	Trauma System Plan


	Protocol Title:


	BUSINESS TRAVEL REIMBURSEMENT


	Protocol Number:


	110

	Protocol Reviewed:


	5/07; 6/08

	Protocol Revised:


	5/07; 6/08

	Protocol Purpose:


	To define approved RAC business travel parameters.

RAC business travel does not include the required attendance at scheduled RAC meetings within the region.




________________________________________________________________________
1. All RAC associated business requests must be submitted to the RAC chair for approval as early as possible prior to the departure date. 

2. When possible arrangements for any form of travel, rental vehicle and/or hotel reservations will be made through the RAC office.

3. Anyone having to make their own personal arrangements for travel will submit their plan for travel to the RAC office prior to travel.

4. An Expense Report and all original receipts must be submitted to the RAC office within 14 days of return from the trip.   

a.
Submissible charges include the following: Hotel reservation for specified days approved for trip, airline, car rental or bus, taxi, shuttle.  Gasoline for rental car.  

b. 
Mileage rates will be paid at the approved Federal rates as defined by the U. S. General Services Administration Guide and the IRS Revenue Procedure Code.

c.
Per Diem rate will be paid at $30/day for Texas.  Outside of Texas Per Diem will be paid at the Federal rates as defined by the U.S. General Services Administration Guide and the IRS Revenue Procedure Code.

5.
Any disputed charges/reimbursement will be reviewed by the RAC Executive Committee for final settlement.

End of Protocol
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