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GRANITE PROFESSIONAL INSURANCE BROKERAGE, INC. GUIDELINES FOR CONDUCT DURING BUSINESS TRAVEL, 
CONFERENCES & COMPANY EVENTS 

The following sets forth the guideline of Granite Professional Insurance Brokerage, Inc. (“Granite” or 
“Company”) with respect to conduct of its employees during business travel, conferences and off-site 
company related events. 

Safety 

The safety of Company employees while at business related functions is of utmost importance.  
Company employees are expected to exercise good judgment while away from the office so as to 
minimize risks to their safety.  Prior to commencing a business related function, it is good practice for an 
employee to inform family members or cohabitants, along with members of the employee’s work group, 
of the employee’s travel itinerary, including any changes in itinerary, at the time such changes occur.   If 
an employee is travelling with other Company employees, it is recommended that the employees on the 
trip have each other’s cell phone numbers, so that they are able to contact each other.    Upon arrival at 
their hotel room, employees should make themselves familiar with the security measures for the hotel 
room (e.g., door locks, fire exits, and alarm systems). In addition, an employee that is going out on an 
excursion away from the hotel where the employee is staying is encouraged to go with another 
employee, or if that is not possible, to let another co-worker know where the employee is going and 
when they should be expected back.     

Standard of Conduct During Business Travel, Conferences and Company Events 

Company employees are expected to conduct themselves during business related travel in the same 
manner that they conduct themselves at the workplace.  While on business travel, Company employees 
are expected to follow Company dress code guidelines and wear the same professional attire that they 
wear at work at the Company’s offices.  In addition, Company employees should determine in advance 
whether they will need to bring more formal wear for the trip.  Company employees should conduct 
themselves in a professional and dignified manner, keeping in mind that they are representatives of the 
Company, and their actions should promote the Company’s best interests and protect the Company’s 
good reputation.   Company employees are prohibited from accepting excessive gifts from vendors or 
potential business partners or offering such gifts to customers or potential business partners.  If a 
Company employee is uncertain whether a gift is excessive, the employee should contact his or her 
supervisor. 

Travel and Entertainment Policy 

The purpose of the Company’s travel and entertainment policy is to provide employees with adequate 
transportation, lodging, meals, and other services that are a necessary part of doing business. Provisions 
for business travel and entertainment are made through employee reimbursement or, in certain 
instances, direct payment of expenses. All travel and entertainment expenses must be uniformly and 
properly accounted for and pre-authorized.  
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Employee Expense Report; General Guidelines 
 
Employees are responsible for making an adequate accounting of travel-related expenses, including the 
amount, time, place, business purpose, and business relationship within 15 days of incurring the 
expense. Employees are required to submit for reimbursement all authorized expenses using the 
Company’s expense report form with original receipts within one month of incurring those costs. All 
approved expenses are reimbursed by the Company within 15 days of submission.   Questions 
concerning business-related expenses should be raised before making a monetary commitment or filing 
an expense report.  Company employees are not permitted to combine business trips with a vacation, or 
to take along a spouse, partner, relative, or friend without the prior written authorization from the 
employee’s supervisor.  The Company will not issue cash advances for business travel.   
 
Air Travel 

 
Except as directed by management, the Company will book air travel for employees on business trips.  
The Company will pay any penalties or rebooking charges as a result of any changes in the employee’s 
air travel that are not at the request or fault of the employee.  Otherwise, the employee shall be 
responsible for such penalties or charges.  If an employee is required to arrange for the employee’s air 
travel, the employee should make such travel plans in far in advanced as possible, and book the most 
economical direct fare available that is within two hours of (before or after) the desired flight time.  
 
Ground Transportation 
 
The Company will reimburse the employee for all reasonable business related ground transportation 
costs during business travel.  Original receipts must be submitted with the expense report.  Automobile 
rental is allowed only when other transportation (buses, taxis, etc.) is not available or when the cost of 
other transportation exceeds car rental expenses.   
Rental will be limited to mid-size class (or lower) cars. Contracts for car rentals must be made in the 
employee’s name and the vehicle may be driven only by the employee who signs the rental agreement.  
The Company will not pay or reimburse employee for any drop off charges charged by the rental car 
company for failure to fill the gas tank.  Limousines are not acceptable for day-to-day business travel, 
and the cost will not be reimbursed.  Town cars may be used on prior Company approval. 
 
Personal Automobiles  
 
Mileage will be reimbursed at the prevailing IRS per-mile rate for business use of a personal automobile.   
Other automobile expenses such as gas, oil, tires, and so on are not reimbursable expenses.  Use of 
personal automobiles for trips exceeding 400 miles round trip is not permissible without prior approval 
from the Company. In all cases, the maximum amount of reimbursement is the total cost of the most 
economical airfare (based on round trip in most cases).   Charges for tolls and reasonable parking fees 
(including at airports) incurred while the employee is on Company business are reimbursable.  
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Lodging 

 
Except as directed by management, the Company will book lodging for employees on business trips.  If 
an employee is responsible for booking his or her own lodging on a business trip, the employee should 
first obtain the approval of Company management before booking lodging.  It is the policy of the 
Company to use good commercial-grade hotel facilities that are comfortable and appropriate for 
conducting business. Unless approved by the Company in advance, suites and concierge-level rooms are 
not acceptable. The Company will not reimburse or pay for “no show” charges, or stay extensions. The 
employee will be reimbursed only in cases where the employee was unable to keep the reservation 
because of circumstances beyond the control of the employee, or when an employee opts to stay longer 
for personal travel. Hotel charges are to be paid directly by the employee. The paid hotel bill and credit 
card receipt must be attached to the expense report for reimbursement.  
 
Meals 
 
The Company reimburses the reasonable cost of meals and refreshments during overnight and longer 
stays, provided that the meals and refreshments are not in excess of what an employee would 
reasonably consume if not on a business trip, subject to a $50 per day maximum.  Original receipts for all 
meals must be attached to the expense report for reimbursement.  
 
Entertainment Expenses 
 
The Company will reimburse reasonable entertainment expenses, with prior supervisor approval, when 
the expenses are incurred for the benefit of the Company.   Entertainment expenditures must directly 
precede, include, or follow a substantial and bona fide business discussion. A business benefit must be 
derived or expect to be derived from the entertainment. The most senior level employee present must 
pay for the expense and submit it on the expense report. Original receipts must be attached supporting 
the expense.  
 
Communications and Computer Equipment  
 
The Company will reimburse the business-related cost during travel of such items as wi-fi charges, 
postage, and overnight delivery services. Receipts for all expenses must be attached to the expense 
report.  
 
Non-Reimbursable Expenses 
 
Amounts incurred for reimbursable items in excess of amounts considered reasonable are not 
reimbursable. When a business trip is extended for personal reasons, the cost of the personal portion of 
the trip is not reimbursable. Expenditures prohibited by law or not deductible to the Company in arriving 
at taxable income are not reimbursable. Personal expenses of a nature that would be incurred by an 
employee regardless of his or her work-related responsibilities are not reimbursable. By way of example 
only, the following specific expenditures are not reimbursable:  haircuts, massages or spa treatments, 
dues and membership fees for any social clubs, meals before travel departure or after return, lost 
tickets, in-room movies at hotels, travel insurance, costs of joining an airline club lounge, and costs  
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incurred for traffic violations.   Laundry expense is reimbursable, at a reasonable rate, on out-of-town 
trips in excess of five days. 
 
Reporting Violations of Guidelines 
 
If an employee observes another employee engaging in conduct on a business trip in violation of these 
guidelines, the employee should report it to Company management right away.  The Company will not 
tolerate retaliation against anyone for making a report. 
 
 
 
 Employee Signature: ________________________________ 
 




