Inter Departmental Memorandum

TO: Constitutional Officers; Council Appointees; Executive Staff; Community Services
Board

FROM: Marcus D. Jones, City Manager V\J\S\
T

COPIES TO: Shenette Felton, Acting Director of Finance

SUBJECT: Mileage Reimbursement Rate Effective January 1, 2012

DATE: January 5, 2012

Effective January 1%, the City’s mileage reimbursement rate will be 55.5 cents per mile for business
miles traveled by personal vehicles. This rate remains unchanged from the mid-year adjustment that

hecame effective on July 1, 2011.
This mileage rate was recently set by the Internal Revenue Service (IRS).

Please feel free to contact Hermon Wheatley-Corbett at (757)664-4084 should you have any
questions.



Policy and Administrative Requlations

Chapler 3 FINANCE AND BURGET ADNMINISTRATION

Tille: CITY TRAVEL POLICY

EFFECTIVE:  January 1, 2007

FOLICY ORIGINATION: DEPARTMENT OF FIN )ZE AND B8 Sﬂ\l 385 SERVICES
APPROVAL 555 chenner 55 .(,.53(?;;&;%@!%

PURPOSE:

Il 1s the polley of the Clty of Nerfolk:

For tho employses {o absent themselves from reguler localion of dutles lo travel oul of
the Gily when such travel Is clearly beneficlal or necessary lo the offlelal businass and the
conduol of the affalrs of the Clty goverament, When considering lravel, employees shalt
conslder the cost effecliveness of the required traval, halanced with the business nesd,
protecting tha publle trusl and responsible use of publle funds is paramount,

That employses who make such lrave! shall be those in each Inslance who are
approprlale o the purpose of the travel by virlue of particular bensfils of the lravel In the
porformance of thelr dulles or by virlug of thelr abillly of positlon to sonduct 1he bushness
of the lrlps. The number of employses permiltad to travel from each depurtment should
be llmlted to the development of staff In areas consldered criloal for the accomplishment
of deparimontal goals, Dsparimonta should consider {he cost hensfit and operalional
impacls of group lravel. On-slle lralning should he considsred In the event thal more
than three amployses from a departmant are required (o lravel lo a slngle evenl. Prior
approval by an Assistant Glly Manager for more than three employaas from a depariment
for fravel to a single event [s requlrad,

No more than two Exacutive Staff members should travel on the same public trenspor
{plane, traln, bus, elo.). In no event should & direclor and assistant director be on the

same public transport,

That Irave! shall be subject Lo conlrols as lo approval procedures, frequencles of lravel of
individuals and of omployaes collectively wilhin unlls of lhe governmen, conflrmallon of
Justifioation or puspose of iravel andfos avallability of budgeted funds for travel.

For the Clly {o assume the obllgatton of reasonable and necessary oxpenses as Incurred
by employeas undortaking travel on hehalf of the Clty.

Employess are encouraged to use a ravel agency or discount Internet iravel services in
arranging iravel,

opati w Ofv |

For the purposs of this polley, out-of-lown traval is ait frave! cutslde the Cily's imits wilh
the axceplion of!

A, Travel batwaen Cily and nelghboring cllies, except wherein reimbursable lodging
Is required,

B, Trave! (o Inspect Clty-owned factilles in naighboring cltles and counlies,
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C.

Traval belwaen the Clty and nelghboring cllles and sounlies In connection with
{hs transporiation of ohildren 1o and from {oster homas sarved by live Deparimant
of Human Services (Diviston of Scclal Sarvices) lo be placed.

Responsibliiiiss

A,

The depariment heads and heads of offlces and agencles will ensure fhat
travelars are familiar with this polloy and related procedures.

The fraveler shall submil a raquest for oul-of-lown ltavel within roasonable
advanas Hime to allow normal processing, a minimum of two weeks before

deparlure,

The fravelor will prepare he voucher for reimbursement for lravel exponses in
accordance wilh thass iravel pollcles, procedures and insiruolions, Where lravel
is funded In whole or part by a State or Federal grani, the trave! ragulations and
reparting requitemants of the graniing agency also mus! be foltowed,

The fravol exponse voucher shalt contaln a slalement that the expenses were
aotually Incurred by (he traveler as necossary travellng expenses In (he
petformance of official dulies and thal tha travel clalm Is frue and corracl as to
overy matorlal maller, The namas of all persons for whom expenses have been
$nourred shall be listed on lhe iravel vouoher,

The Departmanl of Finance Is responsible for enforcing compliance with regard
{o this polloy,

Approving Authorily

A,

Wilh the exceplion of the Clly Councll members, Elacted and Appolnted Offlclals,
and members of thelr respeoliva stalfs as olherwlze provided in this poficy, oul-
of-lown kavel shall be approved by the deparlment head by oharge of lhe
depariment In which the employes requesting travel Is assigned, The lravel of
oxeculive siaff office and depariment heads, assistant clly managers, and so
forth roquires (he approval of the Clly Manager or designes. In those divisions of
ihe Cily which do not comprise a depasiment, the Initlal recommendation shall be
mads by the diviston head with finel approval by ihe Gily Manager or designee.

Travel by any employea oul of country must be & approved In advance by the
Cily Manager or designes,

Whero lravel does nol require more than one day, lo and selurn, and does nol
require overnighl ludging, approval of a requesl may also be made by a
dopariment head or histher duslgnss.

Approval, with regerd 1o his section of the polloy, pertalns fo the aulhorizallon to
iravel and the requost for cash advanae and payment voucher,

Fransporiation

A,

Modo ~ lhe mos! efficlent and economical melhod of travel, Including group
iravel, If more lhen one employsa from a depariment has been authorized to
lravel, should be used for each (rlp based on lhe following criterla;

1, The nature and urgenoy of the business,
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The time of s travel. )

The cosl of lranspordalion and any assoclalsd en-roule oxpenses
including meals and lodging,

The number of persons making the trlp.

The distance to be lravslatl,

City Vahlclas

1.

Clly vehlclos should be used whenever possible for ground
wransportation to and from (he desiinalion, subject lo the safe and
agenomical condiilon of the vehlele or vehliclen assigned or avallable,

Conynerolal Afrcrafl

1.

Alrcrafl may be used when this has been defermined to ba the mosl
seonomlval and feaslble means of ravel, When a (rp Is over 176 miles
and alr fransporiation ls avallable, the foastbilily of lravaling by afr should
be consldered,

The fare of commorcial alr ransportation on any {tlp should nof exceed
lhe lowest avallable slandard economy fare except when an econony
fare Is not avaliable, The use of advanced reservallon, non-refundable,
excursion fares ls slrongly encouraged for frave! for all employess below
the dopatiment head level where the meeting, tralning or other business
engagement will bagin or ond on the day before or the day afler a
weakend and the uss of the fare will result In a cost savings. Excursion
{ares may require the lraveler lo spond Saturday night al the deslination.
Whare the lravel meels ihe qualifications io uas the exourslon fare and a
sosl savings wilb result, lhe employes should cansider the use of lhe
excursion rate, When elesled, the employae will be relmbursed 1he cost
of the excursion fare, plus the oxira cost of meals and lodging thal would

bo required lo use thal class of fare,

The uge of {Irs! class alrfare is limited for absolute business necessities
or heallh renson. Cross counley non-slop llighls over four hours with
immediate meatings or evenis {ollowing the flight may be consldered.
Under all clrcumslances lhe appropriate use of publle funds and {he
publile frust must be constderad,

Whers an employea 15 adverse lo fiylag, 1his seclion 1s nol lo be
consirued as Imposing the obligation of using alroralt Lravel, Howaver,
the mileage relmbursement wit be limlled lo the amounl of the lowas!
slandard ecopomy commarclal airfare avaliable betwean the polnfs of
traval and ralmbursement will nel be matle for any lodglng or other cosls
enroule related to the uso of the private aulomoblle or ofher commerclal

carrler.

Privaie Automohlle

1

Use of an employee's privale aulomoblle may be authorlzed by a
depariment direstor If other means of lransportation are nol feaslble or
where the Clly's convenlence or wharo tho number of iravelars Is bost
servad by thig lype of {ransportation.
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2, If City cars are nol avallable, travelsrs will be relmhursed al a ralo
determinad annually by the Clly Manager for normat expenges such as
gasoline and ofl, and olher rauline vehicle expsnses.

3. Speadomator mileago readings wilk be iaken at departure and ardval
times and will also ho shown on the expense voucher,

4, The shorlest, most sconomlcal route Is the rouis that will be aulhorlzed
for payment. Mlieage In excess of thal requlred for the trlp plus a
reasonable allowante for local lravel al deslinalion wii require
subslantiation In ordor lo be reimbursed.

6. Expenses such as parking fines, Yralflo fines, and {he cost of toving and
ropalrs on & privale vehlole will not be relmbursed.

1. . I iravel s parformed by any common carrler and lhe fare s pald by the
employes, a racelpl must ba ohlained for relmburserment.

2, No traveler shall be allowed alther mileage or Iransportallon expense
when transporied by anolher traveler who Is entiflad o mileage or
{ransporlation expense.

3 Commerclal for-hilre vehigles (Budgel, Natlonal, Hotlz, Avis, olo) are
permitlad for out of lown fravel, Tho traveler, however, may be raqulred
{o Jushfy the need for such rental or for-hlre vehlele In connection with the
purposes of the kip. The rental vehlolo chosen musl be the most
aconomloal avaliahle, given the purpose for whioch {he vehlcle will be
used, Traveler should purchase llabllily and properly damage insurance
provided by the renler al the lime of rental confirmatlon.  Geverage
should extend through the entire rental period.

Lodglng :

Employass, or olher persons properly dosumented and officlally recognized as serving
the Clly's Interests, will be relmbursed for the aclual cost of lodging al the single
eccupancy rate excepl In those cases where il can bo shown that single oceupancy
accommodations were not available or not In the bhost Interest of the Gy,
Relmbursement of lodging must be subslantialed by pald bills, When {wo or more
peraons lravel logether, the use of a double room may be undsrtaken on a voluntary
basls. The smployee must obtaln the government room rate, whenever it Is avallable,

‘The need for lodging shall be substantialed In tho travel authorizalion request and will he
based on the distance from Norfolk and the nalure of the business thal requires the
ravel. In most cases, the destination must be al least ohe and one-hall hours from
Norolk. Where lodging s requested and the lrave] doas not meet the time «listance
raquiroments slaled above, the Justification for lodging must be allachied lo the travel
request and approved by lhe Clly Manager's Office prlor fo the commencement of the

travel.

Meals

A. Employess are parmitted 1o ho rolmbursed for meals on a per dlem basls or
basad on meal receipls. On a dally basls an employes musl determine whsther
to clalm relmbursement on a por diem or mesal recelpls, For example, an
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employae is not parmitted to olalm a por dlom relmbursemenl for hreaklasl and
lunch and clalm & recelpl velmbursement for dinner on lhe same day. An
smployee, however, may claim a per dlem relmbursement for all meals in one

. day and a recalpl relmhursement for all meals on another day.

Par dlem reimbursement for subsislonce while on offlclat business, Including tips,
Is limitad lo $30 por day. ($7 for broakfasi, $10 for funch, and $13 for dinner),

If it becomes necessary to spend In excoss of the $30 dally Hmitellon, meal
racelpts must be submilled for that day lo recelvs relmbursement of the aclual
amount spant, Breakfast, lunch and dinner must be separatsly lemizad for each

day on the expense voucher,

When imeuls dre part of a business program of a conference or seminar and lhe
cogl 1y not covered in the ragislration fee, lhe acluat cost wil be reimbursed if
proparly dooumented. Tho olher meals on thal date will be In accordanece with

sybparagreph B, above,

When multiple employess are lraveling together, ona payment may ba mata lo
cover meals for all employass. The smployse randering payment Is sliglitte for
raimbursoment In accordance wilh lhe guldelines speoifled In infs dociment.

Incldental Expenses

The foliowing Incldental iravaling expahses will be reimbursed, if recelpt ls
providaed, while on offfelal lnsiness:

1. Ferry fares and bridge, road and tunnsl tolls,

2, Taxi, alrport limousine or bus fares, Reasonable sffort shail be made lo
obitain the most aconomleal ransporlalion lo and from afrports,

3, Fees for sloring or parking molor vehlcles,

4, Confarence or seminar raglstration fees.

8. Fees for professlonally orlsnled field ¥rips or other spaclal evenls

sponsored by a conference or saminar,

6. Charges for speclal ransportalion of supplles or malerlal necessary lo
the purpozes of the ravel,

7. Talaphona, fax, and lelegraph charges when relatad to the business of
the Cliy or directly of asslatance to the travelar In ald of arrangemsnis of
the travel and when ldeatited as fo person andfor office oalled. The

empioyes shall be relmbursed for the roasonable cost of one personal
telaphone call every other day of {ravel,

8, Fee for {raveler's checks when the value of such cheoks does nol
exceed any advance Clly funds or esliniale of expanse.

9. Tips and gralullles when reasonable and explalned not to axceed 20%,

10, Reasonable charges for looal telephone calls,

11, Reasonable business related intarnal felephone charges,
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12, Instirance on renlyl cars when oblained for officlal City business,

13, When an employse Is required lo ravel and as & resull has o provide
dependsnt care or nssisied living arrangements for depondent famlly
nombars In the employee's absencs, the Cly will pay up lo $26 per day
to asslst with expenses resulling from business lravel. The employee
must provide sufficlant documentalion verlfying the relallonship and
financlal burden for the Individuals requidng oars. Depariment haads are
raquired lo review documentation and determine thal the need [s Jusiified

pilor to travel,

14. When an employae s required to iravel and as a fesuli has lo provide
animal core oxponses, (he employos musl submil a letter o thaelr
depariment head cerllfying thal no other animal vare arcangemenls could
be seowed. Pre-authorizallon must be granted by your depariment head
In order for you lo be relmbursed by the Clly for basle anlmal care. The
Clly will pay up to $17 per day for room and board only. Any additional
cosl Inovrred, such as cost for shols, exira food, grooming, ele are not
conslderad ellgible cost and will not be relmbursad by the City,

B, Recelpts for Inoldantal expenses must be obltalned and subniled with the
travaler's request for relmbursement within a reasonable period of #me.  Other
flams must be reasonable and subjeot lo explanallon when requesied. Al
recalpts should contaln the amount of the paymenl, the dale, (he locallon and the
name of the vendor. If the expense Is Incurred In conjunciion with a mesling or
other avenl, lha racelpl should contaln a descripllon of the lype of mesling or
avanl, the purpose the namas of the persens for whom {he expense Is lnourred
and the nalure of the business relationship with those Individuals.

C. The Clty does not support or encourage lhe use of alcoholle beverages.
Howaver, [t Is recognizad thal in certaln business-soclal sellings a jimited serving
of such beverage may ocour, as parl of or expecled business socla) grace.
Relmbursemen! for reasonable expenses for aleohollc beverages may be
parmittat only when the Cliy Is hosting a business salated group meating or

meal,
D. The following Rems will not be relmbursed 1o a {ravelen

1. The cosl of alr travel Insurance uniass the Glly of Norfolk is the named
Bensliclary.

2, The cost of closad clreulfoable TV movies,

3. Any fine, ball bond or fegal expense resulling from an acllon or aclions

by & traveler In the courae of lravel unless the spacllic aclion or acllons
enuslng suoh expensa wasfwere an officlal aclion and wasfwere deemed
ynavoidable rather than a personal acllon and an avoldable acllon, In
cage of quoesion, alf pertinent faols shall ba submillad to the Clly
Manager for review and daeclslon,

Vil Advance Registralion Fees

it s somelimes hensficlal to submit registration fees or deposils for lodglng well In
advance of aclual fravel, In such cases, It will be necessary for lravel authorlzallon forms
to be submilted In such fima that approval of lravel and processing of a check can be
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VIK,

handled on a routine basls, Tolal estimated cast of trave! will Includs the reylstralion fes
or deposit,

General

A,

Deparlure and arrivel times for expense reporiing purpose will coinckie with
departure from and relurn to homa or office.

If a (raveler assumes an expense for a person other than a Glly of Norfolk
employes, relmbursemant will be made for that iravelsr's axpenses subjeoi to the
same limiiations contained In this polioy. The employee is aiso required to
dogument! lhe nalure of assoolallon, description and purposg of the meeting of
ovenl, and amount of expense on the {raveler’s vaucher. Examples of parsons
othor than Cliy of Narfolk employess would be a cllizen beard or commission
member, business conlact, or parson In custody. |l Is required that such other
people have direol and then curtent business wilh the Clly,

For a non-employes person lravaling on busihess for the clty, Le, cilizen board
or commission member, when such lraval requlres overnighl fodging or
commerclal iransportalion, the procedure of submigsion of a reques! and ali othor
provisions of lhis poliey shall he applicable.

Il is possible thal clreumstances coulkl require a iraveler lo remaln absent
overnight when the orlgina) travel plans indlcaled olherwlse or could requise a
change In mode or schadule of fravel, In such casas, the fraveler will notify
his/her deparlment head as soon as possible and the exponse voucher
submitied upon relurn must note any revision,

Expenses, whon significant, thal are other than those elsewhere Identiffed In this
polloy, Lo, purchase of supplies or malerlals, conduct of programs or activitles,
shouid he submilled by requost and voucher separalely from the eniployes's

travel requsst and voucher,

When an employos is relmbursed or Is to be relmbursed for any expense of
lravel by other (han the Clly, or when any expense of travel Is withaut charge to
(he employee, the employea shall not make ofalm for such expanse to the Clly.

Code of Virglnla, Sectlon 2.2 -3103, stales that no officer or employae of a siale
or local government of advisory agoncy shall solich or actept money or other
thing of value for services parformed wilhin the scope of his officlal dutles, axcept
the compansalion, expensss or othor remunerallon pald by the agonoy of which
he Is an offlcer or employea. Travel and expsnses thereto, as well as honeflis as
iy he received In the course of lravel, may be regarded as belng Included
within the intent of that sectlon of the Stale Catle. When, sither in anficipation of
travel or In the course of (ravel, an employse or fraveler will have the expenses
or heneflls of travel or any part thereof provided for or pald for by other than the
Clly, the amployge Is obligated to assure, before Inviling, accepling or rocelving
such expenyes or benefils, thal there Is no conflict with the asbove Code
requlramonts or with good judgement, In the case of an employes having
questions In any such sllualion, the matler should be reviewed with the

employes's inunadlate supsrvisor,




H. QGenarally, roimburaement of expenses under these pollcles are exoempl from
federal and stalb income taxes. Some rafmbursements, however, are nol, These

fnelude;

4, - Mouls: If the lravel doas nol require overnight stay by the smployes,
moal relmbursements are conslderad laxable,

2. Rolmbursement for vare of dependenl family members Is consldered
jaxable,

3 Roimbutserment for care of animals 1s conslderad taxable.

Any reimbursement for the ahove stated clrgumstances must be properly reported to the
IRS. A copy of each lravel claim which have these lypes of relmbursemont should he
forwarded to the Payroll Manager in the Department of Finance and Businass Sorvices, to
ensuro appropriate omployee tax treatiment.

X Iravel Forms
The Irave! aulhorfzailon form and lrave) expsnse voucher form may be oblainad by
daparimanl or offices from the Print Shop, Employses nyay oblaln forms and vouchers
fram lheir suparvisory office,

X, Adyance of Funds
The employee authorlzed to fravel may secure an advance of funds (o cover anliclpated
cosl of (ravel by presenling the approved {ravel advance form lo the Clly Treasuror,

K. Selllemants
Tho Cly Treasurer Is aulhofzed lo advance lravel funds within the lan-day perlod prior to
the dale iravel is lo commence,
Tha travel expenso voucher mus! ba filed with the Department of Finance within 15 daya
aftar the return of he employae to the Cily. The voucher will be processed In thal
tepartmenl In such fashion as (o anable (he employes to liquidate ihe advance wilhin 30
days of relurn,
Travel approval may be wilhhald fo any enployee if proper and limely vouchers have not
boen fMled by the smployas for one or nore prior lrps,

X, Devialions from Yravel polley guldelines
Doviatlons from the Glly's Travel Policy are permissible whare axlenuating circUmslances
exials and proper approval has buun oblalned, Unlque travel needs by a department thal
are contrary Lo the Clly's exlaling Travel Polloy must be submitted In wrlilng to the City
Manager or histher deslgnes for approval prior 1o Implementation. n the absence of
approval lo do otherwise, the Glly's Trave) Polloy shall ba enforced as wiitlen,

XY,  Effgclive Dale of Clly Travel Polloy
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