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Travel and Entertainment Expense 
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PURPOSE 
 
The purpose of this policy is to provide all Bright Health Group, Inc., and subsidiaries (the 
“Company”) employees with guidelines for the reimbursement of business expenses incurred. 
This policy will describe the types of expenses that will be reimbursed and the conditions under 
which the reimbursement will be made. In addition, this policy will assist in the control and 
management of travel related expenditures. 
 
SCOPE 
 
This policy applies to all Officers, Directors, Employees of the Company. This policy further 
applies to Bright Health Group, Inc. and all its affiliates. 
 
RESPONSIBILITY 
 
All employees are authorized to seek reimbursement for reasonable and necessary 
expenditures in the ordinary course of business through the submission of an expense request 
form. All requests to seek reimbursement must be submitted through the Company’s standard 
Expense Reimbursement Request form in the SAP Concur platform not more than 14 days after 
the expense was incurred, together with all required receipts. An expense reimbursement 
request form must be completed in Concur with all required receipts attached to it and submitted 
to the individual’s immediate supervisor for review. Once supervisor approval is obtained, the 
request is forwarded in the system to the Accounts Payable team for final review and sign-off.  
 
The establishment of policies and procedures for travel and business expense enables the 
Company to effectively budget, monitor, and control costs. On a monthly basis, expenses are 
reviewed against a detailed monthly expense budget to ensure appropriate expense levels are 
maintained. Expenses should be incurred in the most cost-effective manner and with the care 
and diligence that an individual applies to their own finances. 
 

 
POLICY 
 

A. General Guidelines 
 
It is the responsibility of both the employee and the authorizing individual to ensure that all 
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provisions of this policy are complied with and, when necessary, for providing reasonable 
explanations and documentation support for any exceptions to this policy. It is expected that all 
expenses will reflect the exercise of ethical and legal standards of conduct.  All employees’ 
expense reports are subject to audit by the Audit and/or Compliance departments. 
  
Employees will be reimbursed for all valid and supported business expenses as defined in this 
policy. Each individual expense submitted for reimbursement that is $75 or greater must be 
supported by an original receipt, unless noted otherwise below. Each individual expense below 
$75 should be accompanied by a receipt if possible, or a description of the expense should be 
included. 
 
In order to exclude travel and business expense reimbursements from employee income the 
Company must maintain an “accountable plan” for employee business expenses. Under Internal 
Revenue Service (“IRS”) regulations for an accountable plan, expenses are required to meet the 
following three conditions: 
 

1) There must be a business connection and only for business expenses that are ordinary 
and necessary in the performance of duties as an employee. 

2) All business expenses must be substantiated with the date, amount, location, and 
business purpose of the expense being submitted to the employer within a reasonable 
time period. 

3)  Employees are required to return all amounts in excess of substantiated expenses. 
 
Credit card monthly statements are generally not sufficient for IRS purposes to support 
expenses of $75 or greater and should only be used on rare occasion when an original receipt 
is impracticable to obtain or otherwise not available. Additional supporting information may also 
be requested. Credit card monthly statements are sufficient support with explanation where 
noted below for certain expenses less than $75. 
 

B.  Specific Guidelines 
 
Corporate Credit Cards 
 
If an employee travels extensively for the company, the employee may be issued a corporate 
credit card. For employees holding Company credit cards: 
 

 All charges must be business related – personal usage is not allowed 

 In the event a credit card holder leaves the Company, it is the manager’s 
responsibility to make sure all the outstanding expenses are accounted for and 
submitted. Accounts Payable should be notified immediately so the card can be 
terminated, and reoccurring expenses (If any) addressed. 

 Credit card reports for the month must be submitted in Concur by the first day of the 
following month. For example, reports for March expenses are due April 1st. The 
statement cutoff date is the 23rd of every month so the credit card holder has 7 days 
to complete and submit all expenses that occurred before the 24th. 

 

Failure to comply with any of these policies will lead to escalations. Finance will suspend and /or 
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terminate credit card usage after three escalations or two consecutive months of repeated 
escalations for non-compliance. 
 
Alternatives to Travel 

 
Remote meeting applications and video-conferencing have proven to be effective alternatives to 
face-to-face meetings in a number of situations and represent potential opportunities to 
significantly reduce travel costs as well as cut down on carbon emissions. Travelers should 
consider if the business objective can best be accomplished through the use of a remote 
meeting or videoconference. 
 
Corporate Travel Partner 
 
The Company has contracted with Blue Ribbon Travel as its corporate travel partner, to 
maximize savings and ensure compliance to the Travel and Expense policy.  The Company also 
has a duty to ensure traveler safety and security and to know where employees are at in any 
point in time when traveling for Company business.   
 
All Transportation and Lodging must be booked through Blue Ribbon Travel through Concur at 
the following site: Travel Home (ConcurSolutions.com) 
 
 
Transportation 
 

Air Travel – It is expected that air travel will be booked while considering the most cost-effective 
routes and airlines. The following is the Company’s policy with respect to air travel: 
 

1. Air travel must be booked using Blue Ribbon Travel to utilize discounts obtained under 
the Company’s subscription to this service.  
 

2. Employees should book airline tickets as far in advance as possible (14 days or more), 
to obtain advance purchase discounts and maximize travel options.  If air travel is 
booked at least 14 days in advance and the cost of the ticket is below $500, business 
justification for the trip is the only requirement (date booked, dates of travel, destinations, 
and purpose of the trip). 
 
If travel is booked within 14 days of travel or the ticket cost is above $500, pre- approval 
of the exception must be received and documented from the authorizing individual and 
this approval along with an explanation for the exception must be included with the 
Expense Request form, together with the airline ticket receipt and the purpose of the trip.  
 

3. The Company will reimburse coach class tickets aboard a regularly scheduled 
commercial carrier.  First or Business class tickets will only be reimbursed with prior 
authorization by the BHG CAO/CFO or CEO. 
 

4. All airline tickets should be booked at the lowest available airfare.  The following criteria 
will be utilized to determine lowest available airfare: 

https://www.concursolutions.com/
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 The flight’s departure or arrival time is within two hours before the requested 
departure or arrival time. 

 One stop or connecting flights must be booked if savings of $200 or more can be 
achieved. 

 Airline memberships or carrier preference must not influence flight selection if a 
lower cost fare is available. 

 
5. All airfare related to internal meetings or conferences, where practical, should be ticketed as 

non-refundable well in advance (at least 14 days) of a scheduled meeting to achieve the 
most favorable fares. 
 

6. For unused flights, a full explanation with complete details must be included on the Expense 
Request form where indicated. If a ticket can be rebooked but a penalty is incurred, the 
penalty may be reimbursed if the reason for the change is explained adequately on the 
Expense Request form. 

 
7. Occasionally, several employees are scheduled on the same flight. To minimize the loss of 

key employees should an accident occur, no more than three (3) officers, nor more than 
three (3) employees representing one area, function, or discipline should fly on the same 
flight. 
 

8. The Company will reimburse employees for: 
 

 Wi-Fi fees used on flights, so long as the service is used for business purposes. 

 Baggage fees for one checked bag, or a second checked bag for travel over 14 days 
of travel. 

 Early check-in fees or preassigned seat selection charges 

 Rebooking or change fees with a valid business reason or in an emergency.  
Emergency situations will be handled on a case-by-case basis.  The Company will 
work with Blue Ribbon Travel to get change fees waived, but will not delay an 
employee’s ability to travel to respond to an emergency.  If a ticket must be changed 
or cancelled due to a valid business need or an emergency, the cost of the ticket 
and/or the penalty incurred will be reimbursed.  

 
9. The Company will not reimburse employees for: 
 

 Upgrades of any type (first class, business class, Comfort Plus, Premium Economy, 
etc.), except with prior authorization by the BHG CAO/CFO or CEO. 

 Airline club membership fees 

 Travel by charter or private airfare, except as authorized by the BHG CAO/CFO or 
CEO. 

 Travel ID Programs fees (i.e., for expedited security clearance) 

 Personal travel extensions  
 
10. Airline miles / rewards points may accrue to the employee; however, they must not factor 
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into the choice of airline if lower cost fares are available on a different carrier. 
 
11. If an employee is denied boarding due to an overbooking situation and offered a voucher in 

compensation, the employee may keep the voucher for personal use.  However, employees 
should refrain from voluntarily offering to extend their travel to collect vouchers or other 
compensation. 
 
Documentation should include the itinerary for the trip, showing dates of travel and business 
purpose of the trip, including destination, flight numbers, class of service, and cost. 
Itineraries are not valid receipts for tax reporting purposes – as such the actual airfare 
receipt must also be included with the expense report. 
 

Train Travel - Train travel is reimbursable as an alternative to air or car travel, provided it is at 
an equal or lower cost than other relevant forms of travel and doesn’t add an unreasonable 
amount of time to the trip.  Train travel must also be booked through Blue Ribbon Travel to be 
reimbursable. 
 
Taxi/Shuttle/Public Transportation/Car Rentals – Employees should evaluate their individual 
circumstances and select the safest, most economical alternative when traveling to and from all 
destinations. Limousine services should be avoided where taxi or Uber/Lyft car services may be 
used. Car rentals while out of town may be used when deemed more efficient and necessary for 
effective travel. Intermediate or economy cars are allowed (unless based on five or more travelers it 
is more economical to rent a larger vehicle).  
 
Bright Health’s insurance policy covers liability when booking rental cars for business related travel, 
therefore employees should decline the insurance offered and fees for insurance will not be 
reimbursed. Rental cars should be booked through Blue Ribbon Travel and should always be 
refueled prior to return, to avoid refueling charges.  Prepaid fuel options and other added cost 
options (e.g., navigation systems) are not reimbursable expenses.  
 
Personal Auto Use – Personal Auto mileage will be reimbursed based on the current mileage 
reimbursement rate established by the IRS. Mileage reimbursement is intended to cover all 
operating costs including depreciation, repairs, gasoline, insurance, etcetera. The Company 
does not reimburse the cost of commuting to the office. Mileage to/from the airport is 
reimbursable. 
 
Parking, Tolls and Other Expenses – Parking expenditures and tolls for business meetings are 
reimbursable. Long term parking at the airport should be used for travel exceeding 24 hours. 
Parking and/or traffic violations, car washes are not reimbursable expenses. 
 
Lodging 
 
Lodging must be booked via Blue Ribbon Travel, to utilize the preferred hotels and discounts 
provided under the Company’s subscription. Employees should use their best efforts in 
securing reasonably priced, safe accommodations. Any reimbursement requests for non-
preferred hotels should include a detailed explanation on the cost.  
Travelers are responsible for canceling lodging reservations if travel plans change. This can 
be accomplished by cancelling online through Concur or calling the travel agency direc tly. 
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Internet usage at hotels is reimbursable to the extent it is business related. Hotel gym fees, and 
reasonable tipping are also reimbursable.  Hotel business center charges should be avoided but 
will be reimbursed with a detailed explanation of the costs and rationale for use.  Laundry is 
reimbursable for hotel stays in excess of 3 days.  Other in-room charges such as mini bar 
purchases, movies and other incidentals are not reimbursable. 
 
Meals & Entertainment 
 
Expenses incurred for business meals will be reimbursed provided that they are reasonable, 
appropriate and supported by a receipt and description. Reimbursement of meals will occur 
when they are an integral part of the business meeting and activity, not as a matter of personal 
convenience. A description of the location, names of all persons attending a meal, including 
attendees’ affiliation/company name and business purpose must be included with the original 
receipt for reimbursement. In situations where multiple Bright employees are involved in a 
business meal, the highest-ranking Bright employee should pay for the meal expenses. 
 
Personal meals while travelling are reimbursable at actual for up to $75/day, including taxes and 
tips. 
 
Other Expenses 
 
Cellular Phone and Tablet Charges – There is no reimbursement for cell phones, tablets, or 
data plans. 
 
Membership Fees/Dues/Subscriptions – These expenses are only reimbursable to maintain 
professional designations necessary to perform an employee’s duties and must be approved by 
their immediate supervisor in advance. 
 
Conference - Registration requires advance management approval for all employees. Receipts 
will be required for all expenses of this nature. 
 
Gifts and Flowers – These expenses are a budgeted item and subject to limitations. Advance 
approval is required. 
 
Personal Property - Bright Health is not responsible for the loss or damage of personal property 
while an individual is traveling on company business. 
 
Other – Other expenses are reimbursable if a viable business purpose and a valid receipt are 
included on the expense report and the expense is approved by the individual’s immediate 
supervisor in advance. 
 
 
PROCEDURE 
 
All expense reports must be completed on no less than a monthly basis and submitted within 
SAP Concur to the individual’s immediate supervisor for review, who will forward it with his/her 
approval to Accounts Payable for processing, as described above. Each individual expense of 
$75 or greater require an original receipt or an electronic image of an original receipt. The 



 
Policies and Procedures  

Bright Health Group 

 
FIN-003 Travel and Entertainment Expense             

***Confidential & Proprietary***        Page 7 of 7                                                                                             

Company reserves the right to withhold reimbursement while it investigates expense report 
items. 
 
Expense reimbursement is processed by SAP Concur, and payment sent to the employee’s 
personal bank. Under special circumstances a request may be made to Accounts Payable to 
have the Company issue a check reimbursement in lieu of providing banking information.   
 
Non reimbursable expenses are the responsibility of the employee.  Failure to comply with any 
of these policies will lead to escalations.  
 
 
EXHIBITS/ATTACHMENTS 
None 
 
POLICY HISTORY 
Initial Approval Date: January 12, 2017. 
Version 2, Approval Date: September 11, 2020 
Version 3, Approval Date: September 23, 2021 
Version 4, Approval Date: October 14, 2021 
 
AUTHORIZATION 
The following signatory is duly authorized to approve and sign this policy and supporting 
procedures on behalf of Bright Health Group, Inc., and its affiliates. 
 
Bright Health Group, Inc. 
 
By 

  By  

 George Lyford 
SVP, Chief Compliance Officer 

  Jim Zimmerman  
Finance Policy Owner 
 
 

Date    Date  
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George Lyford
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