4e(1)

POLECE & FIRE. DEPARTMENT RETEREMENT PLAN
S Cwy ef Sau ste, Ca!si‘erma = .

- RESOLUTION No. g%uf?{*% }

RES()LUTION OF. THE BUARD OF ADMHNISTRATION OF THE e
POLICE AND FIRE DEPARTMENT RETIREMENT PLAN DESIGNATING. THE
APPROVING OFFICIALS FGR BGARD AND STA}F‘F TRAVEL, SUPERSED!_N G
RESOLUTION #4404. -

BE IT: RESOL’VED BY THE BOARD OF ADMENISTRATION FGR THE P@LICE
AND FERE DEPARTMENT RE’EEREMEN'E‘ PLAN R

WHEREAS on September 4 2008 rhe Board adOpted 1he Cit‘y Empioyee Travel Pohey
as its own and designated the Board itself as the approving official for all Board. and Retuement
Department Staff travel; and -

WHEREAS the City's Employee Travel Policy was revised on December 17, 2015; and

_ WHEREAS the Board adopted the revised Travel Pohey in the fon'n attached hereto on
March 3, 2016 and _

_ WHEREAS the Board -adopted an amended and 1estated anrd Resolutlon #4404 on
April 7th 2016 supersedmg Board Resolutlon #3953 and o -

: WHEREAS the Clty 8 Emp]oyee Travel Pohey was rev1sed agam effectlve May 7,
2018, o

WHEREAS delegatmg authonty to. the Chlef Executlve Ofﬁcer ("C}ZO") to serve as the.
approvmg official for staff travel other than for the CEO and Chlef Investment Oﬂ"lcer (“CIO")
would streamlme the travel authonzatmn process and :

WHEREAS thls Board meets regularly onjy ona monthly bas1s eleven months Of the
year; and’

WHEREAS delegatmg authonty to the CEQ to approve Board member, CIO and other -
staff travel, when the opportunity or need for such travel first arises between Board meetmgs
will ensure that necessary and appropriate trave] for the benefit of the Plan can be approved in a
timely manner; and

WHEREAS, excepting CIO and investment staff due diligence travel conducted in
furtherance of the Board’s Investment Policy Statement from the requirements of Board approval
will facilitate the conduct of the Board’s investment program; and

WHEREAS, it is necessary to supersede Board Resolution #4404 in order to unplement
changes in the Board‘s delegation of authorlty to approve travel. .

NOW, THEREFORE THE BOARD DOES HEREBY RESOLVE:

1. Resolution #4404 is hereby superseded by this Resolution.
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2. The Board adopts the City’s Employee Travel Policy effective May 7, 2018, and
incorporates the Policy in this Resolution as Exhibit A.

3. The Board, acting as a whole, is designated as the approving official for all Trustee, CEO,
CIO and staff travel, except as otherwise provided herein.

4. Notwithstanding Section 3, the Board designates the CEO as the approving official for all
staff travel other than for the CEO and the C10O, except as otherwise provided herein.

5. Notwithstanding Section 3, the Board designates the CEO as the approving official
for travel by Trustees and the CIO, when, in the judgment of the CEO, the opportunity
or need for travel first arises between scheduled regular Board meetings, such that if
approval of the travel is postponed until the next regular Board meeting, the travel
could not occur, except as otherwise provided herein.

6. Notwithstanding Sections 3, 4 and 5, the Board designates the CIO as the approving
official for travel by the CIO and investment staff of the Office of Retirement Services for
the purpose of conducting due diligence in furtherance of the investment program required
by the Board’s Investment Policy Statement. '

7. 'The Board directs the CEQ to report in writing all trustee, CEQ, CI1O and staff travel to
the Board at regular Board meetings on a quarterly basis.

o\ 2
ADOPTED this_kn_th Day of D&C{’TW\‘GQT 2, by the following vote.

AYES  : Sungert, Gordaniet; eviar ke, Langa, Menon, Muy o, Oanal, Santos, ad e

NOES  : None,

ABSENT : § [y

o

VINCENT SUNZERI .
CHAIR OF THE BO OF ADMINISTRATION
ATTEST:

G

ROBERTO L. PENA
CHIEF EXECUTIVE OFFICER




City of San Jose
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The purpose of The Employee Travei F’ollcy { Pollcy or “Travel Policy”) is to provide guidelines
for authorization of travel; and reimbursement and payment of travel expenses. Thig policy is hot
intended to cover short trips during waork hours macie by employees in the course of their regukar!y
aSS|gned work duties.

2-.-:'.=:D}EQFI;N!_T:§QN,

The following terms apply consistently throughout this policy as defined below:

Approving Council Appdihie;es,' and Direclors of _'C.ity Departments and Offices
Official: or designees, as on file with the Finance Department.
CONUS: Per Diem rates are estabiiehed by the U.5. General Services

Administration (GSA) for federal travel conducted in the Continental
United States (CONU S) and internationally. The City uses this
schedule to determine rates and limits on Meals, Incidentals, and
Lodging expenses “The CONUS rate schedule can be found at
hitp//www.gsa. qov!portallcontenb"i04877under the link - entitled
“FY. Downleadable F;!e” InternatlonaE per diem rates are sef by the
Uu.s. Department of ‘the ‘State and- ‘can:'be found at
https !Iaoprals etaie qow’content asp’r‘content id= 184&menu id=7
8 _

1. Non standard CONUS rates are the rates specmed in the
schedu[e by cuty and county fthe destlnatlon isin thls list,
the correspondlng rates W|I1 be used R '

2. Standard the standard CONUS rate is used if the city of
destmat:on is not specmcaily referenced in.the schedule.

Emergency and. The Chief of ‘Police, Fire Chief, Director of Emergency

Expedited Management and D:rector responszble for Animal Care Services or

Travel: their duly . author;zed fepresentatlve may . authorrze emergency
travel for their respective personnel in the foilowang cases:

1. For Iawful extrad;tlon of felons wanted by the City of San
Jose where immediate departure by authorized City
personnel IS requured

2. For investigative travel, where such travel reguires
immediate departure by authorized Police Department
personnel.

3. For backgroundlng and secunty checks, where such travel
requires ‘immediate departure by authorized the Police
Department approving official.

Revised Date: May 7, 2018
Original Effective Date: September 1, 1978
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City of San Jose

EmployeeTravel e

Group Travel:

internationat
Travel:

In-State Trave!:
Out-of-State
Travel:
Reimbursement
of Travel

Statement:

Travel
Coordinator:

Travel Desk:

Travel

Expenses:

Travel Request:

Traveler:

4. In response to mutual aid requests.
Travel to one destination by more than one City employee.

Any travel outside of the continental United States, including Hawaii
and Alaska.

Travel within the State of California that requires airfare or an
overnight stay

Any travel outside the State of California within the continental
United States.

Form documenting actual expenses and approval once travel is
complete.

Appointed by the Council Appointee or Directors of City
Departments or Offices and typically shall be the Administrative
Officer overseeing the Department’s administrative staff, who may
be responsible for review and processing of travel statements. This
position, (1) serves as the primary department contact for travel
coordination and processing, (2} ensures travelers have read and
understood this Policy, (3) ensures appropriate internal review and
approval and that forms submitted are in compliance with this
Policy, (4) Coordinates Group Travel and (4) Is responsibie for
submitting quarterly travel reports to the Finance Department, and
(5) name is on file with the Finance Depariment.

The Finance Department manager responsible for disbursements
for the City. The Travetl Desk is responsible for final approval of
reimbursement to employees for fravel-related expenses.

Travel expenses include travel costs for registration, airfare,
lodging, ground transportation, per diem, parking and other travel-
related costs.

For in-state, out-of-state, and international travel as defined in the
Definition section of this policy, the Travel Request shall be used to
request approval for travel and to document travel expenses. The
Travel Request (“Request”) is available on the Finance
Department’s intranet website.

Ali full-time or part-time active employees except for the Mayor and
Councilmembers and their respective unclassified staff, Council
Appointees, and members of the City’s Planning Commission, Civil
Service Commission, Elections Commission, and Police Officer(s)
assigned to the Mayor's Security Detail when traveling in that

City Administrative Policy Manual

__ Section 1.8.2

Revised Date: May 7, 2018
Original Effective Date: September 1, 1978
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Empieyee Travei .

capacniy (see Councﬂ Pohcy 9 5, Travei by Elected and Appomted
City Officials).

1. Any members of an agency which emsts ae an ofﬁmai City ent;ty
and whlch is ‘administered by the City ‘as a result of Council
action, such as the Successor Agency o the Rede\;elopment
Agency.

2. Represeniative of any other agency which is duly authorized to
act for or on behalf of the Czty for specsﬁed periods of fime, but
onEy for or ‘during such specnfed fime: perlods such as
consultants and raters for examinations.

3.1 Traveler Acceuntabiiitv

The. Travel Pol;cy is in place to provide accountability to employees traveling for the purpose of
benef:tmg the City. “Travelers are responsible for ensurmg compl:ance with this Policy, as may be
amended from ttme to tlme

3.1.1

31.3

3.1.5

Travelers shall not, commit Clty funds untll travel :s approved in accordance with this
Polscy

Traveler is reqmred to aﬁend approved conference trammgs conventlons and ofher
functlons

Any additlonal costs resultlng from a traveler taklng a companion on Crty travel shall
not be re;mbursed or pald by the City.

3.14 Any additlona! costs related to traveling in advance or extending the siay
beyond -the time necessary to attend the approved conference, trainings,
‘ conventions, and other functions shall not be reimbursed or paid by the City.
Approvmg officials ~are . expected fo use . appropnate discretion when
authorizing the stay a day before or after the conference.

Travelers shall document all allowable and authorized travel-related expenditures
with itemized receipts, invoices, or other accep‘table documentation.  For missing
documentation, the traveler shall attach a Missing Receipt Form to the Travel
Reimbursement Form. The City wilt not reimburse fravelers for unautheorized travel
expenditures. '

Any travelers accepting complimentary trips must maintain compliance with the City's
Gift Policy and Ethics Policy.

For Group expendifures incurred by one traveler, the affected traveler shall submit
with the receipts an itemized breakdown of each traveler's expenses.

Revised Date: May 7, 2018
Original Effective Date: September 1, 1978
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EmployeeTravel ~ ~  Section1.8.2

3.1.8 Travelers shall sign their Reimbursement of Travel and cannot delegate the signature
authority.

3.1.9 Travelers shall attach an explanation to the Reimbursement of Trave! Form if actual
expenditures exceed estimated expenses by $100 or more.

3.1.10 Failure to follow this Policy may result in disciplinary action.

3.2 Approving Officiai Accountability

All employees responsible for traveling decisions and approving Travel Reqguests must make
fiscally responsible choices.

3.2.1 Approving Officials shall exercise due diligence to ensure that expenses associated
with travel are reasonable and necessary for the conduct of City business and are
within budgetary limits and in compliance with this Policy.

3.2.2 Authorization for travel is limited to and shall only be approved for conferences,
trainings, conventions, and other functions from which the City derives a specific
benefit through attendance by the traveler. As reasonably and operationally
practicable, travelers and Approving Officials shall consider other means of
participation for training-related and other functions like use of webinars and
conference calls in lieu of traveling.

3.2.3 The Approving Official for each Department will provide a travel report for in-state,
out-of-state, and international travel to the Finance Department Travel Desk quarterly.

3.3 Any expenses submitted for reimbursement may be reviewed and rejected by the Finance
Director for noncompliance of this Policy. All decisions are final.

3.4 Any exceptions to the Policy recommended by the Finahce Director must be approved by the
City Manager.

3.5 The Police Officer(s) assigned to the Mayar's Security Detail is exempted from this Policy in
the event that the Mayor conducts travel as approved by City Council Policy 9-5 as long as
the Police Officer's travel is consistent with City Council Policy 8-5, as may be amended from
time to time.

3.6 Any egregious issues of non-compliance, such as issues that could potentially be violations
of the Code of Ethics Policy, should be reporied fo the Office of Employee Relations.,

4.-GENERAL CONDIT_I_ON_S'._'.'.'}'- A TR
4.1 Travel Time

For non-exempt (hourly) travelers, requiring travel time fo the event on workdays during
normal working hours will be counted as time worked. Generally, travel time to the event on
City business is limited to the actual dates of a function plus reasonable travel time not to
exceed a maximum of twenty-four {(24) hours before and/or after the function.

Revised Date: May 7, 2018

Qriginal Effective Date; September 1, 1978
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: Empley

4.2

ez '?E'rave!’ |

No overtime will be provided for travel time to the event, other than that mandated by the
Federal Fair Labor Standards Act( FLSA”) requ:remente and/or approved Memorandums of
Agreement (MOA). Departmer:%s must be aware of the FLSA and MOA requrrements when
arranging for :travel for - all non- exempt (hourly) ‘travelers. Travei related overtime in
connection with travel on City business requires authorization frcm the Supervaeor for local
travel and the Apprevlng Official as . part of the approval for the fequeet for travel for in-state,
out-of-state, and international fravel. Please contact the Offi ce of Employee Relations for
'lurther mformatlon regardlng theee requrrements o

For in-staie, oui-of-state, and international fravel, upon. prior. approval by the Approving
Offlclal ‘the employee may stay in. ‘advance or stay beyond the time. required for business
purposes. Such time must be charged to an available leave balance such as vacation,
executive leave, personai leave, or. compensatory fime for the individual -traveler. - If the
extended stay requires the use of the traveler's leave balances, the usage of these leave
balances must be pre approved by the travelers supewlsor

Envrronmentalty Preferable Travel Requrrementa

Travelers shall attempt io reduce the env;renmental lrnpact of therr travel tnrcugh the
following’ actrons _ .

421 Transportatron shall be by commercrat airline or publrc fransit whenever appropriate.,
Use of the most fuel eft" crent and towest emlssroo vehrcle avarlable

422 Travelers are encouraged io carpool with others attendlng the same event and shall
consider the use of publrc trans;t or shuttle buses.

423 Lodglng shall be evaluated to mlnlmlze unnecessary travel at the destlnatlon and io
reduce the impacts. of ‘the: Jlodging itself. . Before completmg a Travel® Reguest,
travelers should visit the Cltys Enwronmentally Preferable ‘Procurement site at
hitp:/iwww. sanjoseca. qovlesdlnatural—enerqy—resourceslepp mtvwrde htm o review
updated travel recommendataons and requirements.

424 Afthe hotel-or any.co_nferencesrte, fravelers are encouraged to comply with any
volunfary conservation practices.

4.3 Cash Advances

Petty Cash may not be used to advance funds for fravel.
In general, cash advances are granted for per dlem expenses only

If a cash advance is requested, the cash advance section of the Travel Request must be
completed and submitted io the Finance Department af minimum within 16 days prior to
departure. Cash advances will not be issued more than 30 days prior {o departure. Cash
advances will be included in the traveler's paycheck prior to the travel departure date if the
Travel Request is submitted within the required timeline. Cash advances will not be provided

Revised Date: May 7, 2018
Original Effective Date: September 1, 1978
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EmployeeTravel =~~~ Section1.8.2

if the Travel Request is submitted to the Finance Department in fewer than 15 days of
departure.

By requesting and receiving a cash advance for an event, the fraveler authorizes the City to
deduct the amount of the advance from the traveler's wages if a Reimbursement of Travel is
not received within the required timeline {see Section 5.7 of this policy). If the advance is
less than actual expenses, reimbursement will be included in the traveler's next paycheck
after processing of the Reimbursement of Travel by the Finance Department. If the advance
exceeds actual expenses, the amourit owed to the City will be deducted from the traveler’s
next paycheck after the Reimbursement of Travel is processed by the Finance Department.

5. In-State, OQut-of-State and International Travel =~ “ 0 o000

5.1 In-State Travel

For in-state travel, which includes travel with airfare or hotel a Travel Request must be
completed. The procedures decumented in Section 6 must be followed.

5.2 Qut-of-State Travel

Approving Officials are responsible for approving out-of-state travel including approval of the
Travel Request and Reimbursement of Travel after completion of travel.

For out-of-state travel where more than three travelers from the same department are
attending the same event, the respective Council Appointee is responsible for approving the
travel request.

5.3 International Travel

For international fravel, including travel to Alaska and Hawaii, the respective Council
Appointee is responsible for approving the travel request.

5.4 Travel Restrictions

Please review the Finance Department intranet website for any updates to geographic
restrictions to employee fravel.

5.5 Reimbursable Travel Expenses

5.5.1 Ground Transportation

Travelers are strongly encouraged to choose the lowest cost for ground transportation
taking into consideration reascnabie travel time and other related cost factors such as
parking. Carpooling is encouraged for all group travel.

Revised Date: May 7, 2018
Criginal Effective Date: September 1, 1978
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5 5 1.1 Cniy Vehtc

When an employee uses a City Vehicie for fransportation to and from a
point.of destination, City Policy Manual Section 1.8.1, Use of Gity and
Personal Vehlcies apptles o

5512 anate Vehicle

55.1.2.1 Whee a Araveler uses a private wvehicle for
firaﬁspeﬁaﬁon ‘o and from a point of destination, City
F’ehey Menual Section 1.8.1, Use of City and Personal
re;éﬁﬁursemeni rate (see Cltv Poilcv Manual Section
1.8.3, Private Vehlele Mileage Reimbursement Policy).

551272 Emp_leyee_s ‘benefiting from a vehicle allowance must
comply with the Vehicle Allowance Policy (see City
Poli_cy_-M_anqal Section 1.8.4).

55123 When a -traveler uses a private vehicle for
'transpeﬂatlon io and from. scheduled cairier services

(airport, efc.) or for intra- -City transportahon payment is

atthe City mlleage relmbursement rate. Gas purchases

_.are not reimbursable (see City Policy Manual Section

1 8. 3 anate Veh;cie Ml!eaqe Relmbursement Pollcv)

55124 -When for persona! reasons a traveler elects to travei
by pnvate vehicle to ‘and from a point : of destmatlon
rather. than ﬂylng ‘the iraveler will be rexmbursed for the
Ieast expens:\re mode of transpoxtatlon Travelers shall
prowde a comparison showing total travel costs for
aiffare versus total all-in cost of driving. The lowest
cp_s_t_;wﬂ! be_ _r__el_mb_urse_d_ This documentation must be
aftached to the Trave! Request,

5.5.1.3 Rental Cars

Rental cars are only aliowed for business reasons in the sifuation when
the hotel location is not within walking distance of the event location and
a shuftle service is noi available. All rental car requests will have prior
approval by the Approving Official. Rental cars shall only be approved, if
other ground transportation, such as shuttles or taxis, is more expensive
during the stay at the destination. Documentation of cost savings must
be attached to the Travel Request Form. The following restrictions apply
to all cars rented by a Traveler;

5.5.1.3.1 Only compact cars or equivalent may be rented for
individuals. Rental car levels above compact require

Revised Date: May 7, 2018
Original Effective Date: September 1, 1978
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prior approval by the Approving Official and is only
authorized for Group Travel,

5.5.1.3.2 Traveler will refuel the rental car prior to returning the
car to avoid refueling charges

55.1.3.3 Rental car options are not eligible for reimbursement
including items such as car insurance, GPS devices,
and pre-paid gas.

5.5.2 Alrfare

5.5.2.1 Mandatory Use of Norman Y. Mineta San Jose Internationai Airport

Travelers traveling on City business by scheduled air carrier are required
to use Normman Y. Mineta San José International Airport (“San Jose
International Airport”) as the point of departure and return unless one of
the following:

55.2.1.1 Scheduled air carrier service to or from the destination
is not available from San José International Airport or
the traveler is required to make more than one stop or
plane change.

55.21.2 Total one-way travel time departing from San José
international Airport compared to flights arriving or
departing from other Bay Area airports exceeds 2.5
hours comparatively.

55213 |If total airfare costs exceed $250 when comparing
flights from San Jose International Airport to other Bay
Area airports.

5.5.2.2 General conditions for airfare

The City will pay only the costs for the most direct route necessary to
accomplish the purpose of the City travel. Travelers shall comply with
the following restrictions when utilizing airfare for travel:

55221 Travelers shall fly coach class on the lowest cost
flight(s) available. Upgrades of any kind shall not be
reimbursed, including early boarding.

5.5.2.2.2 Costs to change or re-book a flight are borne solely by

the employee unless the change in flight is driven by

business necessity as documented in a memo signed

by the department director subject to review and

approval the Finance Director. Changes made without
preapproval may not be reimbursable.

Revised Date: May 7, 2018

Original Effective Date: September 1, 1978
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| -oyee Traveﬁ o

55223 Costs incurred from -personal travel will not be
reimbursed, unless incurred for the benefit of the City,
as determmed by the Approvmg Official.

55224 Trave!ere who use thear personal frequent flyer miles
for: Clty business shall not be reimbursed for the value
of ‘the tlcketS

55225 Exce_ss baggage ch'a;rges_ shall not be reimbursed. The
City will cover the cost of one checked _bag_g_a_ge only.

55226 Airare tickets purchased with a personal credsi card
rnust prowde a_ valid recelpt ‘for ‘reimbursement
purposes and a copy of the hoarding pass.

55227 If atrip is cancelled and the employee receives credit
for the value of the airfare, the employee should use
that credit for future business travel. If the credit is used
for personal travel the empioyee should reimburse the
City - for that amount ~Alicancelled trips must -be
reported on the Quarteriy Tfavei Repoﬂ submitted to
the Fmance Department

553L9_Q95_n9

Travelers shall seek lodging options that provide safety and convenience to the traveler, at
the Iowest possrble cost The foIIowmg restrlctlons apply to lodgmg options:

5.5.3.1 Travelers shall s‘fay at a conference hote! at the negotiated oonference
rate

5.5.3.2 If the conference hotel is not avallable the fraveler shall stay at an
alternate hotel with-the most economical rate which shall be capped at
150% of the appllcable CONUS rate for Iodglng

5.5.3.3 Unless approved by the City Manager upon demonstrahon by the traveler
that the cost of the bundied trip does not exceed the component costs of
the tr;p as allowed under this Pol:cy trips that bundle lodging, meal, and
other travel costs are not allowable under this Policy. In cases where
breakfast is lncluded in the room prlce it must be stated in per diem
worksheet

5534 Non—mandatory hotel related fees for bundled services (such as resort
fees or health club fees) are not reimbursable unless at least one of the
bundled services related to the fee are essential for conducting City
business. Mandatory hotel related fees will be reimbursed with
submission of itemized receipt.

Revised Date: May 7, 2018
Original Effective Date: September 1, 1978
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5.5.3.5 Travelers must submit an itemized check-out receipt. Booking receipts
are not acceptable forms of documentation.

5.5.3.6 Unless authorized by the Finance Direclor, fees to travel agents and
travel agencies will not be reimbursed for in-state, out-of-state travel, and
international travel.

5.5.3.7 The use of a hotel is restricted to cities located beyond 75 miles from the
San Jose City Hall or the traveler’s residence uniess approved as a part
of the Travel Request by the Approving Official for travelers who have to
attend early or late meetings at the destination.
5.5.4 Meals

All meal and incidental expenses are reimbursed on a per diem basis. Per diem meal
expenses are determined by the applicable CONUS rates. Traveler must comply with the
following restrictions for meal and incidental reimbursement:

5.5.4.1 For the first and last day of travel, a traveler is limited to 75% of the
applicable per diem rate for meals and incidental expenses. If the traveler
leaves prior to 9:00 am or the traveler returns after 6:00 pm on the first
and last day, the traveler is eligible for 100% of per diem for those days.

5.5.4.2 In cases where breakfast is included in the room price it must be stated
in per diem worksheet and deducted from the per diem reimbursement.

5.5.4.3 Breakfast and dinner expenses are only reimbursed in the event of
overnight travel.

5.5.4.4 Personal meals are not to be purchased on a City Procurement card.

5.5.4.5 When business meals are purchased as a part of travel, the traveler meal
is deducted from the per diem allocation, as documented on the Per Diem
Worksheet, and must comply with the City's Fcod and Beverage
Expenditure Policy (Non-Travel).

5.5.4 6 Event brochures/fagendas are a required documentation to accompany
the Travel Request. They will be used to determine what meals are
provided as part of the event (included in the registration fee). When
meals are provided as part of the cost of an event or included in the cost
of the hotel fee, travelers will not be provided per diem for these meals.
When the traveler can justify a legitimate business or personal, or
medical reason and there are no accommodations available to not
participate in the provided meal, the fraveler must submit written
justification to receive per diem for that meal.

Revised Date: May 7, 2018
Original Effective Date: September 1, 1978
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5.6

@yee Travei

5 5 5 Phone Calls

For international travel, excluding Hawaii and Alaska, the City will reimburse travelers for
personal phone calls up to $10 per day wni'h proper documentation (i.e. hoiel folio showmg
phone usage).” For business related cell phone calls, refer to City Poltev’ Manual _Section
1.7.4, Cellular Tetephone Policy.

55.6 Internet Cormection Sewiees

internet Connectlon Semces purchased to conduct City busmess unttil reaching the travel
destlnation of. at the Iedgmg destination are s’etmbursable expenses with submission of
itemized. rece:pi: Travelers must comply with the City’s Use of Email, | ntemet Sewsces and
Other Electromc I\/iedla Pohcv

5.5.7 Parking
Actual costs for parking will be reimbursed when supported by itemized receipts and approval

to use a personal vehicle or rental car is obtained in advance. Staff should use lowest cost
alternative for parklng W|th|n a reasonable area from the _destmat_lon

Non re:mbursabie Trave! E penees

: 5 6 1 Alcohoi:c Beveraqes

Alcohollc beverages will-not be relmbursed by the City, except as permttted in the Food and
Beverage Policy {see Clty Pol:cy Mar;ua[ Section 5.1.5 Food and Beverage Expenditure
F’oltcy)

5.8, 2 Personai Expenses C o

Personal expenses for entertalnment cosis such as in-room rmovies or games are not ehglbie
for reimbursement.

5.6.3 Laundrv and Drv Cleanmq

Laundry semces and dry cieanmg -are generally hot ehg;ble for relmbursement In rare
circumstances of an extended business trip exceeding seven calendar days and where the
traveler is required to conduct: City busmess in excess of five of the seven days, reasonable
laundry expenses may be reimbursed for necessary business wear. If the business frip
extends over seven days ‘due to non-City business related 'purpose (see Section 4.1 of this
policy}, no faundry services or dry cleaning expenses will be reimbursed.

5.7 Reimbursement for Travel Expenses

5.7.1 Submission Dead_line_

Within 30 days after completion of travel, an approved Reimbursement of Travel Statement
shall be submitted to Finance for processing. Statements that are not turned in within 45 days
from the Return Date will be considered delinquent. A list of all delinquent Statements will

Revised Date: May 7, 2018
Original Effective Date: September 1, 1678
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Em poneeTraveI L

be sent to the appropriate Travel Coordinator and escalated to the Approving Official, if
needed.

Travel statements not submitted o Finance for processing within 60 days after the end of the
employee’s travel may resutt in the reimbursement being censidered taxable income.

5.7.2 Documentation

A completed Reimbursement of Travel statement must accompany claims for travel
expenses whether or not an amount is owed to the traveler. The Reimbursement statement
must account for all expenses, including City paid, traveler paid, prepaid amounts and
procurement card transactions (e.g., aifare, registration). All City Procurement Card
transactions must follow the Procurement Card Policy (City Policy Manual Section 5.1.2).

The Per Diem Worksheet must be completed aiong with a copy of the conference brochure
indicating meals provided by the conference.

All expenses, other than those covered by per diem, must be supported by itemized receipts
regardless of payment method.

Travelers who pay for travel expenditures with a City Procurement Card and have complied
with City Policy Manual Section 5.1.2, City Procurement Cards, shall submit the appropriate
documentation including receipts for the purchase with the Procurement Card Statement and
note such payment method on the Reimbursement of Travel form as well as the month of the
Procurement Card Statement.

Travelers who pay with a personal credit card, debit card, cash, or check must submit
itemized receipts with the Reimbursement of Travel form including a receipt, as proof of
payment for airfare. When airfare is purchased with personal funds, a boarding pass is
required. For missing receipts, the traveler shall attach a completed Missing Receipt Form
detailing the expenditure and reasons for the missing receipt to the Reimbursement of Travel
form.

For International Travel, documentation of the relevant exchange rates during the fravel
period must be included in with the Reimbursement of Travel form.

5.7.3 Reimbursement of Travel with Cuistanding Balances

For travel involving cash advances, in accordance with Internal Revenue Service guidelines,
failure to comply with the submission deadlines for processing may result in a taxable
reimbursement or the cash advance being deducted from the employee’s paycheck and the
travel reimbursement being denied.

If an amount is owed to the City, the amount must be noted on the form. Upon verification

and processing by the Finance Department, the amount owed will be automatically deducted

from the employee’s next paycheck. If an amount is owed o the traveler, the amount must

be noted on the form. Upon verification and processing by the Finance Department, any

- amount owed to the traveler will be reimbursed no later than the second paycheck following
the date of submission to the Finance Travel Desk.

Revised Date: May 7, 2018
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-Reimbojreem'en'ts can be delayed due to incomplete tio_c_untentation.

Il Approval for In-State, Qui-of- State Travel, and International Travel

RESPONSIBILITY

Traveler

Direct Supervisor

Travel Coordinator

Approving Official

ACTION

. Discusses planned trave% and expenses with tmmedtate

Superwsor

_Compleles Travel Request in accordance with this Policy and

F’rocedures

. Submlts Trave¥ Request for approval to direct supervisor more

than four weeks pnor o travet day.

. Includes an explanation outlining the reasons for late

submsemn of Travet Request if applicable.

- Reviews Travel Request for compliance with this Policy and

avaliabllity of budget

. Approves or demes request to travel.
. S:gns the Travel Request form

.Subrmts appfoved Trave! Request for Travel Coordinators

approval W|th|n three busmess days of receiptof Travel Req uest.

. Re\news Travel Request for completeness in accordance with

these traveE procedures o

. Approves_ or denies _request_ to fravel and informs Traveler,
. Signs Tr_a\tel Request form.

. Reviews Travel Request for appropriate purpose of travel, and

compliance _With this policy completeness in accordance with the
Travel Policy. In the case of International Travel, submit to the
City Manager for approval,

. If a cash advance is requested, submits completed original

Travel Request to Finance Travel Desk 15 days prior to
payment, as required by the Finance Department.

. Retains complete submission in department files.

Revised Date; May 7, 2018
Original Effective Date: September 1, 1978
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Finance a. If applicable, issues cash advance via employee’s paycheck for
the next possible payday.
Traveler a. Attends event as discussed with direct supervisor.

b. Obfains and retains receipts for all expenses incurred,

I1l. Reimbursement for in-State,

regardless of payment method.

Out-of-State, and International Travel

RESPONSIBILITY

ACTION

Traveler a. Completes the Reimbursement of Travel staiement in

Direct Supervisor a.

Travel Coordinator a.

Approving Official a.

accordance with this Policy found on Finance Department's
intranet website and attaches required documentation such as
event brochure, itemized receipts, etc.

. Submits to direct supervisor within 14 business days of last

date of travel.

Reviews Reimbursement of Travel form for compliance with
this Policy.

.Resolves all issues of inadequate documentation or

inappropriate expenditures with traveler.

. Submits for department Approving Official approval within three

husiness days of receipt.

Reviews Reimbursement of Travel statement for completeness
in accordance with Travel Procedures found on Finance
Deparment’'s intranet website and for compliance with this
Policy.

Serves as department liaison for all issues regarding
incomplete documentation or questionable travel expenses
with the Finance Travel Desk.

. Submits to the Approving Official within three business days.

Reviews and approves, modifies or denies Reimbursement of
Travel.

. If approved, signs Reimbursement of Travel in the Approval

section of the form.

. Submits completed Reimbursement of Travel to Finance Travel

Desk within three business days of receipt.

Revised Date: May 7, 2018
Original Effective Dafe: September 1, 1978
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RESPONSIBiLITY ACTION

Finance Travel Desk a. Processes fraveler reimbursements and deductions in
accordance with Section 6.3 of this Policy.

Approved:
s/ Julia H. Cooper May 7, 2018
Director of Finance Date
Approved for posting:
s/ Jennifer Schembri May 7, 2018
Director of Employee Relations Date
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