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Draft Travel Expenses
1. Purpose
This guideline establishes the rule governing the eligibility for payment of expenses incurred by City
employees, elected and appointed officials during travel directly related to official business. These
rules provide for the payment of travel funds and for the reimbursement of out-of-pocket expenses.

2. Responsibility
A. The authority for promulgation of rules defining the rates of allowable mileage, food and
lodging and similar travel expenses rest with the City Council based on the
recommendation of the Finance Committee.

B. The Finance Department ensures conformity to the procedures in this guideline. Normal
audit rules will be applied to establish conformance among city departments

C. The Department Directors are responsible for the dissemination of these procedures to all
employees; and for verification and submission of all Requisitions, Request for travel
Forms, Travel Expense Forms, and receipts and/or requests for reimbursement to
Finance.

D. The individual employee traveling on official business is responsible for making sure
he/she understands this policy and complies with it. Any unusual circumstances or
exceptions must be clarified in advance and any deviations must be approved in writing in
advance by the Finance Director.

E. NOTE* Reimburse or reimbursement as it appears anywhere in this procedure, references
the fact that detailed documentation must be provided with the Final Travel Expense
Report.

3. Policy
In order to afford employees, elected and appointed, maximum flexibility in the accomplishment of

their assigned tasks, the City of Jonesboro will pay travel expenses directly related to official business
in accordance with amounts authorized herein. Travel expenses for official business may include the
cost of out-of-town conferences involving professional associations, intensive training of the “short
course” nature and meetings with state and federal authorities on program-related topics. All travel
expenses for employees shall be approved by their Department Director within their approved
travel budget. Travel expenses for Department Directors shall be approved by the Mayor. Travel by
elected or appointed officials shall not require approval subject to prior budget approval.

4. Procedure

Department Directors must approve all requests for official travel on the Request for Travel Form
(See Appendix “B” Travel Forms) prior to the employee’s Departure. The Department Director will
evaluate the impact of travel requests against factors including budget constraints, job relatedness of
traveler’s activities, and other program considerations.
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A. Allowable expenses for official City travel shall be computed according to the following rates:

1. Transportation

a)

b)

d)

An employee may choose to extend travel beyond the time required to conduct the
business purpose of the travel. Time and expense incurred in excess of the business
purpose are the responsibility of the traveler. These arrangements must be approved in
advance, in writing, by the traveler’s Department Director.

Airline ticket payment will be made for actual coach costs. The traveler has the option of
using their own resources (cash, credit card, etc.) to purchase reimbursable tickets, or the
following procedure may be utilized for the City to purchase tickets. A Purchasing
Requisition payable to Visa, Approved Request for Travel Form, Airline Itinerary, and
Confirmation Locator Number (supplied by the airline for tickets placed on 24-hour hold)
must be submitted to Finance Department as soon as possible after reservations are
made. (See Appendix "A” — Obtaining Airline Tickets Policy.) Transferring tickets is not
allowed. FAA regulations state that tickets must be issued in the traveling employee’s
name.

Mileage reimbursement for use of a private vehicle is allowable in the event a City-owned
vehicle is not available. Mileage shall be based on the current IRS per mile rate. Trip
distances shall be computed (and printed) using Map Quest or similar software. However,
personal vehicle mileage reimbursement shall not exceed the lowest coach airfare
available at the time of the travel request (documentation must be provided); nor shall
food and lodging expense be for more than one additional day of travel time to and/or
from the destination city. Any exceptions to this must have prior approval in writing from
the Finance Director. Reimbursement for use of personal vehicles to travel to and from
the airport will be one round trip if utilizing airport parking, or two round trips if not
utilizing airport parking. Mileage is paid from City Hall or the travelers normal work
location to the airport and back. If travel is mandated by the Department Director's
written directive on a non-regularly scheduled workday, round trip mileage from the
traveler’s home of record is authorized.

Taxi fare and similar public transportation is reimbursable, for all necessary City business
related trips.

Rental vehicles for official City travel require prior written approval from the appropriate
Department Director. Written justification for renting vehicles as well as cost estimates for
the rental of the vehicle and collision insurance, if you plan to purchase insurance, must
accompany all requests for travel. Actual costs of mid-sized or smaller vehicles rented
from recognized car rental agencies (Avis, Hertz, National Budget, Dollar etc.) are
reimbursable. When more than four (4) employees are traveling to the same destination,
reimbursement for actual costs of renting vans shall be allowed.

Fuel for City-owned vehicles is reimbursable. Use of City-owned vehicles outside City
limits requires written justification from the traveler's Department Director.



a) Meal receipts are required. Allowance for meal expenses will be paid on a daily, or part of
a day, basis depending on the departure and return times earlier than 6:00 P.M.

b) Breakfast allowance is not provided for travel within an initial departure time later than
8:00 A.M. Dinner allowance is not allowed for a final arrival time earlier than 6:00 P.m.

c) The allowance for an entire day, including tips, is $40.00. A per-meal allowance shall be:
Breakfast - $8.00; Lunch - $12.00; Dinner - $20.00; for a total of $40.00, including tips.
In cases where a meal is provided by the attended function, unless the Department
Director provides prior written approval, the allowance will not be paid for the meal.

d) Reimbursement of meals for other purposes for official city business (i.e., meeting for
COPPS, Drug Task Force) must state the name of guest(s), nature of business, and be
approved by the Finance Director based on prior budget approval.

e) The City shall not reimburse the costs of alcoholic beverages.

3. Lodging

a) The City will reimburse charges,for room rate, taxes, and phone calls made on behalf of
the City, where it is reasonably expected that a prudent traveler could not return to their
residence.

b) Lodging reimbursement in excess of $150.00 (plus tax) per-night, requires approval by

the Finance Committee on the Travel Request Form prior to traveling, with the exception
of site specific rates.

4. Tips
Non-food tips are allowed, up to a maximum of $10.00 per-trip.

5. Parking

Expenses incurred for parking are reimbursable. Any airport parking shall be reimbursed at the
long-term parking rate.

6. Telephone Calls

Business long distance telephone calls are reimbursable, including a safe-arrival call per-trip.
($15.00 Maximum)
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B. Submission of Actual Expenses shall be as Follows:

1. The traveler must submit a completed copy of the Travel Expense Report (with receipts
and/or request for reimbursements) to the Accounts Payable section of the Finance
Department within 10-workdays of return. (See Appendix “B” Travel Forms.)

a. After 10-days, all follow up will be addressed through the appropriate Department
Director to the traveler.

2. NOTE* Reimbursement as it appears anywhere in this procedure, references the fact that
detailed documentation must be the expenses and explain the business purposes (who, what,
when, where, and why) for the expense. Lodging expenses must be itemized by day, and
show all misc. expenses. Expenses will not be reimbursed without detailed, supporting
receipts.

Approved:
Signature Date
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Travel Expenses

Appendix "A” — Obtaining Airline Ticket Policy
1. Purpose/Responsibility

The City of Jonesboro no longer uses a dedicated Travel Agency to obtain Airline
reservations/tickets for official travel. This responsibility now rests on the individual traveler and
his/her department.

2. Policy

Travelers shall obtain the best available airfare by reserving tickets as soon as possible by
purchasing a nonrefundable, nontransferable ticket. Best prices are obtained by purchasing the
tickets at least 14-days prior to travel. These tickets cannot be refunded, and any changes
usually cost $100.00 and must be made prior to scheduled departure date and time, or the ticket
has no value. (Airline policies change frequently. Check with your airline to be sure of all policies
in effect at the time of travel.)

3. Procedure

A.

Use websites to determine the best time and cost of travel. (All major airlines and several
specialty companies have sites for comparison.) Print the itineraries that fit your travel
best, but print at least 2 for comparison purposes.

Complete the Request for travel Form (See Appendix “B") getting the proper
authorizations (Department Director, and Mayor if required).

Prepare a Payment Requisition to VISA so Accounts Payable can pay for the tickets when
received.

Call airline and make reservations and request a 24-hour hold. The airline will give you a
confirmation/locator number that must be written on the Payment Requisition and printer
literary.

Deliver the completed Payment Requisition and all attachments to Accounts Payable as
soon as possible so further processing can be completed before the 24-hour hold expires.
(Make sure the Accounts Payable staff knows the Requisition is for a Ticket on 24-hour
hold; staff will call the airline and use a City Credit Card to pay for the ticket.)

The airlines will send a ticket/official itinerary either by mail or e-ticket. Accounts Payable
will compare the ticket/e-ticket to the traveler before the travel date.

The information Accounts Payable receives from the traveler and the airline will give
adequate documentation to pay the credit card bill promptly to avoid interest charges.

4. Required Documents

Accounts Payable must have the following documents before it can process any Request for
Travel or Airfare:

A.

B.

Purchase Requisition payable to Visa with traveler’s name, a brief description of travel,
accounting classification for travel expense, and airline confirmation/locator number.
Approved Request for Travel Form (with all travel requirements filled in, and all needed
approvals.)

Airline itineraries with the one you are using highlighted, and the confirmation/locator
number written out. (Print at least two (2) itineraries for price comparison.)
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Appendix "B"” - Travel Forms

1. Purpose/Responsibility

The Request for Travel (RTI) and Travel Expense Report (TERI) forms must be used for all travel
by Jonesboro employees, elected and appointed officials traveling on official business. The
responsibility for the correct submission of these forms rests with the individual traveler and the
Department Director. The Department Director must sign both forms to complete the total travel
package. These forms shall be available in the Finance Department.

2. Policy

Travel expenses for the City of Jonesboro must be accounted for, both for individual and
Department needs, as well as for continued public trust.

3. Procedure

A. Request for travel (RTI) — All official travel must be requested on this form. Only one
request for travel form (RTI) will be completed for each complete travel package. All
required estimated costs must be recorded and all required approvals affixed before
copies are made for each Purchase Requisition.

Copies Needed:

1. Original with all signatures, keep in your files until you file the complete Travel
Package at trip end.

Copy with Airfare Requisition

Copy with Rental Car Requisition (If paying Rental Car separately.)

Copy with Lodging Requisition (If paying Lodging separately)

Copy with Registration Requisition (If paying Registration separately.)

Copy for Personal Requisition (Gasoline, Personal Vehicle Mileage, Taxi, Food,
Lodging, Registration, & Tips if not paying separately.)

onhwi

B. Travel Expense Report (TERI) — All official travel must be finalized using this form. Only
one Travel Expense Report need be processed for each complete travel package.
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oy ol Janwes o
Instruchions )

Allrequests tor olhadl tiavel most De submitted 1o the Depatrnent Oirsclor ferappraval
pootio deparue

show estirnated costs, cobtan Department Duccton Approval, and lorwarcd the proper number
ol Purchase Hequisiions and copres ol this farmito Finance

Il altending a conlerence, seminar, school, el | please attach a copy ¢l the schedule
ot events oritinerary

Uponteturn, complete a Travel Expense Eeport (TER1) showingaciual cost, allach
the required recepts and forward to Finance withan 10 workdays

NAME (- T o A ]
DEPT [ - ]
puRPOSE [ O 7 ]

]

(Altend convention, semmar, school, elc )

DERART fiJonesboroT I ARRIVE L —[ T

Datle Time L ocation Date Time

DEPART | | | ARRIVE [ Joresboo | | ]
Location Date Tirme Date Time

ESTIMATED COSTS

I TRANSPORTAHON
" a Adare
b Rental Car
¢ Gasohne (Cily Vehicle Only)
d Personal Vehicle (Two-way NMileage)

[ | miesx [5° 048s] I

e Taxi {(Recept required fcr each nde)

.

2 FOCD ‘Meals
Breakiast @ $8.00
Lunch @ $12.00
Cinner @ $20.00

.
W

ApPROVAL

LODGING [ T rghits af i

4 REGISTRATION (Altach Ninerary )

h

TIPS - Other han food ($1000 Maximum Pes Trp}
* 6 Other - attach explanation

* Denoles Receipts Mandalory

TOTAL ESTIMATED COST $ - |

A Travel Expense Report {TER1) must be compleled and provided lo Finarnce (with all receipts/supporting
documentation) within 10 work days of the end of your travel  After 10 days, your Department Director
will be asked 1o address this with you

Signalure of Traveler e Date -
Deparlrrwenanre—c_lB?El‘Qna!ure B Dept Bill Payer truhals Wf\rig\/or Signature (Depl Head Travel)
B AT Revite 29 Jan zml_
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NAME :

Travel Expense Report
CITY OF JGNESBCRO

visa CHZRGES

PERSONAL REIMBURSEMENT

] oeer

I

TRAVEL FROM/TO: |

| FrROMAO [

Totlals

Day----- > Mon Tue Wed Thu Fri Sat Sun
Dete----- > - '
Hotel/Motel [ ] w_fw‘ B [ 1
Meals Breaktast T Jj‘ | ,;i -
Lunch
Dinner | | N
Tips | N - |
Airtare L

City Car - Fuel

Rental Car

Personal Vehicle

Texi/Asrport Shuttle

Registration

Asrport Parking

Eaplain below

Daily Totals [

[ 1 [

N ] I

Grand YTotal

Mileage record

(Grand Total may nol match Daity Totals (example - 'T;ps))

| Mites per trip

1

al

$ 0485 = %

7

10 workdays ol return liom lravel
this wath you

no items of a personal nature.

The traveler must subrmit this torm wilh all receipts and/or request for reimbuisements to the Finance Depanment vathin

it not returned within 10 days, your Department Director vall be asked 1o addiess

! hereby certify thal the above expendilures represent cash spent for legitimate Cily business and includes

SIGNED
DATE o o

APPROVAL

N B Cept Diector

Oept Bl Payer ]
- Maycr’ - -
r‘ " [epl Head Tiavel ]
| I—‘IEQ\ Hewsed 51112001 ]




CITY OV JONESBORO
REQUEST FOR LOCAL TRAVEL REIMBURSEMENT
PERSONAL VEHICLE USAGE

Instructions:

All requests for employee use of a personal vetucle for local officral business
purposes must be approved by the employee’s departient head prior to such use

Use of a personal vehicle shall not be allowed f thereis a City vehicle available
for therequired travel wathin the emplovee’s department.

Requests for reimbussement for authonzed use of a personal vehicle shall be
made by cammpletion of this form and subrmission of the form to the Finance Departinent.

DEPARMENT HEAD AUTHORIZATION

SIGNATURE . bATE
[BMPLOYEENAME
DEPARTMENT: ]
[puweose ]
[DEPART DATES&TIME) ]

LI}ETURN (DATE & TIME) T — \ Af-;‘u___)

REIMBURSEMENT CLAIMED
P e e PR et o,
MILES . @%0485per mile S
Employee Svegnature. L
ng) a [ ¢ = — _ S e




