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TRAVEL EXPENSE REIMBURSEMENT PROCEDURE
Effective Date: 4/28/2020
Policy #: A400-01
I. SUMMARY:  The ARS Travel Expense Reimbursement Policy outlines how ARS will reimburse employee travel expenses which are consistent with the business objectives of the Company in compliance with applicable laws and regulations. This procedure outlines reimbursement for specific travel situations physicians’ can encounter to accommodate the clinical schedule. 

II. DEFINITIONS:   
A. Regular Service Region—The metropolitan area in which the employee primarily or most frequently works, as determined by ARS.

B. Temporary Work Location—A location to which the employee travels on ARS business and is not within the employee’s Regular Service Region. 

C. Mileage Chart—A chart developed by ARS which lists the ARS/Spartan Sites within each Service Area and the miles between ARS/Spartan Sites.
D. ARS/Spartan Site—A location at which ARS/Spartan provides clinical services or otherwise conducts business.  A list of ARS/Spartan Sites is shown on the Mileage Chart.
III. PROCEDURE:  
ARS will reimburse employees for reasonable expenses for business travel incurred, documented and reported in accordance with the Travel Expense Reimbursement Policy #A400 and this procedure. Specific travel situations are outlined below.
1. ARS will develop and maintain a Mileage Chart (Attachment A) showing the mileage between ARS/Spartan Sites.  The Mileage Chart will be reviewed periodically and revised as necessary to add new ARS/Spartan Sites, reflect changes in the location of ARS/Spartan Sites, and address other factors. 

2. An employee who believes he or she is entitled to reimbursement of travel expenses under the Travel Expense Reimbursement Policy #A400, must supply the appropriate documentation. An application for reimbursement (Attachment B), is the form acceptable to ARS. It must be filled out completely by the employee seeking reimbursement. The application for reimbursement must be turned into the STARS Accounting Department. Reimbursement requests must be made within 90 days of the date the expense was incurred. Anything older than 90 days is subject to disqualification for reimbursement.
3. ARS will reimburse employees based in the Lower Peninsula of Michigan a $200 travel stipend for schedule assignments outside their Regular Service Region, at a Temporary Work Location. The payment of this stipend will be automated based on the assignments in QGenda. 

4. ARS will reimburse office RNs a $35 travel stipend per day for the days traveled outside of their Regular Service Region.

This procedure will be reviewed periodically and updated when required based on additional specific circumstances that arise to accommodate the clinical schedule.

IV. RESPONSIBILITIES:   
A. Responsible Department: STARS Accounting Department
B. Collaborating Departments:  STARS Administrative Department
V. RECISSIONS:  NEW
VI. ATTACHMENTS: 
A. Mileage Chart

B. Expense Report 
VII. APPROVED BY:  ARS Benefits & Compensation Committee
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