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TRAVEL EXPENSE REIMBURSEMENT POLICY 
Effective Date: 4/28/2020
Policy #: A400
I. SUMMARY:  ARS will reimburse employee travel expenses which are consistent with the business objectives of the Company and this policy, and compliant with applicable laws and regulations.

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 provides clinical services or otherwise conducts business.  A list of ARS/Spartan Sites is shown on the Mileage Chart.
E. QGenda – A web-based program used for physician scheduling.
III. POLICY:  
A. ARS will reimburse employees for reasonable expenses for business travel incurred, documented and reported in accordance with this policy and any procedures adopted by the Company. The Company reserves the right to decline to reimburse an employee for travel expenses incurred if the travel does not serve the interests of ARS, does not comply with this policy, or for which documentation does not meet the Company’s requirements. 

B. ARS will determine a Regular Service Region for each employee for purposes of the administration of this policy, based on a review of the employee’s schedule and any other relevant factors.  ARS will review the employee’s Regular Service Region periodically and as needed, and reserves the right to change the employee’s Regular Service Region at any time.    

C. ARS will develop and maintain a Mileage Chart showing the mileage between ARS/Spartan sites. The Mileage Chart can be found in the Travel Expense Reimbursement Procedure #A400-01.
D. An employee who believes he or she is entitled to reimbursement of travel expenses under this policy must supply the appropriate documentation to the Company to apply for reimbursement for all travel expenses incurred.  The Company will not automatically reimburse mileage or other travel expenses based on a review of the work schedule or other data. 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.
E. ARS reserves the right to establish a per diem allowance, maximum reimbursement amounts, or other arrangements for business travel expenses.  ARS also reserves the right to designate the hotels, rental car companies or other travel vendors which are reimbursable by ARS.
F. Unless otherwise approved by ARS in writing, an employee whose Regular Service Region is outside the Lower Peninsula of Michigan is not eligible for reimbursement of travel expenses incurred in connection with travel to/from his/her Regular Service Region to any ARS/Spartan Service Region inside the state of Michigan.
G. ARS will reimburse employees based in the Lower Peninsula of Michigan a 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. 

H. ARS may reimburse staff an additional travel stipend for days traveled outside of their Regular Service Region. Specific instances will be outlined in the Travel Expense Reimbursement Procedure #A400-01.
I. ARS will reimburse the travel expenses permitted under this policy for an employee to attend a business conference, meeting or other function on behalf of the company only if ARS has requested or authorized the employee in writing to attend as a representative of ARS.   

J. ARS will reimburse employees for expenses incurred during business travel, as follows:

1. Mileage.  The Company will reimburse the employee for business miles driven in the employee’s personal vehicle at the per-mile rate periodically established by the Internal Revenue Service, as follows:
a. An ARS employee will not be reimbursed for mileage for travel between his or her residence and any ARS/Spartan Site or other location that is within the employee’s designated Regular Service Region, no matter the distance.
b. An ARS employee who needs to travel on ARS business from his or her residence to a Temporary Work Location will be reimbursed for the lesser of the number of actual miles driven or the miles shown on the Mileage Chart.
c. Physicians who travel between two ARS/Spartan Sites or two other business locations, either within the physician’s Regular Service Region, or outside the Regular Service Region, will be reimbursed for mileage only if the distance between the two ARS/Spartan Sites or business locations exceeds 10 miles.  Non-physician ARS employees will be reimbursed for business mileage between ARS/Spartan Sites or two other business locations, regardless of distance. The Mileage Chart found in the Travel Expense Reimbursement Procedure #A400-01 will be used as a reference to determine the distance between two ARS/Spartan Sites.  
2. Lodging and Meal Expenses.  Reasonable lodging and meal expenses incurred by an employee during business travel to a Temporary Work Location are reimbursable as follows.  ARS reserves the right, but shall not be obligated, to make exceptions to these requirements in the event of extraordinary circumstances, such as hazardous travel due to inclement weather.  

a. Reasonable lodging expenses are reimbursable under the following circumstances:

i. The business travel is to a Temporary Work Location and requires an overnight stay because the employee is working at the Temporary Work Location for at least two consecutive days or nights;

ii. The Temporary Work Location is at least 60 miles from the employee’s residence; and
iii. The starting times of the employee’s work periods or shifts for the two or more consecutive days at the Temporary Work Location are no more than 24 hours apart, or the employee is scheduled to be on call during the intervening evening(s).  
b. Reasonable expenses for meals consumed while traveling on ARS business are reimbursable under the following circumstances:
i. The meals are consumed only by the ARS employee, not by guests or others;

ii. The meals are consumed during a trip that includes an overnight stay for which lodging expenses are reimbursed by ARS;

iii. A meal is consumed in the course of the last day of travel when the employee will not be arriving home until after meal time. 
3. Other Travel Expenses.  ARS will reimburse reasonable and necessary other expenses incurred in connection with business travel, including, but not limited to the following:
a. Travel by airplane, train, bus or other public transportation to and from a Temporary Work Location; 
b. Tolls and parking fees incurred in connection with travel to a Temporary Work Location or travel between two Temporary Work Locations or two ARS/Spartan Sites. 
c. Car rental fees for business travel to a Temporary Work Location.  Employees renting a car at the company’s expense must use a credit card which covers any damage to the care, or car insurance offered by the rental company must be purchased.
d. Fares for taxis or other types of public transportation between the airport or train station and/or hotel, the hotel and the work location, and from one work location to another. 
e. Reasonable and customary tips paid for services related to any of the above expenses.
f. Business fax, internet connections and other communication while on a business trip. 
g. Shipping of baggage, and sample or display material between Regular Service Region and Temporary Work Location.
K. Travel outside North America – Travel outside of North America or on a cruise ship for company business must be approved by the President of ARS or, if the President is the proposed traveler, then by the ARS Board of Directors.  ARS will not reimburse an employee, and an employee may not use a CME allowance, for travel outside North America for CME or other seminars, meetings or events for continuing education purposes.
L. Procedures.  ARS may adopt procedures to carry out this policy and to ensure effective controls are in place for accurate recordkeeping and reporting of travel expenses.

IV. RESPONSIBILITIES:   
A. Responsible Department: STARS Accounting Department
B. Collaborating Departments:  STARS Administrative Department
V. RECISSIONS:  #A400 Travel Expense Reimbursement (7/15/2014 – 8/1/2016), #A400 Travel Expense Reimbursement Policy (8/1/2016 – 2/13/2018); #A400 Travel Expense Reimbursement Policy (2/13/2018 – 4/28/2020)
VI. ATTACHMENTS: NONE
VII. APPROVED BY:  ARS Board of Directors
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