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

POLICY STATEMENT 

An Elected Official or Employee traveling for business purposes on behalf of the City of Riviera Beach 
("City") may charge against appropriate City acco11,11ts reasonable. and necessary costs, as defined herein, 
for such travel. 

PURPOSE OF THE POLICY 

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 conduct of City business. The City also desires to present a 
comprehensive statement of travel policies and procedures I.hat is easy to understand by Travelers and 
easy to comply with. Adherence to this policy and the associated procedures will ensure that Travelers 
are in compliance with local, state, and federal laws, rules, and regulations regarding business travel, 
along with the requirements of other agencies and outside funding sources. 

APPLICABILITY 

This policy applies to elected officials, employees, 11dvisory or other types of board members, or any 
person authorized to travel.on the City's behalf in the conduct of official City business. 

DEFINITIONS 

For the purposes of the Travel Policy and Procedures, the following words shall have .the meaning 
indicated: 

A. Employee • an individual who fills a regular full-time, temporary or pai:Mime authorized 
and budget~ position with the City of' Riviera Beach. The position filled by the 
individual may b.e regular or temporary. 

B. Elected Official - City of Riviera B.each Mayor or Councilperson. 

C. Traveler - An Elected Official, an Employee, an advisory board member, or any person 
authorized to travel on the City'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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F. Travel Expense, Traveling Expenses ancl/or Necessary expenses while traveling, or words 
of similar nature - The usual ordinary and incidental expenditures necessarily incurred by 
a Traveler. 

G. Common Carrier - Tr11in, bus, commercial airline operating scheduled flights, or rental 
cars of an established rental car firm. 

H. 0fallt<lr'"''0utslc!e0 agency I)rovldlng i\indii!g io 11ll!'Clty •for reimbursement of travel 
~ispimses., 

RESPONSIBILITY 

A. The City Council, City Manager, and Department Heads !!re responsible for ensuring 
that: 

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

2, Travel is directly related to City business. 

3. Rrnp.er,,authoriZl!tion for ·ti·avel"'..S~P&!lses is·• received •before any travel 
comtnltme'llts·me'ltlade'ot travel expenses Incurred, 

4. 1:taYJihexpenditures are supported,by proper documentation and/or receipts, 

5. TraveHs completed in the most cost effective manner. 

6. /ii,A!l tr11vel expenditures and reimbursements ate in compliance with this Policy. 

B. The City M11nager and/or designee shall promulgate polic!es and procedµres to effectuate 
the City's travel expense and reimbursement policies and procedures. 

C. The Authorizing Individual shall designate the most economical method of travel for 
each trip, keeping in mind the following conditions: 

I. The nature of the business. 

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

3, The pumber of persons traveling and the amount of e4uipment or material to be 
transported. 

D. The Dire.ctor of Finance and Administrative Services shali provide any and all forms 
necessary to cover the authorization and documentation of official City travel. 
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TRAVEL AUTHORIZA'rION 

A. All ,travetmystbe,!IPJlrn.v.eit pdJJrJ9J1ny.travel,. commitments being. made· or before travel 
.ex)l~pse,s,areiM.Y.rred !lsJ01)9ws,,. 

i. El~!~:~ffl\l!fLsf1tlii!l.C.lb'~M!lllager, aml4he .Gity,Attomey,llt~,!!l!l!i9iize.~ .to 
appm,veillielr,own,respeottve,travel~ 

ii. The,.City, tvfl,IJlager is authorized ,to approve ttavel'fot' Cll)''l:)eplifflfiert!He~cl;, 

iii. City;; Dej)aftfflenf 5Hti1ilis 'an!'lillthtitlz'i\1:1 '!6' appr<ive 'trllVeltf o'r IJ ndi Vidual s in their 
assigned department, 

B. 0btaining,Authorization··•Bef01•e•makiliganytravel•commitments,a·Traveler should be 
aware of,the• <iJityls •and/or a ·grantor's frav~l 'poUci~~:·r f,11,grantotl S.,trav!ll ,policies and 

. procedures are ·more 1'¢strlciiV:e;' tlie'grtmt61"&''381i~l~'!ili'd'pf51:ell!f~'sli6uld•lle•followed. 
The,City;,Manager,or,the,Dkector,9tFiita~~~,~~4.~milli~/l'Jll}Y~:Ser,;>icestnusfauthorize, 
in,writing~.anyctravel1!'blltf!Rli'll~j)ei'ioiiufetliiltaeviatefrofii'lli'i'l't~virPoli~y. • 

C. Combining .Personal Travel with Bysiness Travel • When a Traveler combines lluslness 
related travel with personal travel the Cify will only reimllurse City-related travel 
expenses, Documentation of the Traveler's llusiness related. expenses, exclusive of any 
expenses associated with personal travel, m1Jst be submitted witli the Travel 
Authorization form. 

D. Traveling wi.th an Attendant - The City may pay for travel and s1Jbsistence expenses for 
attendants for physically challenged City employees while tr1we1ing on City llusiness 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 Employee is required to travel in an 
emergency with limited advano!i' knowledge, Pllragraph B of this Section is waived. 

SUBSISTENCE ALLOWANCE 

Excepl as olherwise slated, a Traveler shall be allowed subsistence when traveling on City business. 

A. Lodging 

J. A.eJll!ll,~.~R~Q§,r.,!/.fJ!lJ!8ing, shaH. not, exceed a, rate. of•$ l·S0,001( exclusive· 6f taxes 
and,tips),peJ ~JIY J'or.single occupancy, the.conference disco1Jnled:lodging rate or 
@n,Wpl!!)filPJlt?.Y~ lly,the A11thorizlng.Indi'(idual when local conditions require 
such iidj11stment and documentation is provided.· 
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2. 1Jb expenses for lodging mttst be substantiated by suitable receipts and 
dq~umentatlo'Ji. 

B. Meals 

1. Relmbttrsement for meals - Me!!ll,l~.Jeimbursed:ind1n,amount,not .to .. exceed 
.~Jm,O!Minclusive•oftaxes and:tips)tfor eac.h fun day of travel, as set out in more 
detail. below. • 

2. Per Meal Allowance - Th~,i.(\l!l\l.WJng ~hows the bi'eakdoWI\ Qf breakfast, lunch, 
and,,~j!IJ;l .. ,e e~.;cpmp. onentsofthe maximum dally reimbursement (pe.r diem) riite~ for 
mealswh1le•Qn·travel status. Travel must begin prior to and end after the llmes 
stated below. 

I\tr~a.st ,$12,00, Travel begins before (i a.m. and·extends beyond 8 
a.m. 

L'!l,Q~l); , .... , $18.00 - Travel begins before 12 noon and extends beyond 
2p:m. 

Dil}!lJ);;,. ... . ,.$JO,OO., Travel begins before (i p.m. and e11te.nds beyond 8 
p.m:, <>r when travel occurs during nighttime hours due to special 
assignment 

3. 'fheper>diem,allowlillclic'overs cost:of,the'meal :and aU.taxesandJips'. 

4. The Pl.\r diem allowance rate may be adjusted by the. Authorizing Individual and 
the Director of Finance and Administrative Services for high. cost travel 
destinations. or when local conditions require such adjustment and documentation 
is provided. 

5. Meals in lieu of those provided by a common Cllrriet, included in 
conference/seminar reglstra\ion 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 Traveler. Hors d'oeuvres do not constitute a provided meal. 

TRANSPORTATION EXPENSES 

Transportation ~xpe11SC§,will be,reimburseii based.on .the most econolliical Jriode of transportation .and 
the rnost'direct route to andfro.m th!.\ al!thorized business trayel.destinationl If an indirect route is used 
for travel for the Traveler's convenlen6e; \hen ariy ~dditional costs shall be borne 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 

I. Mileage shalhbe,compute<Fbetw~en the Traviler's'headquarters location and the 
work-r~lltS:~11.\I~Xel,.4estination, The,official ,headq_ull;lers of a TmVe!er. shall be 
the n!lveler' s normal place of eJJ1ployment w1thm the City's hm1ts. (See 
ex<;fiJUipn in item 4 below) •••• •• 

2. Mileage claims shall be based on verifiable documentation, 

3. Ttavethetweemthe,Travelerls residence and,theffraveler)s.work headquarters are 
not allowable expenses. 

4. M,lleaseifrom,the;Xraveler!sresi~encetothetravel:destlnation or common carrier 
site iseligible)>ifanycofthe fcilloWl!lloccurs. 

I 

(a) Travel originates from the Traveler's residence and the distance to 
the common carrier site or work related travel destination is less than t.he 
distance from the Traveler's headquarters location. 

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

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

5. Vicinity mileage necessary for conduct of official business is allowable and 
should be reported as a separate item on the Mileage Reimbursement Form. 

6. 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. 

7. A9t,1.1aln:iiles,driven must be reported on the•Travel AuthoriZ!ltion Form. 

B. City Vehicles 

1. Travelers shall initially determine if travel by the µse of a City vehicle ls cost 
effective and feasible. If so, arrangements should be made to use a City vehicle. 
If a City vehicle is available for use, the City's policies and procedures should be 
used to reserve the City vehicle and for the care and maintenance 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 relat~d to City bus.iness. 

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

Rental Cars 

I. A vehicle may be rentedif it is more cost effective and expedient to do so. 

2. A,stal\dardifrl1fdefs'eda11eshall,be•used,whertitenting,an,automoblle•ufil11ss'\\iiusual 
oircumstances,dictate•·iltltt'rWise. Suclt circumstances must be doclllllented and 
approval must be obtained from the Director of Finance and Administrative 
Services in advance. 

3. Any,,availablti•dlscdlirlts negotiated with the car rental company should be 
obtalnedi'i" 

4. Tlte,,,in<iividualprefltittS 'tne' veblele'shatt, purch11se·•1w0the" City's· experlse the 
yehlcul@r''llllSS' dsfflil'lte"walyer 'offerea·sy~the·re11tal·· agency' The liability 
portion,isvcovered,under the Oity!s.,S.elf•J~swe<i,plan which is subject to a 
s10o;ooo s1Rtt1td~1tould; tnet~fore;'iibtl5e'iurcliased: • • 

D. Common Carrier 

I. Transpor\ation by common carrier when traveling on official business lll.ld 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 travel first or business class from the Authorizing Individual if 
urgent travel is required and air co11ch, tourist or economy flights are not 
avai.h1ble. • 

3. In the evel\t the Traveler .elects to use transportation other than the most 
economi.c.al class, the charges in excess of the most economical class shall be 
refunded by the Traveler. 

E. Personal or Privately Owned Vehicle 

I. The Traveler should use a City vehicle when practical; if it has been determined 
that automobile travel is to be used. 

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, Th,;i~Traveler.shall,be entitled to a'mileageaUoWan\:"c!'lit'tli\\ IRS rate in effect at 
,\l~Jime;ofthe'tr!lvel. 

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

5. No contracts may be entered 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 to the individual for the use of a privately­
owned vehicle on official 'business; provided, arty such existing contract shall not 
be impaired. 

6. Reimbursement for expenditures relating 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 VllI-E "Personal or Privately Owned Vehicle." 

OTHER EXPENSES 

A Traveler shall be reimbursed the following incidental expenses up to the m11Ximum indicated: 

A. Taxi fare-Maxfmum = Actual costs including tip. 

B. Ferry fees and bridge, road and tunnel tolls - Maximu.m "' Acmal cost. 

C. Storage and parking fees • Maximum = Actual cost. 

D. Communicatiim expenses, such as telephone, facsimile, electronic mail, wireless internet 
connection and BIIY other communication expense - Maximum-Actul!I ~st. 

E. Convention registratioirfees \iihil~ attendl~i ~ ~onvention, co11fetence <ir training course 
whlch,willusetve>a direct; City.•purposev.with .. relation;•to. the depmmen\ seryed. PY ... the 
person,,•attendlrtg• •such ;event. •travelers 1shotitcl plan· accordingly to obtain early 
regi~twti.o.u .. gisco!J!ll.~ .• if.avallable,,..Mnxiro11.ro·~.·~Ctual;cost, 

F. ¼,~\l~~ry ll!\d dry clcianing expenses are reimburSl!ble !or!l'ip$ in excess of six days, 
prov1cled that such expenses are reasonable • Maximum = Actual cost for necessary 
clothing items. 
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0. Tipping is reimbursable, provided that such expenses 11re reaso11able - Ma)i.im11rr1;.sA'.· 

·:ij:~ftl!d~:t!~·t~~r~~~r1ti:frr!1i\ftt~1~~1ri:~~I,Wtg:.r~:i~~~;;~~i:ij 

H. 

art1Y,1jl,11,q,~}1Sl~l.Rll~~~;l!,l,,t'/l9.£l1~.~~iQHtdf ~pp)1q11~l.~: l)ps fo.r maid servlce shall not 
~IIR~S~,!~~~Q._p.~t.9Jly,per,person.occupying•theroom. • 

•Airline•,luggage:f~il''ate'i'eint\lufsaSle for'ohe plece,of luggage for. each tlight -
Maximum.;-,Actual·.cost. 

I. Telephone Calls 

l. The City shall pay for long distance calls that are for official Cily bu.siness. 

2. A Tnweler is rtQt allowed to.charge long distance telephone calls.to th!l City for calls 
made of a personal nature, except as stllled below: 

i. One (I) "safe arrival" calls upon arriving IQ the destination, when traveling to 
a lo.cation outsi<le the local calling area. 

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

t~I. c· .. : Ill. A Traveler may b.e reimbursed for emergency calls with the approval of the . 
Authorizing Individual. For example, if the travel pedod has been extended 
beyond original plans due to unforeseen reasons. 

J. Other expen.ses that .!Ire reas9nable, necessary and approved by the Authoring Individual 
and the Director of Finance and Administrative Services are reimbursable, provided that 
such expenses ate sub.stantlated by suitable receipts. 

NON-REIMBURSABLE EXPENSES ' 

Typical non-reimbursabl,i expenses include, but are not limited to, the following: 

• First or Business Class airline travel 
• Upgrad!lS .to air travel, hotel accommodation, and rental cars 
• Personal items, such as clothing, luggage, personal grooming, toiletries and other 

miscellaneous personal items 
• Supplementaltravel or car rental insurance 
• 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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• Perso1111l telephone calls and other communioalion e11penses 
• Personal entertainment and recreational fees 
• Liquor 
■ Traveler expel1!les paid for by another individual or entity, 

TAX-EXEMPT STATUS 

The Gity ls a ta11-exemptand should not be assesse4t.(l?(!li!Jc,r,.s9.9.QtB)1~ s~rvices. A Traveler shaU take 
a .. copy ofthe·City'S 'rax:e&~lnpl Certificate when travelinir and pres1l'nt a copy. to eacl1 vendor .to .. get 
relief frorn· taxationtlf availablei1 ,1,.,, 

PROCEDURE 

REPORTING TRAVEL EXPENSES AND REIMBUltSEMENTS 

The Director of Finance and Adminlsu:11tive Servic.es shall designate the appropriate travel reporting 
forms to report travel e11penses and reiml>ursements. Travel reporting fonns will include, but not be 
limited to the Travel Authorization Form. and any other form as may be deemed necessary. 

A. The Tra,vel .'\uthori'iation Form shall be used to receive travel authorization and to claim 
reimbursement. for authorized travel expenses. The form is designed to d.o the following: 

1. Estimate the.cost of travel. 

2. Obtain initial approval for the proposed travel. 

3. Request a travel advance. 

4. Identify the proper accounting and budget infom1ation to account for the travel. 

5. Report the ac.tual, allowable, and documented costs of business travel. 

B. All expenses for the trip must be shoW!) on the Travel Authorization Form. This 
includes conference registration fees that were paid for in .adv4nce, transportation 
expenses that were paid by the Cit)' or the Traveler and any other costs that may have 
been previously incurred, regardless lfpaid by the City or reimbursed to the Traveler. 

C. rdono travel, the TraVel Authoriz~tion Forou~J.!~t b.e.~~iµpleted, si~llllQ by the Traveler 
and1 Authorizing Individual and submitted toithe Finance'Department along with the 
relevant,information and .substantiation of anticipated expenses. 
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Substantiated anticipated expenses shall include: 

i. Conference or event r11gistration fonn 
ii. Estimate of Mileage calculation 
iii, Airline pre-confirmation print-out 
iv. Meal costs 
v. Estimate of Other Expenses 

D. pn retum,from travel, the Travel Authorization .Fonn shall be completed, signed by the 
Tral\ll~f,Jlnd Authorizing Individu11l, and submitted to the Finance DeP,artment within 
tweoty,(20);bU'sifiess <la5fs i;>f thlTraveler's return from trav1:l slll,tus. Tlus shall include 
requests for travel reimbursements, travel expenses, and refunds due to the City for travel 
expenses incurred that are .not eligible for reimbursement.. Travel Authorization Forms 
must be subml!tcd with the relevant information and substantiation of expenses. 

E. Substantiation of expenses must include the following. 

1. Date and time of departure from and return to the Traveler's headquarters or 
residence. 

2. Origin and destination of the ttaVel and miles traveled (where appropriate). 

3. Purpose or the nature of the business benefit derived as a result of the travel. 

4, Amounts associated with all expenditures listed by date and location in the:close­
out section of the Travel Authorization Form. 

5. Il:l~.orJgi)l?lof11H~()eipJ~ s'hall be submi\teji .with the Travel Au1horization Form 
unless a Gity issued procurement card wasused to pay a travel expense. 

6. ,U:.tb~,gii~.Procurement card ':"as .us.e<l tO,PllYJorJniv.i:l. expenses,~ of the 
procurement/credit card receipts should be .. · submitted with the Travel 

:vAuthorization•Form, • The orlghtlil procffreriierlfcaii\. r~ceipts are to be submitted 
to ,the Finance Department as part of the Tr1weler's monthly procurement card 
re9.onciliation report. 

7. Receipts 11r111equired for 11.ll reimbursement requests unless specifically exempted 
\,)y,,t!iis ,P{llicy. 

F. Lost ooctrn1emtafion and Receipts 

If iupt;'or'ting docun1entation or receipts cannot be located, the Traveler shall address a 
memorandum to the Director of Finance and Administrative Services providing a full 
explanation for the lost item(s) and specifically identify the expendit11res to which the 
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