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TRAVEL AND EXPENSE POLICY & PROCEDURES 

Revised 08/23/2022 

 

PURPOSE 

The purpose of this policy is to establish the position of Universal Tennis (“Company”) on 

reimbursing employee travel expenses and other incidental charges in connection with 

Company business and to ensure the Company adheres to the published IRS regulations 

regarding such expenses.  This policy applies to all Company employees as well as all non-

employees conducting business on behalf of the Company.  The Company will reimburse for 

reasonable and necessary expenses incurred in conducting Company business.  The Company 

expects employees to exercise sound judgment in incurring expenses for which reimbursement 

is requested.  The below procedures are designed to save time and effort, providing employees 

with an acceptable level of services and comfort with minimum inconvenience at the lowest 

reasonable cost and an elevated level of safety. 

 

GENERAL GUIDELINES 

All Company business trips must be approved in advance using the Travel Authorization Form 

[provide link] and travel arrangements are to be made through the Company’s approved travel 

agency Blue Ribbon Business Travel International, Travel Leaders (“Travel Agent”).  Any 

exception to this policy must have prior written approval by a department VP and should be so 

noted on the expense report.  The Company has the authority not to reimburse travelers for 

expenses incurred outside of this policy.  This policy establishes guidelines for determining 

normal and reasonable expenses but is not intended to be an all-inclusive list. Employee and 

approving Manager should use good judgment for expenses not listed.  Below is a quick 

example of reimbursable and non-reimbursable expenses: 

 

Reimbursable Not Reimbursable 

• Travel booked through travel agency 

• Meals* while traveling <$50/day 

• Meals* with clients <$50/person 

• Mileage from office or over 30 miles 

• Ground transportation 
 

• Cellular Phones 

• Home Internet Charges 

• Personal Meals (outside of travel) 

• Personal Entertainment 

• Personal Subscriptions (i.e., LinkedIn) 

* Receipts required >$25 except for Meals & Entertainment, which always require receipt. 

 
TRAVEL 

Employees and their managers are expected to determine the necessity for travel.  Travel 

should be undertaken only when it is absolutely necessary and other alternatives (i.e., video 

conferences, written correspondence, etc.) may not be appropriate.   

 

Air Travel 

Air travel arrangements should be made using Travel Agent.  All air travel should be made on 

coach class or economy tickets.  All airline tickets should be booked at the lowest available 

airfare.  Reservations should be done in the timeliest manner as possible (at least 21 days if 
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possible) to secure the most advantageous fares.  All efforts should be made to keep the 

original itinerary as last-minute changes are often costly.  Should an employee need to make 

changes, documentation of all changes must be attached to the expense report along with an 

explanation for such changes. 

 

Traveling employees may retain frequent flyer program benefits.  However, participating in 

these programs may not result in an incremental cost to the Company beyond the “lowest 

available fare” defined above.  Employees will not be reimbursed by the Company for costs of 

services upgrades or use of free tickets associated with frequent flier programs.  Airline club 

memberships, such as Red-Carpet Club, are not reimbursable.  

 

Ground Transportation 

Employees are expected to use the most inexpensive mode of ground transportation when it is 

practical to do so.  Train, taxi, Uber/Lift, bus, or other public transportation expenses incurred for 

a business-related purpose, except for commuting to and from work, are reimbursable.   

 

Car Travel 

The employee may use a personal car for Company business.  The total cost should not exceed 

the amount the Company would have paid if the traveler had used the most economical form of 

transportation.  Mileage between an individual’s home and office is not reimbursable.  If the 

employee is a remote employee, mileage to and from the airport or Company function is 

reimbursable if over 30 miles.   

 

If an employee is involved in an accident while conducting Company business using their 

personal vehicle, the employee’s personal insurance is the primary coverage with respect to 

personal property damage, bodily injury, and liability claims.  The Company will provide for 

protection for claim amounts in excess of the employee’s insurance. 

 

The company will reimburse the ordinary and necessary cost of operation a personal 

automobile at the standard rate prescribed by the IRS.  Personal car mileage should be entered 

using the departing and arriving address in the Expensify mileage function to create a mileage 

reimbursement receipt.   

 

Car Rental 

Car rental arrangements should be made using Travel Agent.  An economy compact (for 

individual traveler) or standard size (for multi-person) car at the lowest available faire should be 

the choice in obtaining a rental car, and should only be rented when other means of 

transportation are unavailable, more costly, or impractical.  All rental cars should be returned 

with a full tank of gas to avoid any refueling charges. 

 

Immediately report rented vehicle accidents to Human Resources and the rental company.  In 

general, the Company protects its employee for automobile accidents in rented vehicles during 

business trips.  However, if the rental agreement has been violated for reasons such as 
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intoxication or drugs, the Company may exercise its right to deny coverage.   The Company is 

not responsible for loss or damage to your personal belongings while you are traveling. 

 

Accommodations 

Lodging arrangements should be made using Travel Agent.  Actual lodging expenses are 

reimbursable when employees travel out of town overnight on Company business. No 

reimbursements will be allowed for hotel charges within 120 miles of an employee's home area 

unless the employee is working on a Universal Tennis operated event.   Hotel accommodations 

should be clean, safe, comfortable, have Internet accessibility and be conveniently located for 

accomplishing the business task at hand.  Employee should choose the lowest rate of 

accommodations that meets the requirements above.  If the Employee can obtain a lower rate 

than the Travel Agency through shared housing such as VRBO or AirBNB, Employee can obtain 

approval to charge through expense report system prior to booking.  Charges to the hotel bill, 

other than for room expenses and taxes, must be itemized separately under appropriate 

categories on the travel expense report.  Note that in room mini bars or movie charges are not 

reimbursable.  

 

MEALS AND ENTERTAINMENT 

Personal meal expenses are those incurred by employees when dining alone on an out-of-town 

(>120 miles) business trip.  Such meal expenses will be reimbursed based on actual expenses 

incurred (including gratuities not exceeding 20%), supported by original receipts.  Employees 

are expected to use prudent business judgment in incurring business meal expenses.  A meal 

shared by employees is not reimbursable unless at least one employee is on an out-of-town 

business trip. In that circumstance, the senior employee should pay the bill and submit the 

expense report that lists those employees.  Personal meal reimbursement requests for amounts 

exceeding $50.00 per day (or $50.00 per person for a shared meal) must be approved by the 

Department Vice President and are subject to limitation or denial.    

 

Universal Tennis operated events (i.e. PTT & Pathway) employees and consultants should be 

offset by venue provided meals when applicable.   A personal meal allowance of $35.00 will be 

accepted without a receipt. 

 

Business meals and entertainment are those with actual or prospective customers, suppliers, 

and other individuals during which a discussion related to the Company’s business takes place.  

Entertainment meal reimbursement requests for amounts exceeding $50.00 per person must be 

approved by the Department Vice President and are subject to limitation or denial. 

 

Reasonable expenditures for entertaining persons outside the company who have an influence 

on the company business are reimbursable if the entertainment directly precedes, follows or is 

concurrent with a substantial and bona fide business discussion and /or meeting.  Employees 

should seek permission from their manager prior to entertaining to ensure there is a legitimate 

business reason for the entertainment.   
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All business meals and entertainment expenses must be supported by a receipt with specific 

details that list the names, titles, and company of all attendees; business relationship of each 

guest; and specific business topic discussed.  Employee may list the information directly on the 

receipt or on the accompanying expense report. 

 

Failure to comply with these IRS reporting requirements may result in a loss of expense 

deductibility for the Company upon an IRS audit; and IRS may treat the reimbursed expense as 

taxable compensation to the employee.   

 

REMOTE OFFICE/OTHER   

The Company will provide the equipment that is essential to their job duties, such as a laptop 

computer, monitor, keyboard and mouse through the Human Resources department.  All 

equipment purchases are Company property.  Employees must keep save and avoid any 

misuse.  See fixed asset policy for more details. 

 

From time to time, it may be necessary or most efficient for an employee to make business 

purchase on behalf of the Company.  Examples of such items may be office supplies for out of 

office employees, books, computer peripherals, conference fees and other small cost items. All 

expenses should be detailed and supported by original receipts with the expense report.   For 

any item greater than $100.00, it is recommended to get approval from Department Vice 

President prior to purchase as all expenses are subject to review, limitation and denial.   

 

Contact Finance via email at Accounting@UniversalTennis.com if you have any business 

monthly subscriptions or recurring charges that should be billed through the company.   

 

Home internet, personal cell phone expenses and personal subscriptions (i.e. LinkedIn) are not 

eligible for reimbursement.   

 

NON-REIMBURSABLE EXPENSES 

The following expense items are considered to be personal and not reimbursable: 

• Air traveler’s insurance, club membership or upgrades. 

• Remote work-related expenses (e.g. communal office space, phone or internet service, 

other equipment, etc.) as noted above. 

• Commuting between home and primary work location. 

• Costs incurred by traveler’s failure to cancel travel/hotel reservations in a timely fashion. 

• Interest charge on personal credit cards used for business. 

• Personal entertainment expenses, including in-flight movies, headsets, health club 
facilities, hotel pay-per-view movies, mini-bar items, in-theater movies, social activities 
and related incidental costs. 

• Lost or damaged personal property: This includes but not limited to luggage, cash, 
wallets, clothing and briefcases. 

• Other expenses not directly related to business travel. 
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REIMBURSEMENT PROCEDURE 

Reimbursements for business related expenses outlined in this policy should be made using 

Expensify, the Company expense reporting tool.  If you have not received a log in or are an 

infrequent traveler, contact Accounting@UniversalTennis.com for access.  Original receipts are 

required for all expenses in excess of $25, except business meals and entertainment, which 

must have a receipt regardless of value.  Hotel statements are required for lodging expenses.   

Note that in most cases, credit card statements are not sufficient.  Employees may scan the 

receipts into the Expensify software program for submission.  

 
Employees are responsible for preparing the expense report in a timely and accurate manner.  

A separate expense report should be filed for any business-related trip over $1,000 within 15 

days of trip completion. (This means turning off the concierge “auto submit” function in the 

software. The report should also be named for the specific trip/purpose of reimbursement.)  

Otherwise, receipts may be cumulated and submitted by month end.   Reports that are 

submitted for expenses that are over one month old are subject to rejection.   

 

Managers will receive notification of the expense report upon submission.  It is the responsibility 

of the manager to ensure that the expense report complies with this policy.  Once approved, the 

expense report may be forwarded to Bill.com for payment.  Expense reimbursement will 

typically occur within 2 weeks of being approved as long set up with Bill.com has been 

completed.   

 

EXPENSIFY 

Expensify is the Company’s software used for expense submissions.  The Expensify mobile 

application may be downloaded to facilitate digital capture of receipts for submission.   

 

In addition to the policies above, it is the responsibility of the employee to ensure that all 

expenses are correctly classified and contain the proper notes detailing the business purposes 

in the “comment” field.  Incorrect submissions will be subject to rejection and delay in payments.  

If you have any issues with this program, please contact Accounting@UniversalTennis.com. 

 

COMPLIANCE 

All Company travelers are required to understand and comply with this policy to ensure 

business travel and entertainment expenses are appropriate and consistent with business 

needs.  Appropriate substantiation of expenses will be required in accordance with Company 

policy and Internal Revenue Service guidelines.     

 

Submission of expenses not in compliance with Company policy may be subject to denial, delay 

or forfeiture of the reimbursement.  While each employee is responsible for complying with the 

established policies and procedures, managers who approve expense reports and travel 

authorizations are also responsible for ensuring compliance.  Should any deviations from policy 

be necessary, such deviations must be explained on the expense report and approved by 

management. 
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Reimbursement of business expenses are also subject to review by the Internal Revenue 

Service.  Although the Company policy is generally consistent with IRS guidelines with respect 

to employee reimbursable expenses, should any expenses be found not in compliance with IRS 

guidelines (e.g. extravagant, improper documentation), such expenses may be disallowed as 

business expenses and may be considered taxable compensation to the employee.  In this 

instance, employees will ultimately be held responsible for justifying to the IRS that such 

expenses were incurred for business purposes and not for personal reasons. 

 


