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Travel Policy 
 
This “Travel Policy” sets forth the applicable conditions for reimbursement by Customer of Amadeus’ 
travel expenses. Capitalized terms used herein but not defined will have the meaning assigned to them 
in the governing agreement between Amadeus and Customer (“Agreement”). If there is any incon-
sistency between this Travel Policy and the Agreement, the Agreement will control.  
 
1. TRAVEL 

 
Amadeus has contracted with designated travel agencies to provide global travel services. Utilization 
of Amadeus’ eTravel Management tool is encouraged to ensure the selection of the most logical and 
economical travel. Every effort will be made to take the most cost-effective means of transportation, 
in accordance with the Travel, Lodging and Entertainment policies outlined below. 

a. Reimbursed transportation/auto/rail/air to and from the destination point shall be for 
“coach/economy” class for domestic flights under eight (8) hours. 

b. Reimbursed international transportation/auto/rail/air exceeding eight (8) hours of direct 
travel / flying time to and from the destination point can be for “premium economy” class for 
flights. 

c. Ground transportation to and from the airport shall be in the form of taxis or ride share (eg. 
Uber). Rental Cars will be reimbursed for longer distances or as required by the customer. 

d. Reimbursed ancillary airline fees include baggage fees and seat-selection fees. Extra-leg room 
seat fees are reimbursed on flights exceeding eight (8) hours where Premium Economy was 
not purchased. 

 
2. LODGING 

a. All lodging shall be reasonable and modest (i.e., the costs of suites will not be reimbursed) 
based on regional standards.  Accommodations should have reasonable amenities (for exam-
ple but not limited to, HVAC, private bathroom connected to the Amadeus employee’s room, 
internet) and features that provide for the well-being and security of Amadeus employees.  
Alternative accommodations may be requested by Amadeus and reimbursed if the safety of 
any Amadeus employee(s) is ever in question.  

b. Customers with hotel accommodations will supply a comped hotel room in connection with 
Amadeus’ performance of onsite professional services. Customers without hotel accommo-
dations to comp, may provide guidance to Amadeus regarding preferred hotels, provided the 
preferred lodging is within a reasonable distance of where the services are to be performed. 

c. Lodging will be reimbursed beginning with the night prior to the performance of services and 
typically ending the day of the last day of services. Lodging for the night after the conclusion 
of services will be reimbursed only if (i) Customer expressly authorizes the additional night, or 
(ii) if flight availability so requires. 

d. Lodging in a secondary location will be reimbursed when travel is disrupted (eg. missed flight 
connections resulting in an overnight stay elsewhere). 
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3. MEALS 

a. All meals (including beverages) shall be reasonable and modest (typically in the Customer’s 
hotel restaurant or room service for Customers providing hotel accommodations). 

b. Customers with restaurants will supply comp meals in connection with Amadeus’ perfor-
mance of onsite professional services. Customers without food and beverage facilities may 
provide guidance to Amadeus regarding preferred local restaurants Amadeus is to use, pro-
vided the local restaurant is within a reasonable distance of where the services are to be per-
formed and provides accommodations for dietary restrictions. 

c. Meals in a secondary location or airport will be reimbursed during transit or when travel is 
disrupted (e.g. missed flight connections resulting in an overnight stay elsewhere). 

d. No costs associated with alcoholic beverages will be reimbursed. 
 

4. GRATUITIES 
 
a. Reimbursed gratuities as deemed by local standards. 
 

5. LAUNDRY; DRY CLEANING 
 
a. Reimbursed laundry and/or dry cleaning provided by the Hotel for services longer than seven 

(7) days in duration. 

 
6. ENTERTAINMENT 

 
a. No costs associated with entertainment will be reimbursed. 

 
Amadeus reserves the right to amend, alter, or modify the Travel Policy at any time. Amadeus may 
deliver notice of such updated Travel Policy to Customer via e-mail or through the Subscription Ser-
vices. Customer’s continued access to and use of the Subscription Services following issuance of such 
updated Travel Policy shall constitute Customer’s acceptance thereof.  
 


