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Coodu Trust Travel Policy

Purpose

The purpose of this Travel Policy is to outline the procedures and guidelines for employees
of Coodu Trust regarding business travel. This ensures that all travel is conducted
efficiently, cost-effectively, and in compliance with the organization's values and legal
requirements.

Scope

This policy applies to all full-time and part-time employees, contractors, and consultants
who are required to travel for Coodu Trust-related business activities.

1. Travel Booking Process

Preferred Travel Provider: All travel bookings should be made through Coodu
Trust’s approved travel booking system or preferred travel agency.

Advance Booking: Employees are encouraged to book travel at least two weeks in
advance to secure the best rates.

Approval Process: Travel requests must be approved by the employee's supervisor
or manager prior to booking.

Booking Class:

o Air Travel: Economy class is the standard for all flights under 5 hours. For
flights over 5 hours, employees may book premium economy class, subject to
managerial approval.

o Train and Bus Travel: Standard class tickets must be booked unless a
specific exception is authorized.

o Car Travel: Employees may use personal vehicles for business travel.

Mileage reimbursement will be provided based on current IRS rates.

2. Travel Expenses

Reimbursable Expenses:

o Transportation: Airfare, train, bus, and taxi or rideshare services.

o Lodging: Reasonable and moderately priced accommodations. Hotel
bookings should be made with Coodu Trust’s preferred hotel partners when
available.

o Miscellaneous: Internet charges, parking fees, business-related phone calls,
and

3. Lodging and Accommodation

Hotel Booking: Employees should book hotels within reasonable proximity to the
business event, conference, or meeting. Standard room rates are encouraged.



e Per Diem for Accommodation: Coodu Trust recommends staying at a hotel with a
nightly rate not exceeding Rs. 1200/- unless the local market or special
circumstances dictate higher prices.

o Extended Stays: Any stays longer than five nights must be pre-approved by a
supervisor to ensure the necessity of the extended accommodation.

4. Travel Insurance

e Coodu Trust provides travel insurance coverage for employees while traveling on
business.

o Employees should ensure they are aware of the coverage provided and report any
issues or accidents immediately to the HR department.

5. Expense Reporting and Reimbursement

¢ Expense Submission: Employees must submit all travel-related expenses within
five business days of returning from their trip. Receipts are required for all
expenses

e Approval Process: Expense reports must be reviewed and approved by the
employee’s direct supervisor before being submitted to finance for reimbursement.

e Reimbursement Method: Reimbursements will be processed through the
employee’s usual payroll cycle or via direct deposit.

6. Conduct During Travel

o Professionalism: Employees are expected to maintain a professional demeanor and
adhere to Coodu Trust's Code of Conduct while traveling.

¢ Personal Travel: Combining personal travel with business trips is allowed if it does
not interfere with the work schedule and does not incur additional costs to Coodu
Trust.

e Travel Safety: Employees should prioritize safety during travel, including adhering
to local laws, following COVID-19 guidelines, and securing personal belongings.

7. International Travel

e Pre-Trip Preparation: Employees traveling internationally must notify the HR
department at least four weeks in advance to allow time for obtaining visas,
vaccinations, and travel insurance.

e Currency Exchange: Employees should use Coodu Trust’s corporate credit card or
a travel-specific prepaid card for international expenses. Personal credit cards
should not be used for business-related international expenses unless pre-approved.

e Health and Safety: Employees should check health advisories and vaccinations
required for international destinations. Coodu Trust will provide a health and safety
briefing prior to international travel.

8. Emergency Travel Situations

e Travel Disruptions: In the event of a flight cancellation or travel delay, employees
should contact the travel agency or Coodu Trust’s travel coordinator for assistance.

e Medical Emergencies: Employees must contact local medical services and inform
Coodu Trust’s HR department immediately in case of illness or injury during
business travel.



9. Compliance with the Policy

e Policy Violations: Any violations of this travel policy may result in non-
reimbursement of expenses, disciplinary action, or termination of employment if
warranted.

e Audits and Reviews: Coodu Trust reserves the right to review and audit travel
expenses to ensure compliance with this policy.

10. Policy Updates

Coodu Trust may revise this travel policy periodically to reflect organizational needs and
changing regulations. Employees will be notified of any updates in a timely manner.

Acknowledgment of Travel Policy

By traveling for Coodu Trust, employees acknowledge that they have read and understood
the Travel Policy and agree to comply with all guidelines set forth.A

***True Copy***

Name: S.Jagadeesan
Position: Director
Organization: Coodu Trust




