Nebraska FFA Foundation

Travel and Entertainment Policy

Originated- 11/20/2006

1.0 Introduction

	Purpose and

Scope
	This document contains the Nebraska FFA Foundation’s (Foundation) procedures for travel and entertainment.  Its scope is limited to those expenses specifically related to either traveling or entertaining when conducting business on the Foundation’s behalf, including board meetings, conferences, task force meetings and other similar events.

	
	

	Overview
	This policy is governed by these guiding principles:

· The Foundation has an obligation to ensure that travel and entertainment costs are managed and spent wisely; however, the safety and well-being of employees is always first and foremost in travel considerations.

· Employees and Directors are expected to support the Foundation’s initiatives to control costs, comply with the Foundation’s policy and represent the Foundation in a professional manner.  Employees and Directors are expected to use good judgment in applying and interpreting the spirit of the policy.  Expenses that do not comply with the letter or spirit of this policy will not be reimbursed.

· The travel and entertainment policy will be applied consistently.
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2.0 Policy

	General

Policy
	It is the policy and practice of the Foundation to reimburse employees and directors  for actual expenses incurred that are directly connected with the performance of their duties in accordance with the limitations and reporting requirements set forth within this policy.
Employees who are issued corporate credit cards must use them; all other employees

are encouraged to use personal credit cards.   Employees who are issued corporate credit cards must use them or lose the privilege of having one.  All employees must obtain and submit adequate documentation to support the nature and purpose of the business expenses incurred.  The Foundation’s reimbursement system provides a mechanism for timely reimbursement of these expenses.  Except for group meetings coordinated by the Foundation and local hotels with negotiated agreements, expenses other than airline tickets and car rentals may not be billed directly to the Foundation.

In order to ensure the best service and rates from Foundation travel vendors, if any, employees and directors traveling on Foundation business must use the Foundation’s  designated travel partner(s) for air, hotel and car rental reservations, when possible.

The use of the Foundation designated travel partners, if any,  (e.g. Enterprise, Avis, Ace car rentals) is essential for Foundation to earn the discounts and service levels in its negotiated agreements.  Unless circumstances justify the need for using alternative services or vendors, such expenses will not be allowed.

Award programs associated with employees corporate or personal credit cards are the property of the cardholder and may be used for personal use.

	
	

	Policy

Exception
	The authority to grant non-emergency exceptions resides with the Foundation’s President or Vice President and cannot be delegated.  Exceptions to the use of the Foundation’s designated travel partners will be reported to the Foundation’s President or Vice President


Air Travel 
	Domestic/

International
	Employees and Directors must use coach class fares on all flights.

	
	

	Group Travel

Restrictions
	No more than four (4)  Directors and/or the Executive Director shall travel on the same flight or vehicle.

	
	

	Advance

Purchase

Requirements
	Employees and Directors should plan business trips as far in advance as possible to            secure reduced fares and preferred seating assignments.

	
	

	Lowest Available Fares
	Travelers should accept the lowest available airfare that accommodates a reasonable departure and arrival schedule.  Personal carrier preferences or frequent flier programs should only be considered when they are cost neutral. Exceptions to the lowest fare requirement would be a direct flight that only increases the cost of the flight by $50 or less but saves you one to two hours in travel time or, if you are able to reduce a trip by one leg and the price only increases by $50 or less and again you are able to save one to two hours of travel time.

	
	

	Non-Refundable
	Nonrefundable tickets are strongly recommended

	
	

	Airline Mileage Programs
	The Foundation permits employees to make personal use of mileage awards earned as a result of business travel.  At this time, there is no imputed income to the employee due to awards granted by airlines, hotels, and car rental companies.  Should these awards become taxable income for the recipients; the employee will be liable for any taxes due.  The Foundation will not reimburse employees who use mileage awards for business travel.

	
	

	Weekend Travel
	In situations when arriving early or staying additional days (usually Saturday) will 

result in reduced airfare, the Foundation may offer to reimburse travelers for actual  expenses incurred (i.e. meals, lodging and rental car) up to the amount of the savings realized by the reduced airfare.

	Reimbursement

Limits
	Personal travel taken in conjunction with business travel should not result in an 

increase in the reimbursable travel expense or in any way alter the original
business travel plan.  The Foundation will only reimburse for those expenses that occur during the business portion of the trip (except for weekend stays as explained above). If the IRS claims that a portion of reimbursed business expenses represents income to an employee, the employee is responsible for the related tax liabilities.


Hotel/Lodging

	Non Commercial 

Lodging
	Travelers who opt to stay with friends or relatives during business trips will not be reimbursed for gifts, meals or other costs paid in lieu of hotel expenses.

	
	

	Cancellation Policies
	Failure to cancel a guaranteed hotel reservation may result in cancellation

penalties or a room charge. Unless extenuating circumstances are documented on

the approved expense report, these expenses will not be reimbursed. Travelers should obtain cancellation confirmation numbers from the hotel in order to prevent subsequent billing disputes.

	
	

	In Room Movies
	Movie charges will not be reimbursed.

	
	

	Mini Bar 
	Mini-bar charges are allowable, in lieu of a meal, but not for alcohol.

	
	

	Hotel Telephones
	Travelers should avoid charging long-distance calls to a hotel room whenever possible because of the significant surcharges added by the hotel. If issued, Foundation telephone cards should be used to charge all calls.

	
	

	Receipts
	Detailed receipts are required for all hotel or lodging-related expenses.  Credit card

 receipts are not sufficient


Ground Transportation & Airport Parking

	Car Rental 
	The Foundation may negotiate a contract with certain rental companies for non-local travel needs.   All employees are expected to use these vendors unless they are not available.  Circumstances requiring the use of another rental car company must be documented on the approved expense report. Compact or mid -size cars must be rented unless documented business needs dictate otherwise.                
Foundation insurance provides for liability coverage for all cars rented in the United States and, therefore, optional insurance coverage for collision/loss damage waivers and personal accident should be declined.  Employees should accept optional insurance coverage when renting cars outside of the United States or Puerto Rico.

Foundation employees and directors are required to wear seatbelts at all time and require that all passengers do the same.  Employees need to be aware of, and follow all traffic laws as dictated by the states in which they are traveling in.

	Airport Transportation
Parking
	When embarking on a business trip, employees are expected to drive their personal automobile to the airport unless the use of a car/bus service or taxi is more economical. 
Unless safety concerns or flight departure schedules prevent its use, employees     

should use long-term economy grade parking facilities.

	
	

	Transportation at Destination
	Transportation to and from airports should be efficient and economical based on the length and requirements of the trip. Airport bus or shuttle service between airports and hotels is frequent and economical in many cities.

	Limo Services
	Limo services should not be used unless it is the most economical and unless image is an issue.


Personal Automobiles/Organization Van 
	Policy
	Employees and directors may drive personal automobiles on Foundation business if minimum insurance requirements are met and the mileage reimbursement does not exceed the lowest priced available airline fare.
Travelers are required to wear seatbelts at all time and require that all passengers do the same.  Travelers need to be aware of, and follow all traffic laws as dictated by the states in which they are traveling in.



	Prohibited Vehicles
	The use of motorcycles, motor scooters, or personal aircraft is prohibited on Foundation business.

	
	

	Accident Notification
	The Foundation Board President  must be notified immediately of any accident, which occurs in connection with the use a personal Automobile or rental vehicle for business purposes.

	
	

	Mileage reimbursement
	Reimbursement is computed by multiplying the miles driven by the Foundation’s
current rate per mile allowance. Parking and tolls will also be reimbursed.  Receipts are required for parking expenses, but not for tolls.
Fines for improper parking, moving violations, and car repairs will not be reimbursed.

The cost of commuting from an employee’s home to a regular assigned place of     work is a normal personal expense and is not reimbursable.  Incremental mileage to 

local business related activities is reimbursable.


Business Meals and Entertainment Expense 
	Policy
	Employees and directors are expected to use good judgment when selecting restaurants for business meals while traveling.  The Foundation’s  meal and entertainment reimbursement policy is consistent with the IRS regulations for deducting such expenses.

	
	

	Deductible Meals
	According to IRS regulations, meals are only a deductible business expense  

in the following situations:

· When an employee is on overnight travel status.

· When an employee is engaged in a business meeting with a third party.

· When an employee is entertaining another employee who is on overnight

             status

· When an employee is out of the office on all day travel

	Alcoholic Beverages
	The Foundation does not generally reimburse the purchase of alcoholic


beverages. Individuals responsible for maintaining business relations with sponsors, vendors and other key agricultural education stakeholders may be reimbursed for the purchase of alcoholic beverages if the following guidelines are followed:

1. Alcohol consumption shall not be excessive (defined as no more than two glasses of wine or beer per person).

2. Purchases of wine should not exceed $50 per bottle.

3. Alcohol purchases should be indicated on the detail meal receipt.

 

Alcoholic beverages purchased within the context of general employee business travel or business meetings are not reimbursable.  

 

At no time will reimbursement for alcoholic beverages be made during activities that are funded through a federal grant.

 

Detailed receipts are required for the reimbursement of any meal over $10. All names of individuals covered by the meal should be clearly indicated on the receipt.
Per USDA’s general terms and conditions, under the “unallowable costs” section:

 

Business meals may not be charged as federally funded project costs when no need exists for continuity of a meeting.   A formal group meeting being conducted in a business atmosphere may charge meals to the project if such activity maintains the continuity of the meeting and to do otherwise will impose arduous conditions on the meeting participants.  Meals consumed while in official travel status do not fall in this category since they are considered to be per diem expenses.

	
	

	When receipts are needed
	When purchasing meals for someone other than yourself, meals must be supported by a cash or credit card receipt.

	
	

	Expense Report Requirements
	The expense report must document the entertainment event, business purpose and

the name, title and company affiliation of the persons entertained (including Foundation employees and/or directors) supported by a receipt.  Detailed receipts must be attached to the expense report for all purchases over $10.


Telephone

	Policy
	Employees who are traveling overnight will be reimbursed for business and reasonable personal telephone calls and faxes.
Travelers should avoid making direct calls from a hotel room whenever possible due 

to the high surcharge levied by hotels. 

The Foundation will reimburse employees and directors for cost incurred on cell phones or personal phones while transacting Foundation business.  


Miscellaneous Expenses and Reimbursement 
	Laundry and dry cleaning
	In general, employees will not be reimbursed for laundry or dry cleaning expenses
unless the duration of the trip exceeds 8 business days.  The Foundation’s President
may authorize reimbursement for trips that do not exceed 8 days if extenuating     

circumstances are encountered.

	
	

	Lost and/or stolen property
	If personal property is lost or stolen on company business, the Foundation will 

not be responsible for replacement. Replacement is the responsibility of the employee and is non-reimbursable.

	
	

	Gratuities
	Good business judgment should be used in determining when gratuities are

warranted and the appropriate amount. In the U.S., tips should not exceed 20%

for meals or other services.

Gratuities not related to business meals should be documented separately on the travel expense report.

	
	

	Non- reimbursable travel expenses
	The following expenses will not be reimbursed:
· Airfare obtained with frequent flyer mileage awards

· Alcohol from mini-bar, regular bar or liquor store

· Barber and hair stylists

· Birthday celebrations, holiday parties, and other personal employee celebrations.

· Country club dues

· Credit card late fees

· Donations

· Fines for improper parking, moving violations, and car repairs

· Flight insurance

· House sitting

· In-room movies

· Lost and/or stolen personal property

· Mileage for travel to Company reimbursed university courses unless required

· Mileage reimbursement for commuting from home to regularly assigned work location

· Payment to non-commercial establishments, such as friends or relatives in lieu of meals and/or lodging.

· Personal entertainment or recreational expenses such as golf, tennis, and in-room and in-flight movies

· Pet care

· Purchase of clothing, luggage, briefcases, toiletries, medications, and other personal items.

· Travel expenses direct billed to the Foundation

· Upgrade certificates for air travel

· Auto insurance

· Auto repairs


Travel and Entertainment Expense Reporting

	Travel expense documentation
	All travel and/or entertainment expenses must be reported on the expense statement form and sent to the Foundation’s Treasurer or President for approval. 

Business travel and entertainment expense must be accurately reported and documented in accordance with this policy.

Travel expense reports should be submitted monthly

Original receipts are required for any individual expenditure of $10 or more with the     

exception of food. 

The following documentation must be submitted to support business expenses: 

· Airline tickets-original receipt copy (final ticket in packet)

· Hotel-detailed statement

· Rental Car-detailed statement

· Entertainment-credit card or cash receipt

· Telephone-detailed statement

Credit card statements may be substituted in the event that an individual receipt is

misplaced with the exception of hotels where the detailed hotel receipt is required.

	
	

	Travel expense report approval
	The individual approving the travel expense report is the primary person responsible

for ensuring that items submitted for reimbursement are properly documented and 

are reasonable and in accordance with this policy. 

Expenses submitted on the travel expense report form must be reviewed and approved by the Foundation’s Treasurer or President.


3.0 Responsibilities 
	Who is responsible?
	Foundation Board-defining and communicating travel and entertainment

policy and implementing systems to monitor the effectiveness of the policy.

Employees and Directors-Understanding and complying with the policy.
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