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MEMORANDUM 
 

To:  Brian Whitney 

From:  Greg Lee 

Date:  January 10, 2019 

Re:   Travel, meals and entertainment policy  

 

Background  

The following policy statement is drawn from MTI’s Employee Handbook.  

 

Policy  

The Institute will reimburse employees for all necessary and reasonable travel expenses related 

to the normal conduct of business. To administer uniform guidelines for reimbursement of 

business-related travel, meals, and entertainment expenses, the following policies and procedures 

have been established. If you have any questions regarding the business nature or reimbursement 

of expenses, check with your supervisor before you commit to spending any funds.  

 

Mileage reimbursement  

1. Employees receive reimbursement for direct business mileage at a rate equal to that 

published by the Office of the Controller of the State of Maine.   

2. The use of a personal automobile for business related travel is only authorized if the 

automobile is covered by a current insurance policy that includes coverage for bodily 

injury and for property damage.  Any damages, repair costs, and/or maintenance costs 

incurred by an employee in the use of their privately-owned vehicle in conjunction with 

Institute business will be the sole responsibility of the employee.  

 

Mileage reimbursement scenarios: 

1. Travel from home to the office without stops at additional business-related locations are 

not reimbursable. 

2. Travel from the office to a business-related location and returning to the office are 

reimbursable. 

3. Travel between business-related locations is fully reimbursable. 

4. When an employee travels round trip directly from their home to a business-related 

location, they will be reimbursed for the lesser of the round-trip mileage from their home 

to that location or the round-trip miles from the office to that location.  

 

Vehicle rentals  

There may be circumstances under which it is preferable for an employee to rent a car rather than 

drive a personal vehicle on Institute business. This is permissible with the approval of the 



 

President. Care should be taken to select a vendor based on reasonableness of cost and 

availability of appropriate vehicles.  

 

Air travel  

It is expected that employees make every effort to minimize the cost of air travel, including 

considering Saturday night stays or departures out of various available airports, if possible.  

 

Spouse’s travel costs  

Travel expenses related to an employee’s spouse are not reimbursable by the Institute.  

 

Lodging  

The selection of overnight lodging should be guided by considerations of safety, quality and 

reasonableness of room rates. Again, the most useful guide to cost effective accommodations is 

to spend money as if it were your own. When rooms are guaranteed for late arrival and the trip is 

cancelled or other lodging is secured, the reservation must be cancelled to avoid being billed for 

a “No Show.” Hotels may require either a 24 or 48-hour cancellation notice to avoid these 

charges. The costs of in-room movies and other personal incidentals are not reimbursable.  

 

Documentation, submission and review  

In order to assure timely record keeping and a proper review, expense reports must be submitted 

within 30 days of a travel occasion. All travel expenditures exceeding $25.00 must be 

accompanied by a printed receipt or other form of documentation. Employees must sign and date 

their expense reports and submit them to their supervisor for review and approval. Approved 

expense reports will be provided to Finance for processing within seven days 
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