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POLICY TITLE:  Business Travel, Meals and Entertainment Policy 

This policy supersedes and replaces any and all previous Dartmouth-Hitchcock Business Travel and Entertainment related policies. 
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I. PURPOSE and SCOPE
The purpose of the policy is to:

· Set policy and provide guidelines of the requirements for reimbursement to employees for

· business-related travel, meal and entertainment expenses. 

· professional development related travel expenses.

· Provide Travel Expense forms which employees will use in order to receive reimbursement for approved travel expenses that meet IRS requirements.
The primary responsibility for compliance with these policies rests with the departments and supervisors who are authorizing travel and approving expense reimbursements. Employees requesting reimbursement should also keep in mind that government agencies and other observers may perceive certain expenditures as being either excessive or inappropriate.
This policy covers employees of Mary Hitchcock Memorial Hospital and Dartmouth-Hitchcock Clinic (Lebanon campus and Community Group Practices (CGP)), collectively referred to as Dartmouth-Hitchcock (D-H). 
It is the intent that this policy comply with all relevant regulatory requirements.
II. POLICY OVERVIEW
During the normal course of business activity an employee may incur expenses that should be reimbursed. The employee may pay for these expenses with personal funds and request reimbursement, or although not encouraged, may request a travel advance. When incurring a reimbursable expense on behalf of D-H the employee is responsible for requesting the reimbursement, which is properly documented, authorized by management and submitted timely. This policy explains what type of expense is reimbursable and the reimbursement process. 
It is the intent of this policy that employees who incur business expenses while conducting D-H business should neither gain nor lose personal funds as a result.
III. DEFINITIONS 

Community Group Practices: Dartmouth-Hitchcock Clinic regional Community Group Practices located in Concord, Keene, Manchester, and Nashua.

Reasonable Expenses: Expenses which are not lavish or extravagant, and are directly related to conducting D-H business.
Reimbursable Expenses: Business travel, meals and entertainment expenses will be paid by D-H if they are reasonable, appropriately documented, and properly authorized, and may include: 

· Airfare
· Ground transportation

· Lodging

· Meals – as part of travel 

· Meals – local business meals
· Personal mileage

· Parking/tolls

· Registration fees for event/conference
See “Non-reimbursable Expenses” below for those travel and entertainment expenses that are specifically identified by D-H policy as ineligible for reimbursement. Generally expenses for alcohol are not reimbursed; however, in some situations, e.g., recruiting, alcoholic beverages may be reimbursed. The expense must have the approval of the Department Chair, Vice President or Section Chief, and the amount must be separately identified.
Before incurring any expenses, a determination should be made to see if the potential benefits of the travel justify the time and expense involved, considering cost-effective alternatives such as video, teleconferencing, or webinars.
Non-reimbursable Expenses: D-H Policy specifies that the following items are considered non-reimbursable travel related expenses (additional restrictions may apply depending on funding source):

· Airline seating upgrades to first class 

· Air phone calls 

· Alcohol (unless approved by the Department Chair, Vice President, or Section Chief and amount is segregated and detailed - see above)
· Hotel recreational activities (e.g. spas, athletic facilities) 

· Hotel room video rentals 

· Expenses related to vacation or personal days taken before, during, or after a business trip 

· Commuting (employee travel to/from work on a daily basis) 

· Expenditures of a personal nature
· Expenditures for family members

· Any expense that has been or will be reimbursed from any outside sources
An employee will be responsible for all non-reimbursable expenses incurred while traveling on behalf of D-H. 
IV. PROCEDURES

Before Incurring any Business Expense
Prior to incurring any travel or entertainment related expenses an employee must receive management approval. The Travel Authorization Request Form (Form D-120) should be completed for this purpose. Use of the form is at the department’s discretion and is not required to be submitted to Accounts Payable. Completed forms should be retained in the department.  

Personal Expenses While Traveling
The D-H Travel Policy states, “Personal/vacation travel may be combined with business travel provided there is no additional cost to D-H and with appropriate departmental approval”. Prior to traveling, an employee must have manager's approval for any personal travel that may occur before, during, or after business travel. Before departing, an employee must define the following with his or her manager: 
· The intent to combine personal time with business time
· The time it will occur 

· The estimated incremental cost to the trip 

· How the cost will be accounted for upon returning 
Actual vs. Per Diem Rates
Actual expenses must be used for all business travel and entertainment expense reimbursements. 
Direct Payments 
With the exception of direct payment for course registration, hotel and airfare, requests for prepayments to vendors prior to the time of travel should be rare. Requests should be submitted on a Reimbursement Request Form (Form D-100), and include adequate supporting documentation and approval of the employee’s supervisor.  Accounts Payable will forward the check along with any forms needed by the vendor which the employee has provided (e.g., course registration forms). Prepayments will be issued within a reasonable timeframe to ensure availability deadlines are met and best rates are attained. 
Prepaid expenditures will be accounted for in the final reconciliation of the trip expenses by noting the prepayment on the Reimbursement Request Form and reducing the total expenses accordingly.
Travel Advances 
Travel Advances are discouraged and used ONLY when the employee needs expense monies prior to traveling.  This should be requested by filling out the ‘Travel Advance’ field on the Reimbursement Request Form, and obtaining approval from the Department Director, Practice Manager, or Vice President. Advance payment directly to an employee will not be issued more than two weeks prior to the date of travel.
There must be a record of how these funds were spent and a completed Reimbursement Request Form is required for justification of the advanced funds. Any monies owed to D-H at the conclusion of the travel must accompany the form and be returned within 30 days. If the advance is not utilized or justified appropriately, the employee may be subject to disciplinary action and/or repayment plan. If not repaid, advanced monies in excess of documented expenses may be taxable income to the employee.
How to Process Credits
Occasionally a credit or a refund may be issued by a vendor to an employee, (e.g., a change in travel plans or switching to a less expensive room). If D-H paid the original expense, the employee should write a check to reimburse D-H for the amount of the credit/refund. Failure to do so may result in disciplinary action. See Section V. “Enforcement”, below. 
Mileage Rate Reimbursement
When the use of a personal automobile is necessary, reimbursement for its use will be made using the Federal government mileage rate per mile and within IRS guidelines.  The reimbursement rate is announced annually (generally in January) and covers the employee’s use of their vehicle and gasoline. The most current rate is indicated on the current Reimbursement Request Form.  It is the responsibility of the employee to carry adequate insurance.
Only actual miles in excess of the employee’s normal commute are eligible for reimbursement. Mileage from the employee’s home to normal office site is commuting cost, and not reimbursable.  

Example: Your normal office site is Lebanon and you live in Concord. You drive your personal vehicle from home to attend an event on D-H business in another part of Concord. Since the miles traveled from your home to the event are less than your ordinary commute, you are not eligible for any reimbursement. If the miles were greater than your normal commute, reimbursement for the excess amount may be requested.
In addition to the mileage rate reimbursement, an employee may be reimbursed for tolls and parking. For those employees who travel more than 5,000 miles per year, an additional auto stipend may be available. It is the employee’s responsibility to track their own mileage submissions and apply for the auto stipend. See the Auto Stipend Policy for additional information. 
An employee will not be reimbursed for the following, even if these costs are incurred during business travel: 

· Car repair 

· Rental car costs during repair of personal car 

· Towing charges

· Tickets, fines, or traffic violations

· Gasoline or vehicle maintenance
Receipts and Documentation
Receipts
Receipts must be original and include the vendor name, location, date, and expense detail. Any foreign currency expense amounts should be converted to US Dollars.

It is the employee’s responsibility to retain and submit original receipts for all expenditures regardless of amount, and under no circumstances should the employee be reimbursed more than once for the same expense. 
In the event that multiple D-H employees are involved in the same business travel, meal or entertainment expense, the highest ranking staff member should incur and submit the expense. 

Acceptable Documentation includes:
**Original Receipt 
Photocopies of credit card charge slips or billing statements are not sufficient documentation, nor are tear-off stubs for meals. In the case of airfare, employees must submit their boarding pass(es). Travel itineraries do not constitute receipts for reimbursement purposes.
Missing Original Receipt form
If for some reason an original receipt is unavailable, D-H requires a Missing Original Receipt Certification Form (Form D-110) for those purchases greater than $25.  
All attempts should be made to obtain original receipts. If multiple original receipts are missing for the same trip, Accounts Payable may request completion of the Missing Original Receipt Certification form for all trip expenses. 
How to Be Reimbursed
Gather Documentation 
Once the expense has been incurred, it is the employee’s responsibility to retain and submit original receipts (faxes are not accepted). Please refer to the Receipts and Documentation section above to ensure proper completion and adequate documentation. 
Obtain the Reimbursement Request Form. (available on the Intranet: AP Forms)

To fill out the form accurately the following must be completed: 
· Employee/Vendor
· Complete Mailing Address

· Business Purpose/Description
· who incurred the expense 
· what the expense entailed 
· when and where this occurred 
· why this is a D-H expense 
· Dollar Amounts/Original Receipts 

· Prepayments/Travel Advances

· All Appropriate Expenditure Codes (Account, Site, Department, etc.)
· Amount due Employee/Employer

· Employee (Reimbursee) Signature/Date

· Manager's Approval Signature/Date 

If not self-evident, justification of how the expenditure will enhance the employee’s professional knowledge and experience related to the provision of healthcare or the employee’s ability to provide quality healthcare, research, or educational programs should be documented.
It is the employee's responsibility to process all expense reimbursements within 30-days in order to receive reimbursement for business related expenses. Expenses should be entered on the applicable lines of the form which best describe the type of expenses incurred. Expenses that have been directly paid to a vendor (e.g., conference registration fees, hotel or airfare prepays, etc.), or travel advances to employees should be reported on the travel form to reduce the amount due accordingly. Although these amounts are not eligible for reimbursement, documenting them on the travel voucher allows for a comprehensive report of all costs associated with a particular business trip. 
Failure to settle travel advances in a timely manner may result in disciplinary action. See Section V. Enforcement below. 
Submit Forms/Documentation
Submit completed and approved forms along with supporting documentation to:
	                       EMPLOYEE OF




SUBMIT TO

	Mary Hitchcock Memorial Hospital
	Accounts Payable

	Dartmouth-Hitchcock Clinic: Lebanon campus
	Education/Employee Relations

	Dartmouth-Hitchcock Clinic: Community Group Practices
	Accounts Payable


Inaccurate or incomplete forms will be returned to the employee. 

Sample Form
For additional guidance on what information may be required to submit expenses for reimbursement, please refer to the sample completed forms on the Accounts Payable intranet site. 

V. ENFORCEMENT
Violations of this policy may result in disciplinary action, up to and including termination of employment. Please refer to the Code of Professional Conduct: http://intranet.hitchcock.org/hc-upload/file_collection/CPOC%202006%20revision%20BOT%20approved.pdf.
VI. RELATED POLICIES AND REFERENCE MATERIALS
Related Policies:

-Code of Professional Conduct:
http://intranet.hitchcock.org/hcupload/file_collection/CPOC%202006%20revision%20BOT%20approved.pdf.

-Dartmouth-Hitchcock Clinic Staff Professional Development Program Policy and Procedures
(no link provided)
-D-H Auto Stipend Policy (no link provided)

-MHMH/DHC North Policy and Procedure Manual:
http://intranet.hitchcock.org/hr/policy/CombinedPolicyManual.doc
-Community Group Practices Human Resource Policy and Procedure Manual:
http://policy.hitchcock.org/index.cfm?fuseaction=PolicyLibrary.PolicyByTopic&collection_id=5&topic_id=281
References:

-Reimbursement Request Form (D-100)

-Missing Original Receipt Certification Form (D-110)

-Travel Authorization Request Form (D-120)

-Incomplete Payment Request Checklist Form (D-130)
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