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Alliance expense policy has always been based on the concept that expenses above what you would spend at home will be covered.  This is not the same as reimbursement for all expenses when away from home.

Your expenses will be covered through one of these two methods.
1._________________________________________________________________
Itemized expenses billed to our client.  We follow client guidelines in these situations.  However, since some clients do not have guidelines, Alliance is providing the attached guidelines so that you are clear on expectations for reasonable expenses.

· Travel Home: The Alliance guidelines are designed to compensate for coach class domestic flights to and from destination city (locale) on alternate weekends (provided the tickets are purchased 14 days in advance).

· Lodging:  The Alliance guidelines are designed to accommodate the associate away from home with a reasonable one-bedroom furnished apartment or hotel.  Alliance does not choose the accommodations, but encourages one to seek locations that are safe, convenient and without complex or binding lease arrangements.  We can advise on interim hotel stays while searching for more satisfactory quarters.

· Do Not Expense:

—  Personal care expenses such as shoe shines, haircuts, manicures

—  Liquor expenses

—  Expenses for spouse or other guest

2.
_________________________________________________________________
Itemized expenses to a fixed limit per week/month.  Many of our clients are moving to this approach as it allows them to plan the expense amount and puts management of many things in your hands.  Nearly all will follow this formula:

· Airfare to cover two trips monthly (purchased 14 days in advance) or a fixed amount

· Lodging up to a fixed amount per week/month

· Rental car

· A fixed per diem amount based on the US State Department guidelines for the city you will be working in, this covers food and all other incidentals.  Receipts are not required for the per diem but are required for the other three items.

Expenses within these categories up to the limits will be paid when we receive an Alliance expense form and the original receipts.

Please remember the following, and you will receive prompt reimbursement of your expenses:

· Fax you signed expense report with receipts by Tuesday of every week - then mail the original to Alliance. If you are outside the US on your project, please check with us for your process.

· All expenses must be itemized on the expense form except your per diem.

·  Enter Per Diem as a separate line and just list the amount.  Per diems are paid for each day worked unless otherwise stated in your Project Description.  Items other than per diems will not be paid without original receipts attached.
· Send a detailed copy of all bills.  A charge card receipt showing only a total amount will not be acceptable.  Clearly mark the items that are being expensed, and if an explanation seems necessary, legibly write it near the receipt.
· Tape all receipts to a regular sheet to avoid them being lost.  This will also help Alliance make copies for our clients.

· Make sure you keep a copy of each of your expense reports along with receipts for your records. 

______________________________________________________________

Please contact your Resource Manager with questions or items that require clarification. 

Make sure you understand what is and what is not included.  This can vary from contract to contract, so go over this area thoroughly with your Resource Manager.
