POLICY AND PROCEDURE
sussecT: Travel Policy and Procedures:-

DATE: November 6, 2013 NUMBER: FN-13-004

POLICY STATEMENT

An Elected Official or Employee travehng for business purposes on behalf of the City of Riviera Beach
(“City™) may charge agamst appropriate City accounts reasonable and necessary costs, as defined hierein,
for such travel. _

PURPOSE OF TH LICY

The intent of the Travel Policy and Procedures is to ensure that individuals traveling on City business
neither gain nor lose personal funds as a result of that travel and to ensure that travel costs are
reasonable and necessary for the conduet of City business, The City also desires to present a
comprehensive statément of travel policies and procedures that is easy to understand by Travelers and
easy to comply with. Adherence to this policy and the associated procedures will énsure that Travelers
are in compliance with local, state, and federal laws, rules, and regulations regarding business travel,
along with the requirgments of other agencies and outside funding sources,

APPLICABILITY

This policy applies to elected officials, employees, advisory or other types of board members, or any
person authorized to travel on the City’s behalf in the conduct of official City business.

DEFINITION

For the piirposes of the Travel Policy and Procedures, the following words shall lave the meaning
indicated:

A.  Employee - - an individual who fills a regular full-time, temporary or patt-time authorized
and budgeted position with the City of Riviera Beach, The position filled by the
individual may be regular or temporary.

B. Elected Official ~ City of Riviera Beach Mayor or Councilperson,

C. Traveler - An Elected Official, an Employee, an advisory board member, or any person
authorized to travel on the C:ty s behalf in the conduct of official City business.

D. Authorizing Individual — an individual authorized by this Policy to authorize a travel
request.

E. Travel — Moving from place of the normal business to conduct official City business.
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H.

Ttavel Expense, Traveling Expenses and/or Necessary expenses while traveling, or words
of similar nature - The usual ordinary and incidental expenditures necessarily incurred by
a Traveler.

Comiion. Carrier - Train, bus, commercial airline operatirig scheduled flights, or rental
cars of an established rentalcar firn,

Grator Outside agency providing finditig 16 té Clty for reimbursement of travel
expenses:

RESPONSIBILITY

A,

The City Council, City Manager, and Department Heads are responsible for ensuring
that:

L. Travel commitments are within their budgeted funds and accounts will not be
over-expended.

2. Travel is directly related to City business.

3. Proper.: authotization  for - trav I expenses- ~jgrécéived--before any travel
cofinitrents are made or tiavel expenses incurred.

4. Travelexpenditures are supported by proper documentation and/or receipts.
5. Trdveliscompleted in the most cost effective manner,
6. _ Alltravel :expenﬁitures.and-reimbufsemcnts are in compliance with this Policy.

The City Manager and/or designee shall promulgate policies and procedures to effectuate
the City's travel expense and réimbursement policles and procedures,

The Authorizing Individual shall designate the most cconomical method of travel for
each trip, kéeping in mind the following conditions:

1. ‘The nature of the business.

2, The day and length of travel, subsistence allowances, transportation costs, and
other incidental expenses.

3 The number of persons traveling and the amount of equipment or material to be
transported.

The Director of Finance and Administrative Services shall provide any and all forms
necessary to cover the authorization and documentation of official City travel.
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VEL AUTHORIZATIO

A.  Alltravel.iust be.approved. prior.to.any travel.commitments being made or before travel
expenses are. incurred as follows..

il.  The:CityManageris a‘uthorizedAtoapp‘i‘m’ef“tfa'”iiélff‘dﬁC'itfiﬁféfﬁﬁ?fﬁéﬁ?ﬁéﬁa;.

fi.  City-Depattident Hesds ‘are atithor zed 16 approve wavel fof ihdividuals in their
assigned department,

B.  Obtaining:Authorization:~ Before making' any travel: mmitmerits;-a Traveler should be
-aware-of the: City’s-and/of-a-grantor's travel polic a:grantor’s.travel policies: and.
.procedures:are more estelctive; the graito policies and procediires sivuld be followed.
The City.Manager-or-the Director.of Finance and Administrative Services must authorize,

r “ﬁ”“é#q‘}; G

in.writinggany-travel Yelated expenditiiré that deviate'from the Travel Policy.

C. Combining Personal Travel with Business Travel - When a Traveler combines business
related travel with personal travel the. City will only reimburse City-related travel
expenses, Documentation of the Traveler’s businesy related expenses, exclusive of any
expenses associated with personal travel, must be submitted with the Travel
Authiorization form.

D.  Traveling with an Attendant ~ The City may pay for travel and subsistence expenses for
attendants for physically challenged City employees while traveling on City business in
the same manner as City employees, The City Manager must approve a request in
writing prior to incurring travel expenses,

E. Emergency response Travel — In the event an E‘mp_lbyee ‘i‘sl-required to travel in an

emergency with limited advanoe knowledge, Paragraph B of this Section is waived.

SUBSISTENCE ALLOWANCE

Except as otherwise stated, a Traveler shall be allowed subsisténce when traveling on City business.
A, Lodging

1. Actual expense of lodging. shall.not:exceed a: rate 0f-$150.00 {(exclusive of taxes

andgtxpg»)- or day for.single. oceupancy;the conferénce discounted:lodging rate or
ed by the Authorizin 'vidual ‘when local conditions require
such édjustment and documentation is provided,
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2 All:vexpensesfor- lodging “must - be: substantiated zby‘.,-.sﬁi_tabl'e receipts and

documenitation.
B. Maeals
1, Reimbursement for meals — Meals_is, reimbursed.in.an. amount ot to. exceed
.$60,00 (inclusive:of taxes and:tips): for each full day of travel, as set out in more
detail below,

2. Per Meal Allowance - The, following:shows the-breakdown of breakfast; lunch,

and dinner.components. of the maxImbin daily reibursement (per diem) rates for

‘while ontravel status. Travel must begin prict-to and end after the times
stated bclow.

ast::1:$12:00:+ Travel beginis before 6 a.m. and-extends beyond 8

:$18.00 - Travel begins béfore 12 noon and extends beyond

Diyner., . ... $30.00. Travel begins before 6 p.m, and extends beyond 8
p.m.,, Or when travel ocowrs during nighttime hours due to special
assignment.

3. The per dietiv:allowancs covers cost of: the trieal-and all taxes and tips,

4, Thee per diem allowance rate may be adjusted by the Authorizing Individual and
the Director of Finance and Administrative Services foi high. cost travel
destinations or when locel conditions require such adjustment and documentation
is provided.

5. Meals in lieu of those provided by a -common darrer, included in
conference/seminar registration fees, or hotel will not be reimbursed by the City.
The City will not reimburse the Traveler for meals that are provided at no cost to
the Travelet. Hors d'oguyres do not constitute a provided meal.

TRANSPORTATION EXPENSES

Transportation expenses:will be: cxmbursed based.on the most-écononiical mode of transportatxon and
the most'diréct toute-to arid fi rizeg travel destinations If an Indirect route-is used
for travel for the Traveler's convenience, then any additional costs shall be bome by the Traveler.
Reimbursement for expenses shall be based only on such charges as would have been incurred by a
usually traveled route,
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A. Mileage Expenses

1,

7.

Mileage shall:be:computed-between the Traveler's leadquarters location and the
work-reigtf;gl Arayel; (destination,: The.official:headquarters: of .a. Traveler shall be
the Traveler's normal place of emp!oyment within the City's limits. (See
exception:in.item 4 below) -~

Mileage claints shall be based on verifiable documentation,

Travel:between:the Traveler's residence and.the Traveler's. work headquarters are
not atlowable expenses.

M&angezfromfthe Traveler!s residence to'the travel déstination or comnion cartier
site is; el;gible,zlf any of the following occurs,

(2)  Travel originates from the Traveler's residence and the distance to
the common carrier site or work related travel destination is less than the
distance from the Traveler's headquarters location.

(b)  City business travel starts or ends. before or after the Traveler's
‘normal working hours,

(o)  City business travel starts or ends on a scheduled and approved
holiday or day-off.

Vicinity ileage ne@essary for conduct of official business is allowable and
should be reported as a separate itetn on the Mileage Reimbursement Form.

A Traveler shall not claim for mileage or transportation expenses when the
Traveler is transported gratuitously by another person, or when a Traveler is
transported by another Traveler who is entitled to mileage or the transportation
allowance,

Actual miles driven:must be repotted on'the Trayel Authorization Forin,

B.  City Vehicles

1.

Travelers shall initially determine if travel by the use of a City vehicle is cost
effective and feasible. If 5o, arrangements should be made to use a City vehicle.
If a City vehlcle is available for use, the City's policies and procedures should be
used to reserve the City vehicle and for the care .and madintenance of the vehicle
while in the Traveler's custody,
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2. Individuals other than Elected Officials and Employees may not travel in City
vehicles unless related to City business.

3. The Traveler should report-on the Travel Authorization Form that a City vehicle
was used,

C. Rental Cars

1. A vehicle may be rented if it is more cost effective and expedient to do'so.

2. Asstandard‘miodel sedari‘shall-be used -when:renting an:automobile:tisiless tntisual

oircumstances:dictate-othérwise. Such circumstances must be docuntented and
approval must be obtained from the Director of Finance and Administrative
Services in advance.

3. Any;availablé” ‘discotints negouated thh the” car remal company: shouid be
obtained;+

4, The: mdwidua}"réﬁtnfi‘g ----- the vehiéle “Shall *purchase at-the- City's- expense the

‘ @ -watver “offéred by the ‘rental -agency.  The liability
péttion-is: covered under-the - City’s-Selfslnsured: -plan .which s subject to a
$100,000' SIR and shiould; thetéforé, nét bé prirchased.

D: Common Carrier

1, Transportation by common carrier when traveling on official business and paid for
personally by the Traveler shall be substantiated by a receipt.

2. A Traveler shall use coach, tourist or economy flights and shall obtain special
authorization to trave! first or business class from the Authotizing Individual if
urgent travel is required and air coach, tourist or economy flights are not
available,

3. In the event the Traveler elects to use transportation other than the most
economical class, the charges in excess of the most economical class shall be
refunded by the Traveler.

E.  Personal or Privately Owned Vehicle

1. The Traveler should use a City vehicle when practical; if it has been determined

2. The use of privately owned vehicles for official travel in lieu of City vehicles or
common carrier may be authorized by the Authorizing Individual, if a City
vehicle is not available,
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3. TheTraveler-shall-be entitled to a milcage allowance at the TRS fate in effect at
the time:ofthe travel. -

4, Vieinity mileage necessary for the conduct of City business is allowable and is.
reimbursable on the cents-per-mile basis based on actual miles driven:and should
be reported-as a separate ifem on the Mileage Reimbursement Form,

5. No contracts may be entéred into between an Elected Official, an: Employee, or
any other person,’and the City, in which a depreciation allowance is used in
* computing the amount due by the City 1o the individual for the use of a privately-
owned vehicle on official business; provided, any such existing contract shall not

be impaired.

6. Reimbursement for expeénditures reiating_'to the operation, maintenance, and
ownership. of a vehicle shall not be allowed when privately-owned vehicles are
used.on City business.

7. The same guidelines in Section VIII-A “Mileage Expenses” are applicable to

Section VIII-B “Personal or Privately Owned Vehicle.”

QTHER EXPENSES

A Traveler shall be reimbursed the folloWing.inciden_tal'exgenses up to the maximum indicated:

A,

B
C.
D

Taxi fare- Maximum = Actual costs including tip.
Ferry fees-and bridge, road and tunnel tolls - Maximum = Actual cost.
Storage and parking fees - Maximum = Actual cost.

Communication expenses, such as telephone, facsimile, electronic mail, wireless internet
connection and any other communication expense - Maximum = Actial cost.

Convention tégistration fées whi]eat en ngaconvention, conference or 'tr:ei'ix‘i"inyg course
which.willserve-a direct: City. purposo.with.relationsto the. department served by the
person:-attending-such ‘eévent. “Travelers ‘should plan” decordingly-to - obfain “early

registration. discounts:if available—Maximum = Actual cost,

Laundry.and dry cleaning exponses are reimbursable for trips in excess of six days,
provided -that such. expenses are reasonable - Maximum = Actual cost for necessary
clothing items,
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G.

A)D,pet ag and.isﬁall:be%hmnte&._ h d, ing of bags. at ¥
in.and chec: k-out, xf apphcable. Tlps for maid 'sewice shall‘not

Airline «luggage- fees: are “Féimbursable for one - plece-of Juggage. for. each flight —
Maximum = Actual cost.

Telephone Calls
1. The City shall pay for long distance calls that are for official City business:

2. A Traveler is not allowed to charge long distance telephone cails to the City for calls
made of & personal nature, except as stated below:

i.  One (1) “safe arrival* calls upon atriving to the destination, when traveling to
a location outside the local calling area.

ii. A Traveler is in travel status for two (2) or more consecutive days in a week is
allowed one (1) personal long distance telephone call for each two (2) days of
travel,

ill. A Traveler may be reimbursed for emergency-calls with the approval of the

‘Authorizing Individual, For example, if the travel period has been extended.
beyond original plans due to uiforeseen réasons.

Other expenses that are reasonable, necessary and approved by the Authoring Individual
and the Director of Finance arid Administrative Services are reimbursable, provided that
such'expenses are substantiated by suitable receipts.

Typical non:reimbursable expenses include, but are not limited to, the following:

First or Business Class airline travel

Upgrades 1o air travel, hotel accomimodation, and rental cars

Personal items, such as clothing, luggage, personal grooming, toiletries and other
miscéllaneous pcrsonal items

Lost. baggage

Personal automobile repairs

Laundry for travel less than six (6) days

Fines, tickets, penalties, and legal fees

Expenses associated with companion travel
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Personal telephone calls and other communication expenses
Personal entertainment and recreational fees

Liquor .

Traveler expenses paid for by another individual or entity,

TAX-EXEMPT STATUS

The City-is-a‘tax-exén | should not be assessed taxes for goods ar
a.copy-of the-City’s’ sksmpt Certificate whén traveling and pres
relief-from taxation; if avallable.

services. A Traveler shall take

L

it copy: 1o each vendor to.get .

PROCEDURE

The Director of Finance and Administrative Services shall designate: the appropriate _;raVe] reporting
forms to repoit travel expcnses and reimbursements Travel reporting fonns w1ll mcIine, but not be

A.  The Travel Authiorization Form shall be used fo receive travel authorization and to claim
reimbursement for authorized travel expenses. The form is designed to do the following:

1. Estimate the cost oftrave].
2. Obtain i'n'itia;l approvairfor the proposed travel.
3. Request a travel advance.
4, Identify the proper accounting and budget information to account for the travel,
5. Report the actual, allowable, and documented costs of business travel,
B.  All expenses for the trip mu.st be shown on the Travel Authorization Form.  This

includes conference registration fees that were paid for in advénce, transportation
expenses that were paid by the City or the Traveler and any other costs that may have

been previously iricurred, regardless if paid by the City or reimbursed to the Traveler.

C.  Rriorto travel, the Travel Authorization Form must be completed, sxgned by the Traveler
and-Authorizing -Individual and submitted t6‘the- Fmance Department along. with the
relevant information and substantiation of anticipated éxpenses,
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Substantiated anticipated expenses shall include:

i.  Conference or event registration form
i,  Estihate of Mileage calculation
iif,  Alrline pre-confirmation print-out
iv.  Meal costs o
v.  Bstimate of Othef Expenses

On:return: from: travel, the Travel Authorization Form shall be completed, signed by the
‘Tra\( eler and - Authorizing Individual; and submitted-to the Finance Department within
twenty:(20):busineéss days ‘of the Traveler's return from- travel status. This shall include
tequests for trave] reimbursements, travel expenses, and refunds due to the City for travel
expenses incurred that are not eligible for reimbursément. Travel Authorization Forms
must be submitted with the relevant information and substantiation of expenses.

Substantiation of expenses must include the following,

1. Date and time of departure from and réturn to the Traveler’s headquarters or

residence.
2 Origin and destination of the travel and miles traveled (where appropriate).
3 Purpose:or the nature of the business benefit derived as a result of the travel.

4, AmOUn_t's-‘ass'oqiatcd" with all expenditures listed by date and location in the close-
out section of the Travel Authorization Form,

5. Thp orxgaggal of all recexpts shall be submntted wnth the Travel Authorization Form

6. IE the City’s procurement card:was uséd to, pay for travel expenses, S&M of the
procurementlcred:t card recelpts should be_ ‘_ 'ed.

reconclhat;on report

7. Receipts: are required for all reambmsement requests unless specifically exempted
by. this policy.
Lost Documentation and Receipts

If suppotting docuimentation or receipts cannot be located, the Traveler shall address a
memorandum o the Director of Finance and Administrative Services providing a full
explanatxon for the lost item(s) and specifically identify the expenditures to which the
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