
 

 
 

Travel and Other Expense Reimbursement Policy 

 

Purpose 

The Board of Directors of the Del E. Webb Center for the Performing Arts recognizes that Board Directors 
and employees of the Webb Center may be required to travel or incur expenses to conduct business on 
behalf of the Webb Center or to further its mission.  The purpose of this policy is to ensure that (a) 
adequate cost controls are in place; (b) travel and other expenditures are appropriate; and, (c) to provide a 
uniform and consistent approach for the timely reimbursement of authorized expenses incurred by 
personnel.  It is the policy of the Webb Center to reimburse only reasonable and necessary expenses 
incurred. 

Expense Report 

Expenses will not be reimbursed unless the personnel requesting reimbursement submits a written 
expense report.  The expense report, which shall be submitted within two weeks of the completion of travel 
if travel expense reimbursement is requested, must include:  

 The individual’s name; 

 If reimbursement for travel is requested include: the date, origin, destination, and purpose of the 
trip, including a description of activities during the trip;  

 An itemized list of all expenses for which reimbursement is requested, with receipts as described 
below. 

Receipts 

Receipts are required for all expenditures billed directly to the Webb Center. No expense in excess of 
$25.00 will be reimbursed to personnel unless the person requesting reimbursement submits, with the 
expense report, a receipt from each vendor that is not included on a credit card receipt or statement.  The 
receipt must include the vendor’s name, the date, and the total expenses, including tips.  
 
General Travel Requirements 

The Executive Director must approve in advance of all trips involving air travel or at least one overnight 
stay and any out-of-state travel.  
Personal and Spousal Travel Expenses - Personnel traveling on behalf of the Webb Center may 
incorporate personal travel or business with their Webb Center trips; however, the organization will not 
reimburse expenses associated with the travel of an individual’s spouse, family, or friends. 
 
Lodging 
Personnel traveling on behalf of the Webb Center may be reimbursed at the single room rate for the 
reasonable cost of hotel accommodations.  Convenience, the cost of staying in the city in which the hotel is 
located, and proximity to other venues on the person’s itinerary shall be considered in determining 
reasonableness.   
 
Out-of-Town Meals 

Personnel traveling on behalf of the Webb Center are reimbursed for the reasonable and actual cost of 
meals (including reasonable tips).  



Parking 

Parking expenses, including charges for airport and hotel parking, incurred by personnel travel on behalf of 
the Webb Center for business purposes will be reimbursed.   

Entertainment and Business Meetings 

Reasonable expenses incurred for business meetings or other types of business-related entertainment will 
be reimbursed only if the expenditures are approved in advance by the Director of the Webb Center.  
Detailed documentation for any such expense must be provided, including: 

 Date and place of entertainment 

 A complete description of the business purpose for the activity  

 Vendor receipts, not credit card receipts or statements, showing the vendor’s name, a description 
of the services provided, the date, and the total expenses, including tips (if applicable). 
 

Other Expenses 

Reasonable business-related telephone and fax charges due to absence of personnel from the 
individual’s place of business are reimbursable.  In addition, reasonable and necessary 
gratuities that are not covered under meals may be reimbursed.   

Non-Reimbursable Expenses 
Expenses that are not reimbursable include, but are not limited to: 

 First class tickets or upgrades, unless the upgrade is at no additional charge. 

 Any travel insurance. 

 When lodging accommodations have been arranged by the Webb Center and the individual elects 
to stay elsewhere, reimbursement is made at the amount no higher than the rate negotiated by the 
Webb Center.  Reimbursement shall not be made for transportation between alternate lodging and 
the meeting site. 

 Liquor or bar costs, unless liquor (or alcohol) is consumed with a meal, but only if such 
consumption is both moderate and reasonable. 

 Membership dues at any country club, private club, athletic club, golf club, tennis club, spa, health 
club or similar recreational organization or other social club.  

 Any tax obligations of an officer, director, employee, or trustee under any circumstances. 

 Expenses for companion travel under any circumstances.  

 Any personal services. The Webb Center will not pay or reimburse personal services to employees 
unless these services are provided to all employees on a nondiscriminatory basis under a qualified 
employee benefit plan.  

 “Personal services” include, but are not limited to, services of a babysitter, bodyguard, butler, 
chauffeur, chef, concierge or other person who regularly runs non-incidental personal errands, 
escort, financial planner, handyman, landscaper, lawyer, maid, masseur/masseuse, nanny, 
personal trainer, personal advisor or counselor, pet sitter, physician or other medical specialist, tax 
preparer, and tutor for non-business purposes. 

  


