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‘ SOME STATES HAVE TRAVEL REIMBURSEMENT RULES THAT DIFFER FROM THE FEDERAL

RULES, SO CHECK YOUR STATE LAWS BEFORE FINALIZING YOUR POLICY. IF THERE'S A
DIFFERENCE BETWEEN THE FEDERAL AND STATE RULES, YOU MUST APPLY THE MORE
EMPLOYEE-FRIENDLY RULE. FOR EXAMPLE, UNDER CALIFORNIA LAW, EMPLOYERS MUST
COMPENSATE EMPLOYEES TRAVELING FOR AN OVERNIGHT BUSINESS TRIP FOR ALL TIME
SPENT ON AUTHORIZED TRAVEL WHETHER OR NOT IT IS DURING THE EMPLOYEE’S
“NORMAL WORK HOURS."

SET THE RIGHT COURSE

YOUR EMPLOYEE HANDBOOK IS THE PERFECT PLACE TO OUTLINE YOUR TRAVEL
GUIDELINES AND EXPECTATIONS. BE SURE TO DO SO IN ADVANCE SO THAT EMPLOYEES
WHO ARE ON THE ROAD KNOW WHAT TO EXPECT. ENSURING THAT EVERYONE KNOWS THE
POLICIES PRIOR TO TRAVEL WILL HELP YOU AVOID ISSUES BEFORE THEY ARISE.
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This infographic was created by your HR Support Center. For questions or more
information, contact us at: wecare@myhrsupportcenter.com.
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