
- 1 -

Trustee Educational Travel Policy 
Federated City Employees’ Retirement System 

&  
Police and Fire Department Retirement Plan 

PURPOSE 

1. Prudent governance of a public employee pension plan requires that Trustees occasionally
participate in business meetings and educational conferences or seminars located outside their
immediate geographic location.  Travel and related costs incurred in doing so not only represent
legitimate expenses of administering the Plan, but are a sound investment in the Trustees’ ability
to serve the best interest of the Plan’s members and beneficiaries.

2. The purpose of this Travel Policy (“Policy”) is to facilitate the Trustees’ pursuit of relevant
business and educational opportunities on behalf of these Plans.  The Policy is designed to assist
Trustees in meeting their fiduciary duties to administer the Plans, ensure that expenditures
incurred are reasonable, prudent, and cost-effective, and to minimize the risk of improprieties
arising from travel or business-related activities.

3. This Policy establishes rules for approval of business and training opportunities; attendance at
conferences, seminars, and institutes; and reimbursement of reasonable travel related expenses.

EFFECTIVE DATE 

4. Upon adoption by the Boards of Administration (“Boards”) for the Federated City Employees’
Retirement System (“FCERS”) and the Police and Fire Department Retirement Plan (“P&F”) for
the City of San Jose (“City”) respectively, this Policy shall supersede any prior policy, Board
resolution, or policy of the City of San Jose as applied to the respective Boards.

SCOPE 

5. This Policy applies solely to the respective Trustees of the Boards.

GOVERNING BELIEFS 

6. Fiduciary Duty:  Trustees have a fiduciary responsibility to be financially prudent in the
expenditure of Plan funds, and to incur only reasonable costs of administering the Plan.

7. Transparency:  As trustees of public funds, administrative procedures and rules relating to
Trustees’ travel on behalf of the Plan are to be carried out and reported in a manner that is easy
for members and the public to review.  Accordingly:

a. Expenses incurred for travel and trips shall be clearly identifiable as business-related
expenses only, not for personal expenses of the Trustee or any traveling companions.

b. Travel expenses and information shall be reportable to the Board in a public forum, and
maintained as public records.

c. Trustees recognize and accept their accountability and responsibility for the prudence
and reasonableness of travel expenditures charged to the Plan.

d. All Trustees shall review this Policy, and acknowledge and sign a travel attestation
document (“Trustee Travel Attestation”), a copy of which is attached to this Policy as
Exhibit A.  ORS Staff shall provide this Policy and the Trustee Travel Attestation annually
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on a calendar year basis to Trustees for signature, confirming the Trustee’s commitment 
to act reasonably, prudently, and in the best interests of Plan members.  

e. Trustees shall report to the Board their claimed travel related expenses following the 
conclusion of their travel, in a timely and public manner.   

8. Simplicity, Uniformity and Consistency:  Administrative procedures and rules for claiming and 
reimbursing travel expenses are designed to be simple, uniform, and consistently applied, and 
should not be overly onerous so as to negatively affect Trustees’ ability to carry out their fiduciary 
duties or their personal lives. 

COST OF ADMINISTRATION 

9. Travel-related expenses for Trustees shall be administrative costs of the Plan and may not be 
paid through or by third parties.  Trustees shall not accept gifts of travel from any third party.  
Gifts of travel, including transportation, lodging, and meals may be reportable as gifts to individual 
Trustees if not paid by the Plan as reasonable costs of administration.  

CALIFORNIA MEETING LAWS 

10. Trustees are not authorized to meet together for business purposes within the State of California 
where the gathering of Trustees meets quorum, unless there is appropriate public notice of the 
meeting.  Attendance at educational conferences, seminars and social activities of a quorum or 
more of the Board is not a violation of this provision of law so long as the business of the Board(s) 
is not communicated with a quorum of Trustees.  

AUTHORIZED TRAVEL 

11. “Educational Conferences”:  Defined as conferences, seminars, and meetings that have an 
educational purpose directly related to the business of the Plan. 

12. “Administrative Meetings”:  Defined as meetings attended by Trustees at pension-related 
meetings that further the interest of the Plan.  These interests may include, but are not limited to, 
legislative advocacy, Trustee speaking engagements, positions in pension-related organizations, 
and attendance at meetings where pension-related issues are discussed.  

13. “Business Meetings”: Defined as meetings attended by Trustees that are related to the business 
of the Plan, but are not covered by the definitions of “Educational Conferences” and 
“Administrative Meetings” stated above.  Trustees must substantiate and provide a business 
justification to qualify under this definition in their Travel Approval Request. 

14. Timing of Travel Arrangements:  Where feasible and prudent, travel arrangements shall be made 
at least three (3) weeks in advance and be the most economical means of travel or 
accommodations in accordance with this Policy. 

PRE-APPROVED CONFERENCES AND MEETINGS 

15. The Board has determined that Trustee attendance at certain pension and investment related 
Educational Conferences, Administrative Meetings and Business Meetings (collectively, 
“Programs”), are important to the prudent administration of the Plan.  The Board has pre-
approved Trustee attendance at these Programs, and travel is automatically authorized 
consistent with this Policy.  However, Trustees must submit a Reimbursement Expense Report at 
the conclusion of their travel for reimbursement, pursuant to this Policy.  
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a. Conferences of the State Association of County Retirement Systems (SACRS) 

b. Conferences of the National Conference on Pension Employee Retirement Systems 
(NCPERS) 

c. California Association of Public Retirement Systems (CALAPRS) annual General 
Assembly and Round Table meetings 

d. Conferences of the National Association of State Retirement Administrators (NASRA) 

e. Conferences of the National Conference of Public Retirement Systems (NCPERS) 

f. Conferences of the National Institute on Retirement Security (NIRS) 

g. Conferences sponsored by the Board of Retirement’s retained consultants and/or 
investment managers 

h. Conferences sponsored by the California Retired County Employees Association 
(CRCEA) 

i. Educational programs sponsored by CALAPRS 

j. Educational programs sponsored by SACRS 

k. Investment programs sponsored by the Wharton School of Business, University of 
Pennsylvania 

l. Programs sponsored by the Council of Institutional Investors 

TRAVEL REQUIRING APPROVAL 

16. Foreign Travel:  Notwithstanding any other provision of this Policy, travel by Trustee to a 
destination outside the continental United States requires pre-approval by the Board.  Travel to 
attend a conference, seminar or meeting outside the continental United States shall not be 
reimbursed by the Plan unless it can be demonstrated to the satisfaction of the Board that there is 
significant value for attendance, and comparable value cannot be obtained within the continental 
United States within a reasonable period of time. 

17. Travel to Programs Not on Pre-Approved List: If a Trustee seeks to travel to an Educational 
Conference, Administrative Meeting or Business Meeting not covered by the Pre-Approved 
Conference and Meeting List above in Paragraph 15, then the Trustee must obtain approval from 
the Board prior to booking the requested travel.  Failure to obtain such approval will result in all 
related travel expenses not being reimbursable by the Plan, absent exigent circumstances as 
determined solely by the Board. 

a. Travel Approval Request: When required, the Trustee must submit a Travel Approval 
Request to the Board for approval that substantiates and provides: 

i. The business justification for the requested travel; 

ii. Itemized cost estimate for the travel request; and 

iii. Description of the travel, including the dates and destination of travel. 
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b. Timing Exception: The Board may approve a travel request after training or travel has 
taken place if: 

i. It was not possible to obtain Board approval before the date of the training or 
travel, and the Board Chair or the CEO approved the request in advance; or 

ii. For other exigent circumstances as determined and approved solely by the 
Board.  

LIMITATION ON ATTENDANCE AT CONFERENCES AND SEMINARS 

18. Number of Programs: A Trustee is authorized to attend up to three Programs that require 
overnight lodging each calendar year.  Attendance at the Programs listed in the “Pre-Approval 
Conferences and Meetings Section” of this Policy are not subject to the three-Program limit 
imposed by this paragraph even if they require overnight travel.  

19. Priority Where Program Has Limited Attendance Capacity:  In cases where the number of 
Trustees who may attend a particular Program is limited, the CEO of ORS will identify those 
Trustees who will be authorized to attend as follows: 

a. First, by giving priority to those Trustees who have not previously attended the specific 
Program, and if needed, make selections by lottery of the interested Trustees; and 

b. Second, if additional opportunities to attend remain available, make selections by lottery 
of interested Trustees. 

CANCELLATION OF TRAVEL ARRANGEMENTS 

20. Responsibility for Timely Cancellation:  Trustees are responsible for timely canceling travel 
arrangements made on behalf of the Trustee so that unnecessary costs to the Plan will be 
minimized or eliminated.  

21. Responsibility for Costs Resulting from Untimely Cancellation:  Trustees are responsible 
personally for all costs that the Plan incurs as a result of the Trustee’s failure to cancel travel 
arrangements before cancellation charges accrue, unless the failure to cancel was due to facts or 
circumstances beyond the Trustee’s control.  The Trustee must reimburse the Plan within 30 
days after notification of any amount due.  

22. Approval of Cancellation Costs with Good Cause:  If the Trustee believes that the failure to cancel 
was due to facts or circumstances beyond their control, they must submit a written justification to 
the Board Chair within 30 days after receiving notification of the cancellation expense due.  If the 
Trustee disagrees with the Board Chair’s determination, the Trustee may request to agendize the 
matter for consideration by the full Board.  In such circumstances where the Board Chair is the 
affected Trustee, the Vice-Chair shall operate as the Board Chair and shall make the same 
determination as described in this paragraph. 

CASH ADVANCES 

23. ORS shall make all approved arrangements for airfare and accommodations on behalf of a 
Trustee requesting travel.  The Plan will make no cash advances to Trustees for travel-related 
expenses.  
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MEAL PER DIEM 

24. Trustees shall receive a meal per diem up to $75 per day while on travel authorized by this 
Policy, which is the CONUS per diem rate for San Jose.  There shall be no reimbursement for 
consumption of alcoholic beverages. 

GROUND TRANSPORTATION 

25. Trustees will be expected to use their personal vehicles, taxis or ride sharing services to and from 
domestic destinations for distances under fifty (50) miles. Reimbursement of rental vehicles 
require cost justification and prior approval from the CEO of ORS.  When renting a vehicle, the 
Trustee must obtain insurance coverage for use of the vehicle.  Trustee who use of their personal 
vehicles will be reimbursed at the then-prevailing Internal Revenue Service mileage 
reimbursement rate. 

AIRFARE 

26. Dates of Travel: No Trustee shall travel more than two days prior to the Program start date, 
absent good cause.  To demonstrate good cause, the Trustee must submit their request in writing 
to the CEO and articulate their good cause basis for the request. The CEO must approve the 
request prior to the booking of travel. 

27. Airport Selection: ORS shall book travel from an airport that is convenient to the location from 
where the Trustee begins and ends their travel.  The selected airport shall in no instance be 
further than 100 miles from the Trustee’s starting travel location or permanent residence.  Unless 
the CEO approves otherwise, the cost of flying from another airport shall not exceed the cost of 
what the round-trip airfare would have been had the trip originated from San Jose International 
Airport. 

28. Airline Selection:  Trustees may elect to fly on the following major U.S. commercial airlines: 
United, American, Delta, JetBlue, Alaska or Southwest Airlines.  Other carriers are authorized, 
but reimbursement shall not exceed the lowest refundable fare offered by the airline carriers 
mentioned above. 

29. Class of Travel: Trustees will be covered or reimbursed for travel in coach/economy class only.  If 
a Trustee would like to upgrade, then the Trustee is responsible and must personally pay for the 
cost of the upgrade. 

30. Reasonable Cost of Airfare:  ORS shall book airfare travel for Trustees pursuant to the terms 
stated above, and shall only book airfare that is reasonably priced at the time of booking.   

LODGING 

31. Trustees are expected to stay at the hotel at which the Program takes place, unless: 

a. The hotel is sold-out and there is a comparable hotel nearby within the same cost range 
as the program hotel; or 

b. There is a less-expensive hotel option within five (5) miles of the hotel at which the 
Program takes place. 

32. Expenditures for movies and games that appear on the hotel invoice for payment will not be 
reimbursed.   
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REIMBURSEMENTS 

33. Scope of Reimbursements: A Trustee may be reimbursed for reasonable and necessary costs for 
the following:  Conference or educational fees or admission charges, meals (subject to per diem 
rules stated above), transportation, tolls, lodging, service tips, WiFi connections and any 
applicable fees and taxes associated with any of the foregoing costs incurred during the dates of 
travel.  
 

34. Reimbursement Expense Report:  

a. Timing: Trustees (with the assistance of ORS Administrative Staff) shall submit an 
itemized Reimbursement Expense Report to ORS Accounting within thirty (30) days after 
completing the Program.  The CEO of ORS may grant reasonable extensions of this 
deadline.  

b. Contents: The Reimbursement Expense Report must include: 

i. An itemized listing of all costs incurred and dates of when incurred; 
 

ii. Identification of the Board meeting at which the Board approved the 
Trustee’s attendance at the Program, if not pre-approved; 

 
iii. Documentation that the travel costs for airfare and/or accommodations are 

in accordance with this Travel Policy; 
 

iv. Receipts and/or other reasonable documentation to substantiate their 
reimbursement requests in showing proof of payment; and 

 
a. Exception: Trustees do not need to submit documentation for 

reimbursement of mileage, public transit, and Fastrack tolls. 
However, the Trustees must list the starting and end point of 
such travel to substantiate a reimbursement claim for it.  
Moreover, cash tips paid for hotel also do not need a receipt or 
proof of payment.  

 
c. Report Preparation: ORS Administrative Staff shall assist the Trustee in obtaining the 

required information and documentation necessary to submit the Reimbursement 
Expense Report in a timely manner.   

 
d. Accounting Approval:  ORS Accounting Department shall review a Trustee’s 

Reimbursement Expense Report for compliance with this Policy within thirty (30) days 
receipt, and prior to submission to the Board for approval.  If there are deficiencies in the 
Reimbursement Expense Report, ORS shall timely notify the Trustee and provide an 
opportunity for the Trustee to correct the deficiency.   

 
e. Board Approval: Once ORS Accounting and the CEO have signed off on a Trustee’s 

Reimbursement Expense Report as compliant with this Policy, then the Report shall be 
placed on the Board’s next regular public meeting agenda for approval by the Board.  Tp 
the extent necessary, the Reimbursement Expense Report will redact any confidential 
information, such as personal addresses, telephone numbers, and credit card 
information.  

f. Payment: ORS Accounting shall only process for payment Reimbursement Expense 
Report approved by the Board.  The Plan will not reimburse a Trustee for expenses that 
are not authorized by this Policy.  Following approval, ORS shall transmit the approved 
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Reimbursement Expense Report to the Accounts Payable Travel Division of the City of 
San Jose’s Finance Department with a direction to make payment by check to the 
Trustee as soon as possible.  

35. Public Records:  Expense reimbursement records are subject to disclosure under the California 
Public Records Act, with redaction of confidential information, such as personal addresses, 
telephone numbers, and credit card information.  

  



 

 - 8 -  

Exhibit A 
 

TRUSTEE TRAVEL ATTESTATION 
 
I am a Trustee of the Board of Administration (“Board”) of the: 
 

Check  Plan 
 Federated City Employees’ Retirement System 
 San Jose City Police and Fire Department Retirement Plan 

 
As a Trustee, I acknowledge: 
 

a. I have received, read, and understand all of the provisions of the Trustee Travel Policy; and 
b. I commit to act responsibly, reasonably, and prudently in the best interest of the Plan in all travel-

related matters. 
 
 
__________________________________________  
Name  
 
__________________________________________  
Signature  
 
_____________________________  
Date 




