Attachment A 
Allowable Reimbursable Expenses
EXPENSES 

The Consultant shall be responsible for its own expenses in connection with the services to be performed under this Agreement that can be characterized as office overhead.  The term “office overhead” shall include but not be limited to expenses related to telephone, telecopier, regular mail, in-house photocopying, and secretarial, clerical or administrative personnel.  Consultant shall only invoice Customer for expenses incurred as a direct result of performing services in accordance with the Statement of Work. Such expenses shall be limited to reasonable out-of-pocket expenses necessarily and actually incurred by Consultant in the performance of its services hereunder, provided, that: (i) Customer has given its prior written consent for any such expenses; (ii) the expenses have been detailed on a form acceptable to Customer and submitted to the appropriate Customer project manager for review and approval, and (iii) Consultant submits supporting documentation in addition to the approved expense form.  To the extent such expenses are travel-related, such pre-approved expenses shall comply with Customer’s Travel and Expense Policy for Vendors outlined below.  With respect to reimbursable costs permitted hereunder no mark-up, surcharge or premium above the actual cost is authorized by this Agreement.

TRAVEL POLICY

Effective immediately, the following Procedures shall apply to all vendors where Insert Corporate Name is financially responsible for travel and expenses related to services rendered to Insert Corporate Name:

PROCEDURES

General Provisions

1. All invoices for travel expenses must be submitted with original receipts showing the date and purpose of travel. 

2. No Markups will be permitted for Travel Expenses.

Air Travel

1. Reimbursement for Air Travel will only be permitted when traveling on behalf of Insert Corporate Name on preapproved trips originating or terminating outside of the New York City Metropolitan area.

2. Coach class or economy class is to be used for all domestic flights. Class upgrades will be at the vendor’s sole cost and expense.

3. Vendors are encouraged to make travel arrangements at least three weeks in advance to obtain pre-approval and not compromise travel arrangements.  

4. Vendors are asked to be flexible in their travel arrangements to assist in these efforts. This may include:

a. Use of lower-cost carriers

b. Flexibility of arrival and departure time (within a time window to be determined)

Car Rental

1. Insert Corporate Name shall only reimburse the least costly rental car available. Upgrades shall be at the vendor’s sole cost and expense.

2. Additional insurance coverage shall not be reimbursed by Insert Corporate Name
3. Only one vehicle cost will be reimbursed independent of the number of vendor employees.

4. All non-covered expenses, additional insurance coverage, etc., will be at the sole cost and expense of the vendor. 
Local Ground Travel

1. Actual Costs  will be reimbursed  with the following exceptions and limitations:

a. Vendors using their personal vehicles for travel shall be limited to the IRS approved per mile allowance at the time of the expense. Trip Mileage shall be limited to the Vendors principal place of business to the Insert Corporate Name facility. Gasoline cost is not permitted

b. Limousine (Car Service) and Car Rental costs will only be permitted if preapproved by Insert Corporate Name
c. Costs for Meals will be not be permitted

Hotel

1. Reimbursement for Hotels will only be permitted when traveling on behalf of Insert Corporate Name on preapproved trips originating or terminating outside of the New York City Metropolitan area, requiring overnight stays.

2. Medium priced hotels with single standard rooms should be booked whenever possible.

3. Insert Corporate Name will not pay for expenses which are not in conjunction with Insert Corporate Name business, including, but not limited to:

a. Room service

b. Laundry/valet services

c. Mini-bar refreshments

d. Pay-per view entertainment

e. Expenses related to vacation or personal days

f. Expenses related to travel by the employee’s family

g. Barbers/Hairdressers/Spas

4. Reimbursement for hotel expenses incurred by vendors will be considered only when submitted with original supporting documentation.

Meals

1. Reimbursement for Meals will only be permitted when traveling on behalf of Insert Corporate Name on preapproved trips originating or terminating outside of the New York City Metropolitan area.

2. Meal allowance up to $75.00 per day per employee, when submitted with original documentation.

3. Expenses related to family members or third party agents traveling with the vendor’s employee shall not be reimbursed.

4. Gratuities in excess of 15% shall not be reimbursed.

5. Reimbursement for meal expenses shall be considered only when submitted with original supporting documentation.

Telephone

Expenses related to telephones, fax service, wireless internet services, personal communication devices, beepers, etc are not reimbursable. 

Miscellaneous

Any expense not specifically mentioned above generally shall not be considered for reimbursement, however we do recognize that there may be necessary and proper expenses related to services provided to Insert Corporate Name and these shall be considered on a case-by-case basis.

PART II
VENDOR TRAVEL POLICY
POLICY

Effective immediately, the following Procedures shall apply to all vendors where Insert Corporate Name is financially responsible for travel and expenses related to services rendered to Insert Corporate Name:

PROCEDURES

General Provisions

3. All invoices for travel expenses must be submitted with original receipts showing the date and purpose of travel. 

4. No Markups will be permitted for Travel Expenses.

Air Travel

5. Reimbursement for Air Travel will only be permitted when traveling on behalf of Insert Corporate Name on preapproved trips originating or terminating outside of the New York City Metropolitan area.

6. Coach class or economy class is to be used for all domestic flights. Class upgrades will be at the vendor’s sole cost and expense.

7. Vendors are encouraged to make travel arrangements at least three weeks in advance to obtain pre-approval and not compromise travel arrangements.  

8. Vendors are asked to be flexible in their travel arrangements to assist in these efforts. This may include:

a. Use of lower-cost carriers

b. Flexibility of arrival and departure time (within a time window to be determined)

Car Rental

5. Insert Corporate Name shall only reimburse the least costly rental car available. Upgrades shall be at the vendor’s sole cost and expense.

6. Additional insurance coverage shall not be reimbursed by Insert Corporate Name
7. Only one vehicle cost will be reimbursed independent of the number of vendor employees.

8. All non-covered expenses, additional insurance coverage, etc., will be at the sole cost and expense of the vendor. 
Local Ground Travel

2. Actual Costs  will be reimbursed  with the following exceptions and limitations:

a. Vendors using their personal vehicles for travel shall be limited to the IRS approved per mile allowance at the time of the expense. Trip Mileage shall be limited to the Vendors principal place of business to the Insert Corporate Name facility. Gasoline cost is not permitted

b. Limousine (Car Service) and Car Rental costs will only be permitted if preapproved by Insert Corporate Name
c. Costs for Meals will be not be permitted

Hotel

5. Reimbursement for Hotels will only be permitted when traveling on behalf of Insert Corporate Name on preapproved trips originating or terminating outside of the New York City Metropolitan area, requiring overnight stays.

6. Medium priced hotels with single standard rooms should be booked whenever possible.

7. Insert Corporate Name will not pay for expenses which are not in conjunction with Insert Corporate Name business, including, but not limited to:

h. Room service

i. Laundry/valet services

j. Mini-bar refreshments

k. Pay-per view entertainment

l. Expenses related to vacation or personal days

m. Expenses related to travel by the employee’s family

n. Barbers/Hairdressers/Spas

8. Reimbursement for hotel expenses incurred by vendors will be considered only when submitted with original supporting documentation.

Meals

6. Reimbursement for Meals will only be permitted when traveling on behalf of Insert Corporate Name on preapproved trips originating or terminating outside of the New York City Metropolitan area.

7. Meal allowance up to $75.00 per day per employee, when submitted with original documentation.

8. Expenses related to family members or third party agents traveling with the vendor’s employee shall not be reimbursed.

9. Gratuities in excess of 15% shall not be reimbursed.

10. Reimbursement for meal expenses shall be considered only when submitted with original supporting documentation.

Telephone

Expenses related to telephones, fax service, wireless internet services, personal communication devices, beepers, etc are not reimbursable. 

Miscellaneous

Any expense not specifically mentioned above generally shall not be considered for reimbursement, however we do recognize that there may be necessary and proper expenses related to services provided to Insert Corporate Name and these shall be considered on a case-by-case basis.
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