
APPEWDIX "'IN
 

TRAVEL OBURSEMENT POlICY
 



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)	 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. 

b)	 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 stat~ that tickets must be issued in the traveling employee's 
name. 

c)	 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. 

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

e)	 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. 

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

B-2
 



2. Food 

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 (Le., 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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8. 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 lO-workdays of return. (See Appendix "B" Travel Forms.) 

a.	 After lO-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. 

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

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

D.	 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. 

E.	 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.) 

F.	 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. 

G.	 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.	 Purchase Requisition payable to Visa with traveler's name, a brief description of travel, 
accounting classification for travel expense, and airline confirmation/locator number. 

B.	 Approved Request for Travel Form (with all travel reqUirements filled in, and all needed 
approvals.) 

C.	 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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Travel Expenses
 

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. 

2.	 Copy with Airfare Requisition 
3.	 Copy with Rental Car Requisition (If paying Rental Car separately.) 
4.	 Copy with Lodging Requisition (If paying Lodging separately) 
5.	 Copy with Registration Requisition (If paying Registration separately.) 
6.	 Copy for Personal Requisition (Gasoline, Personal Vehicle Mileage, Taxi, Food, 

Lodging, Registration, &Tips if not paying separately.) 

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. 

B-6
 



---­ -,--_.~--
--­ - -------­ --- ------_. ----------_._--~ 

Request for Travel 

I fl " true 110 n ~; 

;\111'!que';1 Ic" clllf:l~illr,;\'el mu'·1 [)c' sutJmillc'd 10 the [),:.~ .Jrlrnenl DII'.'clc'r lei a~'~·r("'Jdl 

pllor 10 CJf'parture 

'"how eslrfnal,xJ C0'0Is. cblalrJ D':'Pdrlrlwrll [jlll-el')1 I'Ppl,)vdl and lorlfldrd Ihe proper number 

01 Purchase Fiequl5111uns and copies ollhl c , f(·rm 10 flrldllce 

II Jllendrnc) a conlerencE'. seminar, scheol, elc~ , please allacll a copy c·, Ihe schedule 

01 e'Jenl," or Illnerar'! 

Upon rei ur fl, complel edT ra'lel Exp erlse Report (Il H1) SIIC"Nlng aclu.J' cosl, allac [I 

the requlI(,d recelpls cJfld '('(ward 10 Finance wrlhlfl 10 'hurkdays 

_ J 

.~__I 

NAfVIE r== _ 
DEPT L. _ 

PURPOSE L ~ . ~__ 
(Allend convenItOf1, senMal, scr,ool, ele) 

DE f:> ART [ Jonesbor~ 
Dale 

DEPART 

Locallon Dale Tl(ne 

Locallon 

[ J 
Dare 

~ 
Dale Tln1e 

ESTIMATED COSTS 
TRANspor~lATION 

a Arrlare 

b Rental Cdr 

C Gasoline (Cily Vehicle Only) 

d Personal Vehicle (TIf'JOway 1\li1eage) 

L --~ miles x [f- 0.485 I 
e TaXI (Receipt reqUired ler each ride) 

;) FOOD Meals 

Breakfasl 

~~~ 
@ 

Lunch @ 

Dinner @ 

$8.00 

$12.00 
$20.00 

3 LODGING C ] n,cjhls al 

4 RFGISTRA TION (Altach I!lnerarl ) 

5 TIPS - OHler than loo(j ($1000 MaXimum Per Trip) 

(, Olher - ailach explanation 

• Denoles Recelprs Mandalory 

TOTAL E ~'3T IMArE [) COST lI._~ ] 

A Tra'iel Expense Rcporl (T[fl1) rnusl be cOlllpleleu dlld plo'Jlded 10 Finance (wllh all recelpl~suppor1lng 

documentation) witlllil 10 work days of the Pild of your Iravel After 10 days, your Department Director 

will be asked 10 addre~.s I his wllh you 

Signalure 01 r raveler -------.__ . __._-­ [ )ale 

LL_=-=-=-=-=.=__=======--::_ 

_________JL,---,-,-----::-­__l 
Deparlrncrrt Director Slgnalure Dept Bill Payer Inillals fvlayor Slgll3lure (Depl Head Travel) 

______ C- AT, R''''''~ "" JM 20m 



'­

nAl'/lE· 

Travel E xpcllse Repor t 

IJtSll (H::nCES 

PE nSONAL RE IMBURSE r/lE:-.IT 

[,_-_-_-_.. _-­__~ ~=~-J DE PT [=--==~~_-_===~~==~_== 

FT=R=A=V~E==:;Lc=F=R=O=M=!T=O=: =~[=-=============----~~===========c====t 

Day­ --> 

Dale--­ -:> 

Mon Tue Wed Thu F" Sat Sun 

Tolals 

Hotel/Motel 

M"als Breaklast 

Lunch 

D,nn"r 

Tips 

Airfare 

City Car Fuel 

R"ntal Cor 

Personal Vehicle 

T6~iJ Air par t Shullie 

Registration 

Airport Parking 

=-­--r--------~ -v--~- [--~~-.--~-.------- ---­f---­ ~ --­ - ~~----- . ­ ---­ ---~------~~--

1-----­ - -----­ - - ----~-- - - ~-~-- - -----­

f-----~-- - -­ -­ ---~- ---~---

f------­ ----~ - - ----~ 

-­----­ --~---- -----­ ----­

r--­ ==t=t=t~l==;·=t.~---=-eH~-=~---=-~ ----~ __ ._.---.-~-=: 
--­ .--­ - -­ ------­

Daily 10t61s 

Grand Total 

L ----T~--T----C----T--C--.------1 
(Grand Tolal may nor maleh Daily Totals (e~arnple TIps)) I 

---------­ ----------------­----­

Mileage record l 
M-'-le--s-=-p-e~r-t-rC-ip-----JI------[-----·_---a-r------$--O.-4'coSc:S;;--=====:=====-$=--=--=--=--=--= -=-~ 

The travelEr must submIt thIs lorm w,lh all receIpts andJor request lor reImbursements 10 the FInance Depanment wllh'n 

10 workdays 01 reluln Ilorn travel II not returned WIthin to days, your Oeparlmenl Dorector wilt be asked to address 

Ih,s w,th you 

I hereby cerll'y th"l the "bove e~pendilures represenl cash spent lor legitimale Cily business and includes 

no iterns of 8 personal nature. 

5IG~ED 
~-------------------------------------

DAlE 
----~-----_._~------------,-:'--..::_-~-.----~ 

c.PPROVAl 

-------1 ",," 0"""'1___ -----~---.--

1---------1------- Depl H,II Pave' __~~ . ~_ 

___~ ~ MJyC'" 

~-.~~--------___1.[Jepl Head ltd'_'e l 

----------~--

)/1 \'jlQ(J:1 



--------- - - ---

CITY OF JONE:SB()RO
 
REQUEST FOR t,OC'AL TRA VEL HEIJVJBUHSEMENT
 

PERSONAL VEHICLE USAGE
 

Instructions:
 
All requests for employee use of a per SCl[lal vehIcle for loc al officIal busIness
 

purposes musl be approved by lhe employee's department head pnor 10 such use
 
Use of a personal vehIcle sh::lil nol be allowed If there IS a ellY vehicle avaJlable
 

for the requl red lravel wIthIn (he employee's ckpanrnent
 
Requests for reImbursement for aulhofl2ed use of a personal vdllcle shall be
 

made by completion of thrs form and submIssion of the form to the Flrlance Department
 

[DEPAIlMENT HEAD AlIT1IORlZAnON --- -----~---~~-~~-] 

SICNATURE ~~_____ DATC _ 

-~~- ~~--------------~ ----~-----------

IEMPLOYEE NAME -----.----.-------------------------------.----------- J 
---------------- ------ .. _------ --------------"------- --------_.----.-_ .. _--­

IT ---------~---------------- ~------~----------------.--------------.---

LPE~~.!'~'I E~T :_______ .. . . -.-J 

[}>URPOS~ __~ ---------=--=_==~~_~~_-~-------------.--.------~ 

@EPART (0 ATE & TI]V] E)__~=~~=__==~==------=-___=_==__-=--=~=___ 

[BETLIRN (DATf<~ & TIME)
 

REIl\1BlJHSEJVIENT CLAII'dED 

MILES @ $ 0.485 pe r rill Ie $ ----_._------~ 

Employee ."'1 gndtl/fC _ 

1 


