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Introduction 

The following Travel & Entertainment Policy, validated by Lakemary's Executive 
Committee, sets out the guidelines which Lakemary employees must adhere to 
when planning and engaging in business related travel. 

Purpose 
The purpose of this policy is to: 

Traveler and Company Benefits 
Following this policy: 

Drive the management of 
Company related travel, meeting, 
and other expenses within clearly 
defined criteria and in 
compliance with laws and 
regulations. 

Ensure all employees have a clear 
and consistent understanding of 
policies and procedures for 
business travel and 
entertainment. 

Provides business travelers with a 
reasonable level of service, 
comfort and security at the 
Lowest possible cost. 

Maximizes the company's ability to 
negotiate discounted rates with 
preferred suppliers and reduce 
travel expenses. 



Lakemary Travel Policy 
Instructions: Your organization's travel policy contains the following sections. 



GENERAL TRAVEL 

Eligibility: Employees who are required to 
undertake transient travel on Company 
business away from their office location or 
normal place of work are eligible to claim 
reimbursement for business expenses 
incurred in accordance with this policy. 

Travel rationale: Travel on Company business 
should only occur when there is significant 
value added to the business that cannot be 
accomplished through conference calls, video- 
or web-conferencing, or other comparable 
means. 

Booking Travel: Lakemary Employee's 
preferred method may be used for booking 
travel. 

Safety:  Safety and security are of primary  importance when               
employees are traveling on Lakemary business. Please be aware of any 
travel advisories in effect during your trip. 

Compliance: All activities and expenses associated with travel and 
meetings must comply with Lakemary values and applicable laws, 
regulations, and company policies. 



GENERAL TRAVEL - EXPENSES 

Payments: If possible, expenses should be 
made with company approved corporate 
card. Expenses using other payment forms 
will be reimbursed with manager approval. 

Tipping: Customary and appropriate tips are 
reimbursable.  Any tips considered excessive 
will not be reimbursed. 

Reimbursement: Establishing clear rules for 
employees but not communicating or enforcing 
consequences will encourage employees to 
respect your company's rules, but will allow for 
consistent rule-breakers" 

15 
25  DAYS 

Receipts: Receipts are required for all transactions.  Expense Reports: Expense reports should be submitted within 15 days 
of the completion of your trip.  Expense reports and receipts must 
list the purpose of the expense, dates, amounts, and the persons 
for whom the expenses were incurred. 
 



AIR 

Booking T iming  Carrier Selection Cancellations 

 
US INT'L 

12  8 

Advance bookings: Booking at least 12 days 
in advance for domestic travel, and 8 days in 
advance for international travel is highly 
recommended. 

Late bookings: The expense approver is 
accountable for ensuring that late bookings that 
result in purchase of higher cost tickets are 
supported by valid business reasons. 
 

Lowest Logical Airfare: Employees must 
accept the lowest logical airfare.  The lowest 
logical airfare is defined as the lowest priced 
non‐stop route departing within three hours of 
the requested departure time. 

Loyalty Programs: Carrier selection based 
on frequent flyer programs is prohibited when 
it represents additional cost to the Company. 
The use of frequent flyer benefits (e.g. free 
checked luggage, free preferred seat 
assignment, etc.) is allowed if it results in 
increased cost‐efficiencies. 

 

Non-standard carriers: Employees may not 
use owned / leased aircraft, chartered private 
aircraft, or customer's corporate aircraft while 
traveling on Company business unless it 
represents significant cost savings and is 
accompanied by written Manager Approval. 

Refunds: In instances of cancellation of 
tickets, it is the employee's responsibility 
ensure that proper refund is received by the 
company. 

 

Non-refundable tickets: If a non-
refundable ticket must be cancelled, it can 
typically be used to fund a partial credit 
towards future trips of the same airline. 

 

Cancelled tickets: Any cancelled non- 
refundable ticket must be used within 12 
months of the original travel date to fund 
other travel expenses. 



AIR - CLASS & AMENITIES 

Consider which class and amenity fees are reimbursable. 

           Preferred (Seating)  In-Flight Services 
 

Wi‐Fi 

Checked Luggage 

Entertainment 

Meals/beverages 

Club/Lounge 

Preferred Seating and Priority Boarding: 
Charges for preferred seating are reimbursable, 
including aisle or window selections, emergency 
exit seats, or upgrades to Premium Economy" 

Business Class: Business class allowed 
at managers discretion. 

 
See above for the in-flight services that are 
reimbursable per this travel policy. 

Luggage fees: Reimbursement will be made 
for two checked bags and additional checked 
bags will require manager approval. 

 

Carry-on: To better manage costs, employees 
are encouraged to carry luggage into the 
aircraft cabin as often as possible, especially 
on one- and two-day trips. 

Excessive baggage: More than one piece 
of checked baggage for trips less than three 
business days is considered excessive. 
Overweight baggage is allowed if the 
overage is due to company equipment 
required for business. 



HOTEL 

Consider applicable, exceptional and reimbursable accommodation elements when booking. 

Preferred Hotels Exceptions Amenities 
 

Wi‐Fi 

Cancellations 

Laundry 

Applicable cities: Employees 
must book lowest logical hotel 
rate as defined below. 

Least expensive: Where 
there is no negotiated Preferred 
Hotel, the employee must book 
the least expensive, logical 
choice: 

o One that allows for 
reasonable travel 
time to designated 
business functions. 

o One that meets 
travel needs 
through its service 
level. 

 
 
 

Additional days: Employees 
with exceptionally early or late 
flights may book an additional 
day if the approved hotel cannot 
adequately accommodate early 
check-in or late check-out. 

Client-organized trips: In case 
of business travel, employees 
may stay at the same properties 
as their clients or customers with 
the consent of the approver. 

Room Service 

In Room 
Entertainment 

 
Fitness Center 

 
See above for the amenities that 
are reimbursable per this travel 
policy. 

 
 
 

Timely notification: Travelers 
are accountable and responsible 
for cancelling hotel reservations in 
a timely manner. 

Cancellations: Any penalties 
incurred for not cancelling a hotel 
reservation on time are the 
responsibility of the traveler and 
are generally not reimbursable. 
When cancelling a hotel 
reservation, all travelers must 
obtain a cancellation number in 
order to avoid disputes. 



TRANSPORTATION 

Car Rental Rail Other 

Booking: Book through the approved online 
booking tool or designated Employee Travel 
Office. One way rentals should be avoided. 

Size: Reserve standard class vehicle. 

Accessories: Accessories such as GPS, 
on location re-fueling fee, toll pass etc., 
are permissible. 

Tolls/Toll Accessories: Will be reimbursed. 

Insurance: Travelers should accept insurance 
unless otherwise instructed by their supervisor. 

Rail alternative: Rail travel may be used as 
an alternative to air travel, when it is more 
economical, taking safety and travel time into 
consideration.  
 
Class: Economy (standard) class should be 
used for rail travel under three hours. 
Business for equivalent (club) class travel is 
permitted for rail travel exceeding three hours. 

Ride sharing and other services: 
Employees may use these as appropriate, 
when it is more economical, taking safety and 
travel time into consideration. 

 
Ride sharing is reimbursable. 

 
Overtime parking/transportation:  If 
an employee works overtime (after normal 
business hours) on a weekday, weekend, or 
holiday, the cost of parking will be reimbursed 
at manager's discretion. 

Refueling: Rental cars should be returned on 
time and with a full tank of gas to avoid 
additional hourly and excessive refueling 
charges. 



MEALS 

When a Trip Begins & Ends Expensing Meals Meal Expenses 

Start: Business trips are deemed to start upon 
the employee arriving at airport or train station 
for departure to the business destination. 

End: Business trips end upon the employee 
leaving the airport or train station on return from 
the business trip. 

Overtime: If an employee works overtime 
(after normal business hours) on a weekday, 
weekend, or holiday, the cost of meals will be 
reimbursed at manager's discretion. 

 
Actual expenses only: The allowance is 
not meant to be a per diem allowance, and 
only actual expenses incurred will be 
reimbursed. 

 

Unspent allowance: If a day's allowance is 
not spent, it cannot be rolled over and applied 
to the next day's allowance, nor is an 
employee allowed to claim reimbursement for 
the difference between the allowance amount 
and the amount actually spent. 

 
Food Expenses: Employees will be 
reimbursed while traveling on company 
business for meal expenses incurred under 
$90 per day. 
 
Alcohol: Alcohol costs are not 
chargeable to or reimbursed by the 
company.  Employees are expected to 
use appropriate judgment about 
responsible consumption of alcohol, 
which will be at their own expense. 

Gratuities: The limit includes all tips and 
taxes. 

 

Senior host: If two or more employees are 
dining together, the senior individual hosting 
must pay for the meal. 

 

Away from the office: Meals claimed are 
reimbursable only when an employee is away 
from his or her office location or unless 
specific guidelines are applicable as part of an 
employee's conditions of employment. 



NEED HELP? 

Please do not hesitate to reach out with comments, concerns, and requests. 

INTERNAL  CONTACT       Shawn Kelsey, CFO 

EMAIL   Shawn.Kelsey@lakemary.org

PHONE 913‐533‐7280 

Employee Acknowledgement: 
 
I have read Lakemary’s Travel and Entertainment Procedures.  I acknowledge that I am required to follow these procedures.  Failure to follow these procedures may 
result in disciplinary action up to and including termination. 
 
 
 
                             
Employee signature                Date 


