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Authorization for Travel

iR

o Proposed Policy Ravisions
© A purchase order will have to be
requested to ensure that sufficient

funds are avadable.

state and out-of-state o Department of Budgel and

travel. Management (DBM) must approve
ail out-cf-state travel PRIOR to the
tnip taking place
s E ions: detai or

conducting tnvestigatons
o Traveler will be responsible for
expenses il pre-approval from DBM
is not obtained.




Coordination of Travel

e

a lies when count 0! estravel Inapersonall owned vehidle,
égupntyvehxde.orle%wl e Y
o Required when:

! « 2104 County empioyecs

' s Employed by the samo County Department

s Travel on the same dates

® With the same itinerary

-Tommmmmmym,

msg»ou 'department head determines that coongEnation of
net feascble

PRIOR lo the trip taking place
Determination must be basod on a trip-by-trtp basis and factors
re!ated official County busincss
[] Awrmen statement mado officiaVdepartment head identifying
the reasons for the dclenntgaﬂon must be provided (o the COunty
Auditor’s Office
» Reimbursements fof factors not related to official County business
will be disaltowed.

Travel by Aircraft

__{
o Cument Policy o Proposed Revisions
a The most economical o Only coach fare allowed. Hf travel more
airfare should be axpensiva than coach fare is oblained:
obtained. If trave! » Fare must be paid with the travelers own funds
"‘mhﬁm:d » Differonce In price will not be reimbursed
mthe d‘;frserencen ' o Rofundable fares shoutd be considered ¥
must be paid by the possibility of a trip canceliation exists.

official or employee. Il a package fare is obtained (a.g., Friends Fly

Free) when traveting with family or friends,
® traveier will bo rosponsidle for payment of the
310

» Tho Caunty will only reimburse 50% of the
cost.

Travel by Personal Vehicle

o Curent Policy o Proposed Revisions

o The County wil re o Employco must have a vabd Texas
the dewmw driver's license and curent
We""'ﬁ:‘e pe:mﬂe(vam automobile insurance policy.

funds are

mmﬂ:" the coach o In-County Travel
airting fare. Miaageis » Daily trave! log must include
calcutated on 3 point-to- specific destination points and
point basis using the purposo of travel, including
official mileage charts, plus aadress information
mﬁo incidental @ Employeo must submit monthly

reimbursement requests

» Commuting expenses will not be
reimbursed




Travel by Rental Vehicle

o Current Policy o Proposed Revisions
o Renta) cars are to be o If the depariment has an
restricted to compact assigned county vehidle, reascns
or mid-sized sedans for oblaiing a rental vehicle
unless several must be justified in a wrilten
individuals wil - statement by the public offical.
the car or other Y o Travelers are required 1o use the
sual State of Texas contracted rental
uny i companies.
arcumstances exist.  Stain contract rates inchude basic

MINCE COVErage.

o Vehide rentals one day prior to
and/or one day after the tnip may
be allowed only if same day
rental and retlum is not practical.

Travel by Rental Vehicle (cont.)

| ]
o Proposaed Revisions (continuad)
o Size and type restrictions:
» Compact, mi or full-size
employees
® Midsize sport utility vehicte or minivan are allowed for four or more county
employees

ek

arp alk

d for up to four county

= Luxuty or large sport utility vehicles ara not atlowed.

o Traveler is responsible for payment of rental vehicle if rental vehicle is
nol of the allowable size and type. County will only reimburse for the
allowable size and type at the state contract rate.

o The origina! car rental receipt and car renta! agreement must be
submitted with the Final Travel Expense Claim.

AVIS == ZADVANTAGE Lagiz

o Current Policy o Proposed Revisions
o I a spouse and/or © Use of the State of Texas travel

dependants management services contract for
accompany the official hotels tn Texas is required unless
o employee, the cos! benefits may be achieved by
difference in hoted othermeans.
rates above the single e Th? county wil pay:

» Il in-state, (he MOSt ECONOMIL3! single
rate must be deducted. COCUPANCy OO rate up to swosms

applicable tax; of

& If owt-of-state, the Most economical
singlo occupancy foom rate; of

® If staying at the hotel where the seminar
is being heky, that hotel's applicable rate
for the most ecenomical single
0CCUPaNcy oM rate.




Lodging (continued)

o Proposed Revisions (continued)

o Hotel stays one day prior to and/or one day after the event may
be allowed, if necessary.

o Hotel slays one day prior to the event are NOT allowed when the
destination is within 100 miles from the lraveler's normal place of
work and the event begins on or after 10 am.

8 Hotel stays one day after the event are NOT allowed when (he
destinaton is within 100 miles from the traveler's normat place of
work and the event ends at or before 3:00 pm.

Meals

]
o Meals

o $30 per diem in-state (out-of-county)

o $39 per diem out-of-state

o Prorated for partial days

o No receipts required, unless required by grant

1 Meals for travel not requiring an overnight stay
are not reimbursable.

Meals (continued)
me i

aMeals: In-State
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Policies and Guidelines

o Meals (continued)

o Meals integral to the event, listed separately in
the registration materials, may be allowed at a
higher rate than the per diem; however, the daily
per diem must be reduced by the applicable meal.

a The daily per diem must be reduced when meals
are covered by the registration fee.

Travel Advances

| ]
o Travel Advances
o Altowed if lrip lasts for 3 or more days
o May be requested only for:
8 Meals
= Based on the per ctem rate
u Actua) numbder of days of tho sominariconferencefmeeting
» Mileage
s Calcuiated on a point-to-point basis using the Texas Mileage Guide
» Incidenta) mueage will not be advanced
s Intidental expenses (taxi fare, shuttle fore, fuel charges for car
rentals, airpart, and hotel parking)
= Based on $20 per day
u Actual number of days of the seminar/conference/meeting




Travel Advances (continued)
| ]

@ Reguests must be submitied two weeks prior to the date needed
o May only be used by the requesting emgioyee
@ May not be used for a cifferent trip other than the one listed on
the original request
o Individuals must account for the travel advance within 20
catendar days afier the seminar/conference/meeting date ends
by cempleting Form T-4 “Final Travel Expense Claim*
s Subsequent travel advances requested by the traveler with an
outstanding travel advance will nct be made.
® (f Form T4 is not setited within 60 days of trip retum, the County
Treasurer wiZl deduct the advance from the travoier's next paycheck.

L Travel Reimbursements

Tl

o Travel expenses paid through persona! funds and/or credit cards
will be reimbursed upon completion of Form T-4 “Final Trave!
Expense Claim™

o Reimbursement will only be made if expense was incurred by the
employee. The following wil not be reimbursed:

o Free transportaticn or lodging received in exchange for mileage,
points, or cther non-menetary credits
o Reimbursement received from another source

Trip Cancellations

|7 AR P

o Trip Cancellations
o Traveler is respensible for making necessary cancetlations
o Notify County Auditor's Office if payments were made in advance
o Notify Purchasing Depaniment if ravel credit casd was ulilized
o Under certain circumstances, traveler may be reimbursed for
expenses incurred on a canceled trip.
» Natral Uiness, or pency
o Failure to cancel reservalions for reasons cther than those listed
above will be 3t the expense of the traveler and be deducted

from the emmployee’s payroll check within 60 days of the
seminar/conference/meeting date.
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Questions?




