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1 . Travel Authorization and Reimbursement
A. Approval
B.Forms
1.Form 881
2.Form 669
3.Fom 40-A
4.Form 1389
C. Submission
I . Meals
A. Breakfast
B.Lunch
C.Dinner
1 . Hotels
A.Chain Guaranteed Rates
B. Suites
IV . Transportation
A.Automobile
1.Personal Cars
a.Mileage
b.Maintenance
2.Rental cars
a.Approved Companies
b.Actual Costs Only
B. Airplane
1.Tri-Tech Aircraft
2.0ther Companies’ Aircraft
3. Commercial Aircraft
C. Railroad
D.Taxi, Limousine, Bus
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. Daily Incidental Expenses

. Entertainment

.Loss or Damage
.Nonreimbursed items

A.Parking and Tolls
B.Tips
C.Laundry and Telephone

A. Parties

1.Home

2. Commercial
B.Meals
C.Gifts

1. Tickets

2. Objects

A.Personal ltems
B.Legal, Insurance Expenses
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. Travel Authorization and Reimbursement. Tri-Tech will pay

travel expenses directly or reimburse an employee for costs
of traveling on company business.
A.All official travel for Tri-Tech must be approved in ad-
vance by supervisors.
B. Several company forms must be completed and ap-
proved.
1.Form 881, “Travel Authorization”is used for trip approv-
al if travel reservations are needed.
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2. Form 669, “Petty Cash Requisition” is used if no travel
reservations are needed.
3. Form 40-A, “Domestic Travel Expenses”is used to re-
port reimbursable expenses in the United States.
4.Form 1389, “Foreign Expense Payment”is used to report
reimbursable expenses outside the United States.
C.Travel authorization forms should be submitted to the em-
ployee’s supervisor, but post travel forms should be sent
directly to the Travel Coordinator in the Personnel Depart-
ment.
II . Meals. Tri-Tech will reimburse employees for three meals a
day while traveling.
A. Breakfast expenses are reimbursed if the employee is
away overnight or leaves home before 6:00 a. m.
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Regardless of their seniority, all employees who hope to be
promoted will continue their education either by enrolling in the
special course to be offered by the ABC Company, scheduled to
be given on the next eight Saturdays beginning on January 24, or
by taking approved correspondence course selected from a list
available in the Staff Development Office.
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(1) Regardless of their seniority, all employees who hope to
be promoted will continue their education in one of two days.
First, they may enroll in the special course to be offered by the
ABC Company, scheduled to be given on the next eight Satur-
days beginning on January 24. Second, they may take approved
correspondence course selected from a list available in the Staff
Development Office.

¥R, 10 first, second R 5]TF.)

(2) Regardiess of their seniority, all employees who hope to
be promoted will continue their education by either (1) enrolling in
the special course to be offered by the ABC Company, scheduled
to be given on the next eight Saturdays beginning on January 24,
or (2) taking approved correspondence course selected from a
list available in the Staff Development Office.
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(3) Regardless of their seniority, all employees who hope to
be promoted will continue their education in one of two ways:

* either by enrolling in the special course to be offered by
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