
 
 

Travel Policy 

You should use your best judgment and think like you would when spending your own money.  Below are 

some guidelines and things to think about to spend our travel dollars wisely. 

As a general rule, book only coach airline tickets (however, if the trip is to Asia Pacific, business class is 

allowed if the traveler so desires due to the length of flight). 

Book your travel as soon as your plans are firmed up and highly unlikely to change, but also book them far 

enough out to get favorable rates.  Generally, airfare rates are best when booked 21 days out.  Next favorable 

window is 14 days out, and then 7 days out.  This is a balancing act between ensuring your plans do not 

change and booking far enough out to get good rates.  Again, use your best judgment.  

When booking your hotel or car rental, be aware of cancellation policies.  Any extended stay costs (car, hotel, 

etc.) are at your own expense barring any special exceptions. (Talk to your supervisor.) 

Travelers should rent an Intermediate or Standard car size or smaller. A full size vehicle should only be used if 

there are three or more employees traveling together.  

Book tickets through Cliqbooks whenever possible.  If you have a complicated trip, we do also have the ability 

to call in to make an agent assisted or agent booked reservation.  We want you to use these tools because 

booking through our travel partner provides some benefits such as better rates and the ability to analyze our 

travel data so we can negotiate even better rates ( if we have the volume to and data to justify it). 

If you are taking a trip and will need to book air, car, and/or hotel, make sure to book it all on the same 

reservation.  Booking these in separate itineraries will result in higher booking fees. 

Travel Insurance/Medical Emergencies 

 Domestic Travel.  When renting a car in the United States, it is unnecessary to take the rental car 
insurance. Minnetronix’ insurance provides this coverage automatically in the event of an accident. 
 

 Foreign Travel.  When renting a car outside of the United States (including Canada), it is necessary to 
purchase the minimum required limits for liability and physical damage. Minnetronix’ insurance policy, if 
applicable, would supplement the coverage offered by the rental agency. 
 

 Car Accident.  If an employee has an accident in a rental car used on Company business, the 
employee needs to contact the car rental agency immediately and follow their instructions.  Also, the 
Controller must be notified within 24 hours. 
 

 Medical Emergency.  Seek the necessary treatment and keep ALL receipts. Depending on the 
circumstances, your medical costs will be reimbursed (partially or in full) either by Medica; or by 
worker’s comp. We have “Foreign Voluntary Work Comp” which expands out our coverage during 
international travel. Ask HR for current 24 hour global travel/medical assistance card (through Chubb). 
 

 

 


