
Travel policy template
Created by the helpful people at Carlson Wagonlit Travel (CWT)

Looking to create a travel policy, but not sure where to start? Use this simple template 

to help get an idea of what you need your policy to cover, then contact your CWT 

representative for help with putting it all together.

Purpose of your policy

Consider the following reasons and tick the boxes that are 
relevant to you:

Air bookings

It is helpful for travellers to know what type of air ticket they 
are allowed to purchase. For instance: 

24-hour emergency support

Every CWT client has access to a 24-hour emergency service 
centre (relevant fees apply). The use of this service is allowed:

Online booking

If you decide to implement online booking, it may be useful for 
travellers to know which type of trip the tool should be used for:

Yes                  No

Yes                  No

Set procedures and policies for the planning and 
reimbursement of business travel 

Increase traveller satisfaction	

Ensure traveller safety	

Improve traveller productivity	

Reduce the overall number of suppliers		

Realise budgetary savings				  

Support effective corporate audit and expense control

Anytime						    

In emergency situations only				  

Only when the branch/service centre is closed

For specific users (please state):

Do all employees need to book economy, or can some executives/
frequent flyers book business class?

Are there any stipulations on this rule eg does a journey need to be 
over a certain length of time/distance in order for a traveller to be 
allowed to book business class (over four hours)?

Should low-cost carriers be considered when a domestic or European 
flight is being booked?

Will you mandate use?   

Does your company mostly book simple 
A-B trips (this will help determine the  
tool configuration)?

On journeys where the train is a viable option, should employees look 
to book rail over air to help reduce carbon emissions? 

CWT’s Total Impact Report has been designed to help encourage 
your employees to adopt a more eco-friendly way of travelling by 
comparing fare savings, productivity savings and carbon offset cost 
savings when the train is taken instead of a plane. Ask your CWT 
representative for more information.

Have you heard about CWT Fares? These exclusive rates on 
hundreds of flights are for CWT clients only – ask your CWT 
representative for more information.



Rail bookings

Similar to air travel, it is useful to state the rules around rail 
travel: 

Hotel bookings

For hotel bookings, travellers will need to know what they are 
allowed to book:

Do all employees need to book economy, or can some executives/
frequent travellers book first class?

Do all employees need to book a hotel four-star or lower, or under a 
certain price?

Are any employees exempt from this eg can an executive book a five-
star room?

Do you wish to impose a city rate cap, where a maximum spend is 
given for a specific city (for instance, this may be higher in London than 
in Oxford)

Do you wish to implement a ‘single traveller’ policy, where room 
service could be ordered to encourage the person to stay at the hotel, 
especially late at night?

Has your company identified hotels with a clear environmental policy 
that travellers should look to book with first? Eg some hotel chains have 
reduced the amount of times they change towels and bedding

Are there any stipulations on this rule eg does a journey need to be 
over a certain length of time/distance in order for a traveller to be 
allowed to book business class (over four hours)?

Ask your CWT representative about CWT Value Rates – specially-
negotiated rates that include extras such as breakfast and free Wi-Fi 
and parking to cut costs.

Meetings and events

Guidance on meeting facilities will help your company  
manage costs:

Ground transportation bookings

Encompassing taxis, chauffeur-driven cars and car rental 
(among other options), it’s important to let your travellers know 
how you’d like them to get around: 

Yes                  No

Yes                  No

Does your company have access to video-
conferencing amenities?

If yes, should employees always look to 
use these before sourcing an external 
meeting room?

Should employees look to source meeting 
space within your own company’s buildings 
before booking with an external supplier?

Do you wish to implement a policy that 
advises travellers to take a taxi following a 
red-eye flight (overnight)? 

Will you be issuing Oyster cards for 
employees to use when travelling in 
London?

Are employees above a certain grade 
allowed to book chauffeur-driven cars?

How many people does the meeting need to be for in order for it to 
qualify for external meeting space?

If yes, please give details:

Car rental with a preferred partner 

Taxi hire with a preferred supplier

Should your employees arrange car rental or book a taxi?



Reimbursable charges

While travelling, your employees will incur incremental costs. 
It’s important to set-out exactly what they will be reimbursed 
for and what they will be expected to cover themselves:

Travel insurance

It’s important to have protection in place that supports your 
travellers when unforeseen circumstances occur. 

Communication and distribution of policy

It is essential that your travellers are made aware of your 
travel policy and know where a copy can be accessed at all 
times. Stakeholder buy-in heightens policy compliance. It is 
recommended your CEO underwrites this policy, with copies 
included in new employee induction packs to ensure your 
policy is clear from the start:

Meals

Mobile phone charges				  

Telephone long-distance charges

High-speed internet access /  
other telecommunication charges	

Fees for inoculations for foreign travel	

ATM fees

Gratuities

Client gifts					   

Client/supplier entertainment

Colleague/co-worker entertainment

Parking						    

Tolls

Laundry

Maximum spend?

Maximum spend?

Maximum spend?

Maximum spend?

Maximum spend?

Maximum spend?

Maximum spend?

Maximum spend?

Maximum spend?

Maximum spend?

Maximum spend?

Maximum spend?

Maximum spend?

In-house department

Third-party provider

Traveller

Who is your provider/responsible entity?

This policy will be communicated to every employee using the 
following method

A copy of this travel policy can be accessed via the following location

For more information contact

Now you know what your policy needs to include, ask your 
CWT representative about CWT Policy Builder – a tool designed 
to help you create and optimise your travel policy to improve 
communications, compliance and savings.
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