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Purpose: 
The purpose of th i s pol icy is to: 

a) Describe the types of expenditures tha t are re imbursable by the company. 

b) In fo rm employees of the i r e l ig ibi l i ty re la t ing to travel Class, hote l and other expenses 
as wel l as the i r responsibi l i t ies to contro l and report travel and enter ta inment . 

c) Describe the process for an employee to file and obta in travel expenses 

Employee T rave l & Bus iness Expense Guide: 
These guidel ines are intended to be comprehensive, i t is impossible to ant ic ipate every 
s i tua t i on encountered by a traveller. The travel ler is expected to apply these guidelines on 
a conservative basis, consistent w i t h no rma l l iv ing s tandards and , where the policy is 
si lent, to exercise good business judgment . 

General T rave l Pol icy 
1. A l l travel has to be pre-approved by the CEO. 
2. A l l foreign travel has to be pre-approved by the BOD. 
3. A l l employees m u s t travel economy, except the President 86 CEO, who may travel 

Business Class. 
4. CEO and DP86A wou ld be ent i t led to 5 star hotels stay; whereas Heads of the 

Departments w o u l d be ent i t l ed to 4 star Hotels. Lower staff w o u l d be ent i t led to lower 
cost hotels. 

5. A l l employees are ent i t l ed to a Per Diem of Rs 2,500/ to cover dai ly meals, l aundry etc. 
6. Ac tua l receipt wou ld be required for re imbursement of expenses except for the per 

d iem allowance. 

I t is the Company's policy to re imburse employees for a l l expenses necessary, reasonable 
and actual ly i n cu r r ed when travel ing on author ized company business. 

Travel expenses m u s t be proper ly documented and approved on a Travel Expense Report. 
I t is each employee's responsib i l i ty to adhere to policy when involved w i t h expenditures on 
behal f of the company. Fur ther , i t is the responsibi l i ty of the manager to be famil iar w i t h 
the reason for the expenditures and to be satisfied tha t they have been reported i n a 
manner consistent w i t h the approved policy. 

Employees are expected to: 
a) Exercise good j u d g m e n t w i t h respect to expenses. 
b) Spend the company's money as carefully and jud i c i ous l y as they wou ld the i r own. 
c) Report a l l expenses and advances prompt l y and accurate ly w i t h required 

documenta t ion . 
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Procedures: 

Trave l Reservat ion : 
Admin i s t r a t i on depar tment is responsible for travel arrangements t h r o u g h Company's 
travel agent at lowest available fares and lodging facilities as per ent i t l ement . 

Cash Advances: 
Upon request travellers w i l l be given an advance to provide funds for author ized future 
company expenses. 

Receipts (Proof of Payment) : 
The Company request t ha t receipts for a l l expenditures be submi t t ed and receipts m u s t 
be submi t t ed for a l l expenses over Rs 1,000. NAPA w i l l not re imburse expenditure greater 
t h a n Rs 1,000 w i t h o u t a receipt. 

Approval: 
Al l Expense Reports m u s t be approved by the employee's Supervisor / Manager's. 

Expense reports du l y approved m u s t be submi t t ed to the Accounts Department w i t h i n 
seven (7) days of r e t u r n f rom travel fa i l ing w h i c h advance a m o u n t w i l l be deducted from 
the next salary/dues i f any. 

Expense Report: 
Statutory and Tax compliance require tha t t rave l ing personnel m a i n t a i n an adequate 
record for each t r i p and post a l l per t inent in fo rmat i on i n suppor t of each expenditure 
(who, what , why , when a n d how much ) . Expense Reports are due no later t h a n seven (7) 
days of f i rst r e t u r n f rom travel . 

Employee ' s Responsib i l i t ies : 
1) Use good j u d g m e n t when i n c u r r i n g business expenses. Consider less expensive 

alternatives to a t r i p such as conference cal l . 

2) Submi t expense c la ims (expense reports) w i t h i n 7 days for t r ips requ i r ing air and or 
overnight travel . Expense reports may be submi t t ed every two weeks i f on an extended 
business t r i p . Advanced purchases of a ir l ine t ickets may be expensed i n advance i f 
the charge card b i l l is received before the t r i p . 

3) Obta in appropr iate approval s ignatures, i n c lud ing exception approvals when required. 

4) Provide accurate ac tua l expense details on the appropr iate corporate form for 
re imbursement . Adequate documenta t ion inc ludes dai ly recording of ac tua l expenses 
by categories i n PKR. A l l required fields m u s t be completed w i t h or ig inal receipts. 

5) Use company admin i s t r a t i on department for a l l airfare, automobi le renta l , and lodging 
etc. where ever possible. 

5) When possible schedule travel 14-21 days i n advance. 

7) Obta in pre-approval for travel on a Travel Author i za t i on Form. 

8) Repay company amounts due prompt ly . 

Page 2 of3 
Travel Policy # F A 05-2017 approved by BoD on February 4,2017 



napa 
N A T I O N A L A C A D E M Y O F P E R F O R M I N G A R T S 

P O L I C I E S AND P R O C E D U R E S 

9) Please be sure tha t your expense reports are proper ly approved by the supervisor 
w i t h i n the defined approval l i m i t i n rupee value. 

10) Except ion approval is required i f employee business expense is not clearly i n 
accordance w i t h policy. Any of these condit ions require exception approval : 
a. U n u s u a l expense 
b. Expense could possibly appear to be inappropr iate 
c. Expense exceeds guidel ines 
d. Expense reports not submi t t ed i n a t imely manner 
e. Photocopy/inadequate/missing receipt 

11) Receipts are required for re imbursements of a l l author ized business expenses. The 
receipt m u s t identi fy the name of establ ishment, date, ac tua l a m o u n t incur red , 
descr ipt ion, and receipt of payment. I tems considered non-receptacle such as 
housekeeping/porter t ips and some highway tol ls can be re imbursed w i t h o u t a receipt. 
Photocopies and miss ing receipts require exception approval . Telephone receipts 
shou ld inc lude phone deta i l ident i fy ing business f rom personal calls. 

Approver's Responsib i l i t ies 
1) Ensure a l l expenses are reasonable, i n suppor t of business goals, and i n accordance 

w i t h Company policy. 

2) Approve expenditures for w h i c h no direct or indirect benefit (e.g. i n attendance at the 
meeting) was received. 

3) Only author ize r e imbursement for air, car, and hote l expense i f booked th r ough 
admin i s t r a t i on depar tment/ consent. 

4) Cost effective management of business expenses. 

F inance Department ' s Responsibi l i t ies : 
1) Re turn a l l expense reports r equ i r ing addi t iona l subs tant ia t i on . 

2) Review expense reports against approved amount , approv ing manager 's s ignature and 
ca lcu lat ion accuracy. 

Enforcement of Pol icy: 
Once Policy is approved by the Board o f Directors, it w i l l be responsibility o f the Chief Executive to 
enforce the policy. Persons / departments identified for the respective function in the policy w i l l be 
accountable for the function. 

Resources : 
Chief Executive Officer w i l l ensure that sufficient resources are made available to the identified 
person / department to enable them to ful f i l their responsibilities. 

Approval: 

Authority to approve and make amendment in the Policy w i l l rest with the Board o f Directors 

Review Cyc le : 
Policy w i l l be reviewed and updated after one year for the first time, then after, policy w i l l be 
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