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CONNECTICUT RESOURCES RECOVERY AUTHORITY 
TRAVEL POLICY AND EXPENSE REPORTING 

1. GENERAL STATEMENT 

This Travel Policy and Expense Reporting guide presents the policies that all CRRA 
employees (hereafter “employee(s)”) must adhere to in the planning and conducting of 
their business travel and their reimbursement requests. CRRA requires that all travel 
expenditures and their accountings meet the Internal Revenue Service requirements of 
“ordinary, necessary and reasonable” and should be conservative and consistent with the 
nature of the business assignment. These policies safeguard CRRA and protect the 
employee from being assessed additional taxable income. All employees are expected to 
fully comply with the policies and instructions in this guide. Reimbursements for actual 
and necessary expenses made to Directors of CRRA shall be made consistent with the 
provisions of this Travel Policy And Expense Reporting guide; however, as stated in the 
Connecticut General Statutes, Directors shall not be required to obtain pre-approval from 
the President for any expenses. 

2. APPROVALS 

Prior written approval by the President or the employee’s Division Head at least one (1) 
week in advance is required for all overnight trips out of state, except in an emergency. It 
is the obligation of the employee to obtain this prior approval and no reimbursement will 
be made without this approval.  

Prior written approval by the President or the employee’s Division Head at least one (1) 
week in advance is required for all employee trips that are for educational seminars, 
professional conferences, vendor-initiated field trips, and industry organization events. 

To obtain written approval, the employee must complete the overnight travel form, and, if 
a cash advance is requested, complete a cash advance form that estimates the out-of-pocket 
expenses, and submit the competed form(s) to the appropriate Division Head or President 
in as far in advance as possible of departure date. 

3. TRANSPORTATION 

Transportation expenses should be kept to a minimum. The most direct and practical route 
should be selected. 
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3.1 Rental Automobile 

Rental car expenses will be paid by CRRA and whenever possible should be billed 
directly to CRRA to take advantage of CRRA’s tax-exempt status and any other 
discounts available to CRRA. 

3.1.1 Insurance 

3.1.1.1 Business Use Of A Rental Automobile 

Employees on business do not need to purchase additional insurance 
coverage (collision damage waiver or excess liability) from the 
rental company. The Corporate Insurance Program covers these 
risks. Please note that all vehicles must be rented in CRRA’s name 
to have CRRA’s policy cover the employee. 

3.1.1.2 Personal Use Of A Rental Automobile 

Employees are prohibited from using a CRRA rental automobile for 
personal use. Personal use that is incidental to CRRA business use 
will be covered by the CRRA insurance policy as long as the vehicle 
was rented in CRRA’s name. Incidental usage is defined as usage of 
the vehicle that is directly related to business usage (e.g. mileage to 
get meals on a business trip). 

3.2 Business Use Of Employee’s Car 

3.2.1 Reimbursement Rate 

The reimbursement rate for an employee’s use of their personal automobile 
for CRRA business is the IRS approved rate, as adjusted from time to time by 
the IRS, for employee use of their personal car on business. The above 
mileage reimbursement allowance for business use of an employee’s vehicle 
is calculated in a manner that takes into account all auto-related expenses, 
including the cost of carrying insurance (without a deductible). Therefore, 
CRRA will not reimburse an employee for vehicle damage or personal 
liability that occurs while a personal automobile is being used on CRRA 
business if the employee drives their personal vehicle 2,500 miles per year or 
more. This includes any deductible that may apply. However, if an 
employee’s vehicle is driven on company business 2,500 miles or less 
annually, and is involved in a motor vehicle accident, CRRA will reimburse 
the employee through the normal expense reimbursement process for their 
physical damage deductible up to a maximum of $500.00 per accident. 
Evidence of the payment of the deductible by the employee must be provided 
to CRRA in order to receive reimbursement. (Traveling on business does not 
include any travel involved in commuting to or from work, lunch time 
errands or anything other than authorized business use). Before an employee 
seeks the foregoing reimbursement for the use of his personal automobile, the 
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employee shall provide CRRA with written evidence of his personal 
automobile insurance with limits as required by the Connecticut General 
Statutes. The foregoing written proof shall be kept on file in the CRRA 
Finance Division.  

3.2.2 Mileage Calculation 

In all travel away from the CRRA office, the employee will be reimbursed 
using the shortest distance between points. For travel from Hartford to a 
CRRA facility, the President shall cause the shortest distance to be 
determined and the President shall cause such determination to be made 
available to employees. Unless approved by an employee’s Division Head, 
employees shall use the distances determined by the President in all requests 
for reimbursement for travel from Hartford to a CRRA facility. An employee 
may request and the employee’s Division Head may approve distances other 
than those determined by the President in extraordinary circumstances when, 
for reasons beyond the control of the employee, the route of the shortest 
distance was not reasonably available for use. 

In calculating mileage, the normal commute mileage to and from the 
employee’s home to the employee’s assigned place of work must be deducted 
from the total trip mileage. For example, if the total trip mileage equals 100 
miles, and normal commute mileage equals 20 miles, CRRA will reimburse 
the employee for 80 miles. This is in accordance with Internal Revenue 
Service and State of Connecticut policy. 

3.2.3 Tolls/Parking 

No receipts are necessary for tolls or parking unless they exceed five ($5.00) 
dollars. 

3.3 Air Travel 

All air travel requires prior approval from the CRRA President. For approved travel, 
CRRA will reimburse employees only for coach accommodations. Employees are 
encouraged to inquire about discount packages and to take advantage of the least 
costly route whenever possible. When an employee plans a trip, the reservations 
should be made as far in advance as practical to obtain the lowest rate. All approved 
air travel for the previous month shall be reported to the CRRA Board of Directors at 
its next Board Meeting.  

3.4 Taxis 

Taxi service may be used when no other form of public transportation is available or 
when the cost of a taxi is close to the cost of public transportation. Employees are 
encouraged to use courtesy cars, airport limousines, or buses whenever possible. 
Since some taxi services do not provide receipts, you should have the back of your 
business card signed, dated, and the amount of the fare indicated by the driver. 
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3.5 CRRA Owned Automobiles 

Please refer to the CRRA Vehicle Usage Policy adopted by the CRRA Board of 
Directors at its November 21, 2003, Board of Directors Meeting. 

4. MEALS 

Permissible expenditures for meals and tips depend on location and circumstances. Only 
reasonable and customary charges will be allowed and reimbursed by CRRA. An 
exception may be granted by the President in unusual circumstances. In-state breakfast, 
lunch, and dinner will not be reimbursed unless they involve a business meeting. 

5. LODGING 

Lodging accommodations in reasonable and economically priced single occupancy rooms, 
including customary tips, are reimbursable if the employee has to stay away from home 
overnight because of unfinished business or an early morning business meeting. 

Employees should request government rates at the time of making reservations. 

6. INCIDENTALS 

The incidentals allowance encompasses such things as gratuities and one telephone call a 
day of reasonable duration to the employee’s home. It is anticipated that the cost of such 
calls generally will appear on the employee’s hotel bill.  

7. PERSONAL EXPENSES 

Some travel expenses are considered personal and CRRA will not reimburse them. The 
following, while not all inclusive, lists examples of such personal expenses that are not 
reimbursable expenses:  amusements, athletic events, barbers, books for personal reading, 
athletic court or gym costs, damage to luggage, fines, hair stylists, magazines, newspapers, 
movies, and saunas. 

8. OTHER BUSINESS EXPENSES 

With prior approval of the President, CRRA will reimburse an employee for the incidental 
costs necessary to further an important CRRA business purpose. Any foregoing expense 
must be reported to the Board at the Board’s next Board of Directors meeting. Any such 
expense must be documented by showing the following: 

• The name(s) of the person or persons and the location and nature of the expense. 
• The business relationship with CRRA. 
• The specific business reason for the expense. 
• The actual business conducted. 
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CRRA will not reimburse the cost of home entertaining. 

9. EXPENSE REPORTING 

All expense reporting must be submitted to CRRA using the CRRA expense 
reimbursement form(s) within twenty working days after the day the employee returns 
from his/her trip. 

10. RECEIPTS 

Employees shall obtain receipts for all travel expenses, exclusive of mileage 
reimbursement. This includes receipts for all meals, airfare, bus fare, taxi, toll or parking 
charges in excess of $5.00 dollars, limousine, hotel, and registration fees. Travel expenses 
in excess of the stated guidelines herein will be reimbursed only if all receipts accompany 
expense vouchers. Expenses submitted without a receipt, except for gratuity and certain 
transfer charges, may not be reimbursed. 

Original receipts are required for all entertainment. 

11. EXCEPTIONS 

Exceptions to these travel and expense guidelines will be authorized only upon the prior 
authorization of President when the circumstances warrant. Any such exception to these 
travel and expense guidelines should be documented and the President should notify the 
CRRA Board of Directors of such exception at the Board’s next Board Meeting. 

______________________________________________________________________________ 

ORIGINAL 

Approved by: Board of Directors 
Effective Date: 05/20/04 
______________________________________________________________________________ 

REVISION 1 

Prepared by: Jim Bolduc, Chief Financial Officer 
Approved by: Board of Directors 
Effective Date: 09/29/05 
 


