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Partners Health Care/Cancer and Leukemia Group B Travel Policy

The Following Must Be Included for a Complete Expense Report:
¢ A completed and signed Expense Report
All itemized original receipts — regardless of amount
If airfare is being claimed: a receipt with payment documentation
If airfare was directly billed: boarding pass or flight itinerary
If mileage is being claimed: MapQuest (Google, Yahoo, etc.) directions with mileage
A meeting agenda or brochure if not a CALGB organized meeting

Allowable Transportation
¢ Round-trip Coach Class advance purchase airfare on a US-flag carrying airline. Travelers are required to
purchase flights at the lowest possible fare and arrive into and depart from the same airport unless a documented
business reason is approved in advance. Airfare above $500 requires advance approval regardless of travel
agency used or method of purchase. Approvals are to be submitted to Katherine Faherty for all meeting-
related and individual travel or Barbara Barrett for Audit Committee Travel only. International travel requires
special approval.

o Tickets must be booked at least seven days prior to departure. Ticket changes resulting in a fee are the
responsibility of the traveler or their institution without prior approval from the Group Chair's Office.

e For travel via trains, round-trip Standard Coach Class or Business Class will be reimbursed.

¢ Documentation for transportation must provide the ticket number and proof of payment information (i.e., must
show a zero balance due). If you only have an itinerary without proof of payment, please include a copy of your
credit card statement or cancelled check.

¢ Personal Car Mileage reimbursement is provided at 51¢ per mile (as of 1/1/11) up to the equivalent of the cost of
advance purchase round-trip coach class airfare. Please include a MapQuest or Google printout as
documentation of requested mileage.

Lodging
¢ Single room rate, including tax, at the designated meeting hotel. A maximum of 3 nights will be covered. The
original zero balance hotel receipt is required. A statement showing a balance will not be accepted for
reimbursement

Meals

* The following per person limits apply for meal reimbursement (including food, non-alcoholic beverage,
tax, gratuity, and any room service fee):

o Breakfast $20/person (approximately $15.00 food and beverage with 18% tip and tax)
o Lunch $30/person (approximately $22.50 food and beverage with 20% tip and tax)
o Dinner $65/person (approximately $45.00 food and beverage with 20% tip and tax)

+ Actual and reasonable expenses are reimbursable during out of town travel.

+ Mini-bar charges or snacks will not be reimbursed unless they are incurred in lieu of a meal.

¢ Please only submit your personal meals while traveling on CALGB business and an original paid itemized
receipt is required for ALL expenditures. Meals are not reimbursable if a CALGB-sponsored meal is taking
place.

s All Business Meals require an original paid itemized receipt, regardless of amount. To be reimbursed for a
Business Meal, please include the date, place, specific business purpose of meal, and the names of the
individuals who are eligible for reimbursement and their institution.

Transportation
¢ Allowable ground transportation is limited to the most economical means of transportation that provides a
reasonable level of comfort and convenience. By definition, the "most economical means" includes the use of
available public transportation, airport transfer services, a personal auto with mileage and parking reimbursement
or local taxi service.
o Limousine or private car services are not reimbursable expenses.







