.  Unless entertaining (customers, suppliers, sales reps or consultants) alcohol purchases are not reimbursable expenses.    
4.5.2 Business Meals

It is considered a business meal when the Radian employee is dining with customers, sales representatives, suppliers and consultants.  Business meals will be reimbursed when they can reasonably be expected to accomplish a business goal or initiative.  The employee must use sound business judgment (cost/benefit) when incurring this expense.  The purpose of the business meal and the names of those in attendance should be included on the expense report along with the signed summary receipt.  In addition, it is encouraged that the detailed receipt be submitted to properly support the summary receipt and Expense Report.  
4.5.3 Business Entertainment Expense

Entertainment expenses will be reimbursed when they can reasonably be expected to accomplish a business goal or initiative.  This expenditure should directly precede, include or help accomplish a business decision.  Employees should use sound judgment regarding alcohol (beer, wine, liquor) consumption while entertaining suppliers and customers.  The purpose of the entertainment and the names of those in attendance  must be included on the Expense Report along with the receipt.  In addition, it is required that the detailed receipt be submitted to properly support the summary receipt and Expense Report.  
4.6 Other Business Travel Related Expenses
4.6.1
Telephone
Employees who travel routinely can request telephone calling cards when a substantial number of business-related calls are the norm.  Personal calls to home, family etc. while traveling are an allowable expense, within reason which is generally one call per day.  The employee should use good judgment and keep calls to a minimum.  It is recommended for periods of extended travel that the employee purchases a prepaid calling card and include the cost/receipt on their expense account.  Employees are advised to check with the local hotel policy of the hotel they are staying for added fees that can become excessive when calls are placed from the room phones.

4.6.2 Cellular Phone Reimbursement Policy

Employees will be reimbursed for business calls made on personal cellular phones which are reasonable and necessary for conducting business.  A detailed copy of the bill must be submitted as receipt for documentation.  When the company provides the employee with a cellular phone, it should be used whenever possible.  Personal cellular phones lost, damaged, or stolen while on company business will not be reimbursed.  If the responsibilities or specific work activities of a position warrant access to a cellular phone on a regular basis, the employee should submit a request with appropriate justification to their department head for consideration.  The use of air-phone services is not a reimbursable business expense.
4.6.3   Hotel Internet Service

Employees traveling for business are allowed to use internet services from the hotel in order to check email and conduct company business via email.  Employees from the Sales and Marketing Department and others traveling with laptops are expected to check email daily and correspond daily via email.
4.6.4 Laundry and Dry Cleaning  
In general, laundry and dry cleaning expenses will only be allowed when business travel extends beyond 5 business days.
4.6.5  Tips/Gratuities

Tips and gratuities for porters, bellmen, taxis, etc., must be reasonable and customary.  Please check with local customs for appropriate tipping when traveling abroad.  Lavish tips are subject to non-approval.  Note that tips for luggage carried to and from your hotel room should only be used when you have excessive luggage for a show.  If it is only your personal luggage, then carry it yourself because the tip will not be reimbursed by the company.
4.6.6  Non-Reimbursable Expenses
Employees will not be reimbursed for unauthorized expenses.  Unauthorized expenses include, but are not limited to:  -Purchase of clothing, luggage, toiletries and other personal items; 
-Personal reading material such as magazines, newspapers, and books;  -Fines for violations of laws; -Personal entertainment or recreational expense such as golf, tennis, or pay per view movies.; -House sitting; -Pet Care; -Country Club fees; -Airline Clubs; -Lost or stolen personal property; -Airline and/or other insurance, including automatic flight insurance.; -Barber/hairstylist; -Shoe shine; -Car Washes (except for company vehicles); -Excess baggage, except Company documents and equipment necessary for business; -Hotel charges incurred for failing to cancel a reservation; -Liquor when not entertaining customers; -Palm pilots and other electronic devices; -Dependent care
4.6.7 Computers and other electronics

Computer hardware, software and other electronics will not be reimbursed through expense reports.  These must be procured through the purchasing requisition system and be compliant with Company technology requirements and selections.

5  Expense Reports

5.1 Proper use of Expense Reports

Expense Reports must be used only by employees for business expenses incurred by them.

• If more than one Radian employee is present at a sales/customer related event then a person from the Sales and Marketing Department will pay for the expense.  If it is not a sales/customer related event, then the most senior level individual within the department must pay for the expense. This does not apply to pre-scheduled events (e.g., sales conferences, off-site management meetings, etc.), which have been pre-approved.

• The following Company-approved forms for filing an Expense Report can be obtained on the Radian Intranet Home Page by clicking on “Accounting” and select “Expense Report”

• The Expense Report form must be filled out in its entirety with the business purpose(s) of the expenses clearly documented.

• Expenses must be detailed by category and day (e.g., lodging, meals, phone, etc.) and recorded under the correct general ledger and cost center account number(s).

• Daily hotel room charge and applicable taxes must be noted on the expense report. All other expenses on the hotel bill must be itemized by expense type (e.g., meals, telephone, fax, dry cleaning, etc.)

• Meals/Entertainment must be indicated as breakfast (B), lunch (L), dinner (D), and noted as an individual meal or a meal with an Internal (Radian employee) or External (Customer, etc.) Partner(s).

• Employees must keep copies of Expense Reports and receipts submitted until they are reimbursed by the Company. 

• Completed Expense Reports must be forwarded to the appropriate approver(s) for signature as required by this Policy.

5.2 Expense Report Filing Time

• Expense reports must be submitted no later than 30 days after returning from a trip or incurring a business expense and requires approval by the Department Manager.  Expenses submitted after 30 days may be subject to non-approval.
5.3 Receipts/Documentation

The following documentation must be attached to the Expense Report before reimbursement will occur:

• All expense receipts are desired, but $25 and above are mandatory by IRS rules. 
• Airfare documentation must contain ticket receipt/stub indicating proof of payment.

• An itemized hotel bill.

Lost receipts: Expenses missing a required receipt must be noted as a “lost receipt” on the Expense Report and initialed by the employee’s manager.

5.4 Foreign Exchange

• Overseas expenses are translated by your credit card into U.S. dollars. For expenses paid in cash, a receipt for the foreign currency exchange rate or other proof of the cash conversion exchange rate should be included.

• Reasonable bank service transaction fees will be reimbursed for obtaining cash from ATM’s for incidental business expenses while traveling abroad.

5.5 Credits
If an employee receives a refund or credit from a supplier for an item that was previously expensed and reimbursed by the Company, this refund/credit must be returned to the Company. Examples of this include airline credits for business trips not taken, pre-registration fees for cancelled training courses, etc.   Credits received must be deducted against the next expense report with documentation of the credit noted. If you do not expect to file an additional expense report within 90 days of receipt of the credit, or the credit exceeds expected business expenses, the employee should refund the monies by writing a personal check to “Radian Research.” The check should be forwarded to Accounts Payable with a note identifying the cost center, general ledger account to be credited, reason for refund and a copy of the original expense report.  
5.6  Expense Report Review, Approval and Audit
As business professionals, employees are expected to comply with the travel and expense policy.  The Department Manager is responsible for approving the employee Expense Report.  The President will approve reports submitted by Department Managers.  The approving manager is responsible for reviewing the Expense Report for compliance with policy and for verifying legitimacy and accuracy of charges.   The company assumes no obligation to reimburse employees for expenses incurred and submitted that are not in compliance with the policy.   Falsifying an expense report may result in denial of reimbursement as well as further action by Management.  It is also important to note that Expense Reports are subject to audit even after it has been reviewed, approved and the employee has received reimbursement.  If an audit uncovers a falsified Expense Report, then the employee will be required to repay any monies incorrectly reimbursed to them.  
6.0 Trip Reports

Each Employee that travels for company business is required to complete a Trip Report and submit it to his/her Department Manager for approval.  Trip Reports must be submitted no later than 30 days after returning from a trip.  Required information for the Trip Report includes:  Date of Trip, Purpose of Trip, Customers Visited (if applicable), Customer Issues (if applicable), Name of Event (if applicable), Customer Opportunities (if applicable), Action Items, Other items requested by the Department Manager. 
