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ERCOT TRAVEL AND EXPENSE REIMBURSEMENT POLICY

SCOPE
This Policy applies to all travel and other business expenses of the personnel of Firm Name (“Firm”) which are incurred while providing independent contractor services to Electric Reliability Council of Texas, Inc. (“ERCOT”).  

Travel expenses will not be reimbursed unless such expense is incurred in accordance with this Policy or approved by an ERCOT officer in writing, preferably in advance.  ERCOT’s Consultants must also follow this Policy.  ERCOT DOES NOT REIMBURSE CONSULTANTS FOR TRAVEL TIME OR FOR CELLULAR PHONE USE.  Any expense incurred by the Traveler, in excess of the maximum reimbursable amount set forth in this Policy, shall not be reimbursed and no reimbursement claimed will be payable unless properly documented in accordance with this Policy

GENERAL

A. Invoices.  The Traveler shall submit claims for reimbursement of travel and other expenses within sixty (60) business days of incurrence of the expense.  The Traveler will address all invoices for expenses to ERCOT’s Accounts Payable Department.  The Traveler will attach applicable receipts to the invoice.  The invoice will identify (in addition to complete information regarding fees incurred):

1. expenses incurred; 

2. the “remit to” address; and 

3. the ERCOT Project Manager or supervisor who authorized the expense.

B. Receipts.  The Traveler will submit original receipts for all travel and living expenses described herein. Receipts must include the name of the vendor, location, date and dollar amount, including cash register receipts.   ERCOT recognizes that receipts may not exist for all travel expenses (e.g. parking meters) and will pay such expenses if properly identified and explained up to $25.00.  The attached Missing/Lost Receipt form should be used to document the necessary details.
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C. Payment.  ERCOT shall promptly review the Traveler's invoices and approve for payment such amounts as are in compliance with this Policy.  Payment by ERCOT will be made within thirty (30) business days of ERCOT's receipt of the Traveler's invoice, except for amounts that are in good faith disputed by ERCOT.  ERCOT shall state in writing its reason for withholding any or all of the expenses invoiced by the Traveler.

The basis for reimbursement of the Traveler's travel expenses is as follows:

D. Ground Transportation. ERCOT will reimburse the Traveler for reasonable and necessary tolls, parking fees, taxi, or bus fees. The Traveler is encouraged to share ground transportation whenever possible.

E. Auto Rentals.  Auto rental expenses should be reasonable and will be reimbursed at economy, compact, or subcompact rates only.  Every effort should be made to refuel prior to returning the vehicle to eliminate the high refueling charge of the rental company.  ERCOT will not reimburse for any rental company’s additional charges for the rental company’s insurance.  
F. Personal Vehicle Mileage. ERCOT will reimburse reasonable and necessary personal vehicle mileage at the IRS-approved rate calculated based on Rand McNally mileage charts.  If no mileage amount is available through mileage charts, a written record of mileage is required.  Costs for additional passengers, repairs, gasoline, insurance costs of operation or vehicle maintenance are not allowed.  Persons using their own vehicles shall accept personal liability for any damage or injury occurring as a result of that use.  
Mileage shall ordinarily be computed between the Traveler’s usual place of business and the common carrier or destination.  Expenses for travel between the Traveler’s residence and his/her usual place of business (commuting expense) shall not be allowed.  If the Traveler is traveling from a residence to a destination other than their usual place of business, normal commuting mileage is to be deducted.   However, mileage expenses may be allowed between the Traveler’s residence and the common carrier or destination if the business travel originates or terminates during a regularly scheduled day off.  The Traveler must state the business purpose for incurring this expense.  The attached Mileage Reimbursement Form can be used to record the mileage details for use of a personal vehicle. 
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G.  Air Transportation. The Traveler is expected to use prudent planning and scheduling for all travel arrangements.  This includes selection of the most economical carrier and/or alternative airport location where more than one exists within proximity of the departure location. Air travel accommodations should be limited to coach class airfare only. The Traveler is expected to select the most economical rates using normally traveled routes.  The Traveler will use advance-purchase or promotional fares or submit a written explanation for prior approval to the Traveler’s Manager prior to purchasing the ticket.  Any single roundtrip airfare over $600 must also receive prior written approval by the Credit Manager.  The Traveler should use every effort to effect savings for ERCOT by using special fares and other means to reduce expenses that meet the business needs of both ERCOT and the Traveler. 

Documentation: Original ticket receipt and itinerary required. 

Unused ticket or portions thereof should be returned promptly for credit. ERCOT will not pay for unused tickets. (Penalty charges will not be reimbursable unless ERCOT is responsible for such cancellation). If an unused ticket is rescheduled for a fee, ERCOT will not pay rescheduling fees, unless ERCOT is directly responsible for such rescheduling. 

LODGING

A. Hotel/Motel.  ERCOT will reimburse the Traveler for reasonable single economy rate rooms at the place of business travel. Wherever possible, the Traveler shall attempt to utilize properties at which ERCOT has negotiated discounted hotel rates,   If applicable, please contact ERCOT’s Credit Manager for a list of such properties.  Travelers are also encouraged to inquire about available discounts (e.g., AAA) to obtain the most favorable rates.

Hotel cancellation charges are not reimbursed by ERCOT unless ERCOT is directly responsible for cancellation under extraordinary circumstances that prevented prior notification. 

MEALS

A. Travel.  ERCOT will reimburse the Traveler for meals at a maximum amount of $34.00 per day.  When a Traveler is required to travel on a weekend, the actual cost of three (3) meals per day totaling up to no more than $44, will be reimbursed. NOTE: the meal allowance is not a per diem reimbursement.  Meals must be supported by required receipts.

B. Business Meals.  Situations may arise where prudent and customary business practice indicates ERCOT’s business will be accomplished by incurring the expense involved as host of a business meal. The Internal Revenue Service regulations set forth the following qualification: “It must be a quiet business meal in a restaurant, hotel dining room, eating room, or similar place where the surrounding and atmosphere are conducive to and at which a bona fide discussion actually takes place.” The meal should be paid for and reported by the most senior in-charge person hosting the event.  The expense report must contain the following information regarding the meal:  date, location, business reason for the event, the names and business affiliations of the attendees.   The Traveler must receive prior written approval for any of its personnel to host a business meal, as defined, if the cost of the meal would exceed $12 per person.
MISCELLANEOUS TRAVEL EXPENSES

A. Tips. ERCOT will reimburse the Traveler for reasonable gratuities up to a maximum amount of $10.00 or 15% of the meals and taxi costs, whichever is less, per day of travel. 

B. Laundry. ERCOT will reimburse the Firm for reasonable valet and laundry charges for trips that extend beyond five (5) consecutive days.  

C. Personal Expenses. ERCOT will not reimburse the Traveler for personal expenses.  If expenses of a personal nature (for example, hotel shop purchases, alcoholic beverages, sundry items, in-room movies, etc.) are charged against a hotel room, the Traveler must deduct them from the Traveler’s invoice. 
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