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Subject: Travel

POLICY:

Cumberland County Government shall provide for frinsement of an employee’s

travel expenses when properly appraretifinancial resources are available. The policy
shall provide for a balance betweewdt#or official business and cost containmentis It
the County’s intention that employeesafrom home on County business may travel in
reasonable comfort and as safely asilples In no instances will the County advance
money for travel unless approved by freeholderluti®m as required by law.
Arrangements must be made utilizing purchase dgjesr cost incurred are to be
reimbursed. Reimbursement will be made for emm@aasts only. This policy applies to
all employees regardless of funding source.

Il. DEFINITIONS:

A. Allowable Expenses

Those which are necessary in transacting the affmisiness of the County. Only
those expenses which are incidental to the usumafarts of a traveler will be
reimbursed. Expenses for laundry, entertainmexiét\service or the like will not be
reimbursed.

B. Transportation

Includes all necessary official travel orraads, airlines, buses, taxis and/or rental
cars.

C. Training

Includes conferences, seminars, workshopsjestions or any other formal session
whether residential or not, that is providedneet educational needs.

1. PROCEDURE

A. Department heads shall:
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1.

2.

4.

Include anticipated travel needs in their ahbudget request.

Approve employee travel after the budget regisespproved by the County
Finance Department.

Ensure that employees are informed about that@dravel policy and
procedures.

Maintain appropriate records for accountingsiach expenses.

B. Transportation

1.

When available, use of a county owned vehisdl 9e the first means of
ground transportation.

Travel to points outside the state must be ngdbe most cost efficient
method available. Documentation supportingrahtive modes of
transportation are to be submitted piedrip.

All travel must be by the most direct, econahand usually traveled
route. Any extra cost incurredifgirect travel for personal convenience
will be borne by the employee.

Mileage allowance will be provided when an emgpk is required to use
his/her personal véhiqsee policy #5.03 and/or the pertinent CBA)

. Air Travel

a. Reimbursement for cost incurred due to excess
baggage/extraneous services wilhe responsibility of the
employee.

b. Employees shall use the least expensive caaeh f

c. Requests to use specific air carriers that dvoegult in higher costs
will not ppermitted.
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3. Taxi Service

Necessary taxicab charges are permitted, Viwgavel to and from airports
and downtown areasudth be accomplished by regularly scheduled
limousine service wHess costly than a taxi service. Please notesbeof

an airport limousine service from your homéhte airport and from the

airport to your home is not allowed.

4. Rail
Rail travel is permitted when financially pard. However, should a special
request for rail seevbe made that is not the least costly means,ig&on

may be granted wite &mployee bearing the difference in cost.

C. Hotel Accommodations

1. No overnight travel is permitted within a 10@0ewadius unless
pre-approved.

2. Generally speaking, hotel accommodations dasdrin the conference
registration forms aeenbursable expenses. However, if the room @&arg
includes and extra charge for a spouse that charge shall be at the expense
of the employee.

3. If hotel accommodations are not included/predithy the conference or if a
hotel room is neededdome other reason, the employee shall stayeabbn
the County’s corporhtgels. If the employee chooses not to stay atarthe
corporate/preferredesy the cost reimbursement to the employee will n
exceed the room rhatd the County would have paid at the
corporate/preferredeho

D. Meals

The maximum reimbursement rabesrfeals including tip and taxes are as follows:

Breakfast $10.00
Lunch $15.00
Dinner $25.00
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1. When a meal is an integral part of a conventioconference proceeding the
full cost of the mémakreimbursable.

2. If ameal is included in the registration fee allowance for that meal ot
eligible for reimbursement.

3. No allowance is made for meals served as parasportation
accommodations whendbst is included in the transportation charge.

4. Reimbursement for meals requires original irmdipaid receipts. Employees
will be paid for the actual co$tlee meal plus taxes and tip (20% maximum)
up to the maximum meal allowance.

5. Reimbursement for off-site meals is allowed wheeals are part of the
working arrangements of the particular emplegitdocation unless said meal
cost is paid as part of a conference or tngiciass fee.

6. Breakfast is allowed when an employee, whogelae workday begins

between the hours of 6:00 a.m. and 8:30 aartssvork two or more
hours before the employees nostating time.

E. Telephone

Business phone calls made duritigpaare reimbursable however, personal phone
calls are not reimbursable.

F. Non-Reimbursable Expenses

1. Barber, beauty parlor, shoe shine

2. Insurance on personal property

3. Shows, sporting events, health club costs

4. Costs involved in making circuitous side trgp personal convenience
5. Fines for parking tickets or traffic violations

6. Loss of personal property, clothing, jewelty. e

7. Loss or theft of cash advance money or petgands
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8. Travel/commuting to or from normal work locatio

personal use

9. Purchase of clothing, toiletries, magazinesispapers and similar items for

10. Travel insurance

11. Maintenance or repaipefsonal property

12. Reimbursement will not be made for unnecessaexcessive

expenditures: i.e. GPS systememtal cars, first class upgrades on
flights, gum, snacks, coffeeghase during local travel.

13. Charges for alcoholic beverages.

G. Reimbursement: At the close of the year ralldl and mileage vouchers must
be submitted since expenses damnoarried forward into the next fiscal year.
Travel reimbursement requestsckviare not submitted or encumbered in a
timely manner as to be processetihe close of the year, will not be payable
under the “prior year liabilitghd will not be paid. It is the responsibilitytae
employee and the department head to ensairéutids are encumbered in an
estimated purchase order fordrand meal reimbursements late in the fiscal year.

H. When submitting a reimbursement request foeagps related to a training

conference, you must include a copy of yanference registration form and
brochure. Failure to include this informatiwill delay the processing of your

reimbursement.




