
EXHIBIT A 

 
   
  

TRAVEL & EXPENSE REIMBURSEMENT POLICY 
 

Spok will bill customer for expenses incurred by our Professional Services Team based on the rules listed 
below.  Expenses will be billed at the conclusion of the project. 
 
MEALS & INCIDENTAL EXPENSES 
 Eligible expenses for Out of Town Travel for Billable Client Work including Military Sites by Professional 
Services staff (PSG) will be paid via the Per Diem method.  The Per Diem is a method approved by the IRS 
for paying eligible meal and incidental business travel expenses rather than the traveler submitting 
receipts   
  
The amount of Per Diem available is dependent upon the day of departure and day of arrival rules.  
 
*Note – Weekend travel must be approved by the customer and/or PM.    
  
The per diem allowance will be based on a city or county specific printout using the GSA (General 
Services Administration) website.  Please use this site to locate the M&IE Rate (Meals and Incidental 
Expense Breakdown) for the specific location the Per Diem expense was incurred. Below is the link/web 
address for the GSA website.   
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contentType=GSA_BASIC  
   
Follow these instructions:  
1. Click on the state where your travel occurred  
2. Find the primary city in the destination column  
If neither the city nor the county is listed, the location is a standard CONUS destination with a rate of 
$46.00 for meals and incidental expenses (M&IE).  
3. Use the rate in the M&IE column   
  
Per Diem Rules  
 If you travel to and work at an out of town customer site on the same day, you may submit 100% of 
the approved Per Diem amount.  This applies for the beginning and end of the trip.  
 However, if, for example,  you only travel on a Sunday night and begin work the next business day, 
Monday, a partial day Per Diem Rate will apply at  75% for Sunday.  This partial day Per Diem rule applies 
regardless of the day of the week or weekend.  For example, if you travel on Friday and report to work 
at the out of town customer site on Saturday, your rate for Friday will be 75%.  

 

AIR TRAVEL 
Reservations  
Employees should make every attempt to reserve flights at least fourteen (14) days in advance; if it is a 
business necessity, seven (7) days in advance may be approved with written explanation of the 
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circumstances. Travel reservations should be made during business hours to allow for timely approvals. 
After-hours services are available for travelers experiencing flight changes en route for an additional fee.  
Cancellations  
All arrangements should be carefully planned to avoid cancellations as there may be a cost associated 
with each transaction. In general, purchased tickets may be voided within 24 hours of purchase. You are 
responsible for canceling flights not taken and should notify the agency in a timely manner to rebook an 
unused flight or to void a ticket. Any travel tickets that are unused and not properly accounted for on an 
expense report are the responsibility of the employee and will not be reimbursed or will be deducted 
from the employee’s reimbursement claims. The original passenger receipt of ticket is required for all 
completed trips including tickets billable to clients. When using e-ticket, it is the responsibility of the 
employee to obtain an electronic copy of the receipt.  
Class of Travel  
The standard class of domestic air transportation for employees is coach. You should make every 
attempt to book the lowest fare option available and should book non-refundable tickets as standard 
policy. Spok expects travelers to take advantage of single connection and one-stop flights as alternatives 
to non-stop flights, when savings may be gained. For flights in excess of eight (8) hours, economy 
comfort seating which gives more room than coach is permissible. Other upgrades on international 
flights are subject to advance approval of senior management and budget restraints. Use of personal or 
rented aircraft is prohibited.  
Excess Baggage/Fees/Prohibited Items  
Airlines often charge a fee for checked bags or if a checked bag exceeds a standard weight. Check your 
reservation documents or visit your airline’s website for details. Employees will be reimbursed for excess 
or over-weight baggage charges when it is reasonable and necessary, such as when traveling with heavy 
or bulky materials or equipment necessary for business or when traveling for more than fourteen (14) 
days. Visit the website to understand which carry-on items are prohibited, such as liquids or gels in 
excess of 3 ounces and pack those items in your checked bag. http://www.tsa.gov/traveler-
information/prohibited-items. 
 
LODGING 
Employees are expected to be reasonable in their lodging choice. In areas where there is no hotel with a 
corporate rate, the recommended hotels include Holiday Inn, Marriott, Courtyard, Homewood Suites, 
etc. The designated travel agency has been advised to make recommendations within Company 
guidelines.  
 
Hotel Cancellations 
Hotel reservations will be automatically guaranteed to the traveler’s credit card listed in their profile 
unless otherwise specified. If you need to cancel a reservation, it is your responsibility to notify the 
designated travel agency as soon as possible, or to contact the hotel directly to cancel and get a 
cancellation number for verification. 

http://www.tsa.gov/traveler-information/prohibited-items
http://www.tsa.gov/traveler-information/prohibited-items

