


Other Transportation

Personal Car: Travelers may utilize personal cars for business travel. If travel will average more than
200 miles round trip, the traveler should rent a car. The use of personal cars for business will be
reimbursed at the standard mileage allowance rate set by IRS guidelines. This mileage allowance
covers all auto costs (e.g. gasoline, repairs, insurance, etc.) other than parking and tolls.

Rail: All rail transportation must be in economy class in North America.

Taxi and Other Local Transportation: The cost of taxis to and from places of business, hotels, airports
and/or railroad stations in connection with business activities is reimbursable. Use of taxis is authorized
only when more economical services (hotel vans, shuttles, etc.) are not available. Travelers are
encouraged to utilize public transportation whenever feasible. Receipts are required for all transportation
expenses.

Transportation to Airport

Reimbursement of travel expenses to and from airports (or train stations) shall be based on the most
economical form of transportation available. Public transportation systems should be utilized where
convenient and available.

Rental Cars

Rental cars should not be used where other forms of public transportation are available and less
expensive. For example, hotels often provide shuttle vans or cab service to the airport, which usually cost
less than a rental car. Car rentals are restricted to fuel efficient vehicles, including economy vehicles
(when traveling alone.) SUVs, full size sedans, and other large vehicles are expressly prohibited.
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