The Pay Plan

Payment of Travel Expenses

Personnel Policy
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ARTICLE HL THE PAY PLAN
Section 18. Payment of Travel Expenses

Expenses incurred as a part of the job for travel and training purposes with the Town will be
reimbursed at the mileage rate set by the IRS, lodging paid at actual reasonable costs, and meals
at the established per deim rate will below which will be used for meals if traveling outside of a
fifty-mile (50) radius. The per diem and IRS rates will be reviewed annually by the Human
Resource Manager:

% Breakfast- $8.00
» Lunch- $10.00
» Dinner- $19.00

General guidelines for travel and training expenses:

a) Traveland training requests must be funded within approved budget line items

b) Travel and training requests (including registration fees, lodging, transportation and advance
requests) must be prepared on a “Travel Advance Request Form™ with an approval from the
department head and town manager

If the travel request does not include registration fees, lodging or overnight travel, the
“Mileage Reimbursement Request Form™ can be used in lieu of the “Travel Advance Request
Form”.

c¢) Travel expenses shall reflect correct and complete expenditures that were incurred by the
requesting party.

d) No reimbursement shall be allowed for the spouse of Town Commissioners, Town Manager,
and employees. If for convenience airfare or hotel registration are booked at the same time as
the traveler for spouse or travel companion, reimbursement to the Town must be paid as soon
as possible.




e) No reimbursement shall be allowed where those costs are incurred and accounted for by
another person (i.e., two persons traveling in one vehicle cannot claim duplicate
mileage/travel costs).

f) Subsistence shall be reduced for any meals or lodging included in the conference, seminar or
meeting registration.

g) A complete “Trave] Advance Request Form”, with original receipts attached, must be
submitted to the Finance Department within seven (7) working days of return if not turned in
ten (10) days prior to departure. :

h) All travel must be by a usually traveled route (google earth, yahoo maps or equivalent). If a
person travels by an indirect route for personal convenience, any exira costs will be at the
traveletr’s expense.

i) If Town travel is combined with personal travel, the traveler must indicate such on the Travel
Advance Request Form. The traveler will only be reimbursed for those expenses that are
clearly Town related. Meals and lodging will only be in effect during the actual period of
time spent on official Town business.

j} A photocopy of the program or agenda of the conference, seminar or meeting itemizing
meals, lodging or fees must be attached to the Travel Advance Request Form.

k) No receipts are required for per diem rates. Meals which exceed these limits by reason of
location or type of function will be the employees responsibility unless prior approval by the
‘Town manager,

Per diem costs and mileage allowance will be verified by the Finance Department at the time
each form is received.

Attachments: Travel Advance Request Form
Mileage Reimbursement Request Form



000$ [2301 pueis

000$ - Q0 | Snoaue|@Isiy
000 "l 0 W s|eap
QO.O% T ”..”., R O “ ,5.,:5.5, o ‘ —mu.o—-_
00°0% . 0| ” : s994 uonensiboy/acualajuos)
moo.ow,._. ST T ) abeaiW fuonepodsuely
[ | VN ey
- sasuadxg [=10L sheq : (s.ep11y 3deox3) asuadxg jo uondudsaq _ asuadx3 jo adAL

Jo # | sosuadxa Ajleq |

paubis sjeg

ainjeubis Jabeuep) umoj

, : paaoiddy 23eqg aimeubis peaH 1deag
atmeubls sakojdwg
; 1 " F
‘AINO TLIHM | 00°0% __peasanbay aoueApy [B30L
iGNV OVTa NI WHOd INTdd e e e e __eAel) jossoding
ﬂ NOA 0} 21 UIN)ay
PEDURADE SPUR JO JUNOWR BUY JOA0D | i =:;eq eanpedaqg
03 uonpap v_umcu>ma e _.M Jns=u T T ) uoneunsag
, LeD 33ep LINJ2L INoA 10 SAEP OT o o s
uim sd@oal um Hodad asusdxe e e R i £ ok o e usuiedsq
i ueepwnoud oy aunpeg tuopSp Ul f L . Buoud
-1 peyess sesodind sy doj pasn ag |[im R L SSIIPPY [IBW-3
, i spunj paisanbat ayy Jeuy sa1be NoA b ) k
P wwog sit Bumugns pue Buubis Ag ! i SS2IppY J3[PARIL
; FOILON LNVIHOdINI B o T mm——— o :zw.wm_mz,wm‘_ww.mww.;
_ e T T T T paqiugng 33eg




HIAFIAINN INNO2DY

AIAQYddY 31va
(FUNLYNDIS) A9 AIAOUddY
Q3aLLwans itva
95" 3104 360N ana INNQWY 1V.LOL
0 SI1IW TV10oL
SN 3S0d¥Nd/NOILYD01 3lvda
{ 1B3A/YIUO|A] SWieN) ¥04 1S3N034 LNIFNISHYNINITY IDVITIN

OdOdSNVMS 410 NMOL




