
 
 

Lincoln School 
Guidelines Related to Expenses for Travel and Meals 

 
 
 
Lincoln School reimburses travelers only for those business-related costs that are reasonably 
incurred.  Accordingly, the following guidelines shall apply: 
 

 With the exception of tips, tolls and reimbursed mileage, business expenses must be 
supported with invoices/receipts.  Tips for baggage handling should be reasonable. 

 For lodging and expenditures other than meals, vendor receipts/invoices must be submitted. 
Credit card charge slips do NOT represent adequate supporting documentation – a hotel 
receipt must be obtained to substantiate all lodging expenditures.  Suites and other 
upgraded rooms at hotels are not allowed on School funds. 

 For airfare, airline-issued receipts should be obtained. If a traveler fails to obtain a receipt, 
other evidence must be submitted indicating that a trip was taken and the amount paid (for 
example, a combination of an itinerary, a credit card receipt, and boarding passes).  
Employees should fly coach or personally pay for the upgrade in class unless medical 
documentation is obtained. 

 Mileage may be reimbursed at the federal applicable rate.  Employees should note starting 
and ending destinations with supporting documentation for total mileage. (i.e. MapQuest 
directions).  Mileage will be reimbursed if travel is outside of a 10 mile radius of the 
School. 

 For all meals and other business expenditures; names, titles, organization, and business 
relationships of prospects entertained must be clearly identified. 

 Pre-approval for travel from immediate supervisor is required detailing the business 
purpose of travel and travel itinerary.  

 Rental cars should be midsize or smaller vehicles. 
 Expenses considered personal items will not be reimbursed (such as personal hygiene 

products, books and magazines, movie rentals, dry cleaning/laundry etc.).   
 Memberships in airline flight clubs and cost of upgrade certificates are not reimbursable. 
 Cost of canceling and rebooking flights is not reimbursable, unless it can be shown that it 

was necessary or required for legitimate business reasons (such as changed meeting dates, 
etc.). 

 Travelers must identify and pay for personal flights, even if such flights are incorporated 
into a flight schedule that serves business purposes. 

 
Meals Allowances 

 Meals while traveling alone should be reasonable and follow the guideline below.  
o Breakfast up to $10 
o Lunch up to $20 
o Dinner up to $35 
o Alcohol should not be included in meals (except when entertaining a donor) 
o Conferences where meals are included employees should not submit expenses if 

they choose to eat elsewhere. 


