General Fiscal Policy and Procedures

Travel
Use of Personal Vehicle

Employees will be reimbursed for use of their personal car on official County business as pre-approved by their supervisor.  The rate of reimbursement will be the same rate as established by the Internal Revenue Service for mileage at the time that the travel occurred.  

In-County

Only personal vehicle mileage and registration fees (i.e., a training class) will be reimbursed for In-County travel expense.  No meals, lodging or other such travel related costs within the boundaries of _____ County will be allowed for reimbursement.

Out-of-County

All Out-of-County travel is to be pre-approved by the appointing authority and sufficient funds remaining in the respective department’s travel budget line items.

For travel expenses incurred outside the boundaries of _____ County, the County reimburses all itemized expenditures as follows:

TRANSPORTATION:

With tickets for commercial transportation, a copy of the ticket and/or boarding pass along with confirmation of the purchase should be retained for accounting and auditing purposes.  

If a county vehicle is used in official travel, any gasoline/oil tickets (invoice) paid personally by the employee should be retained for accounting and auditing purposes.  

MEALS:  

Copies of all itemized meal tickets (receipts) should be retained for accounting and auditing purposes.  If an itemized receipt is not available, the meal may be reimbursed if deemed reasonable by the appointing authority.  The County will not reimburse for alcoholic beverages.  

LODGING:  

Lodging will be reimbursed only if lodging is outside the boundaries of _____ County.  Officials and Department Heads are strongly encourage to use reasonable judgment in determining if the over night stay is necessary.

A copy of the lodging bill should be retained for accounting and auditing purposes.  Movies and other discretionary services on a lodging bill will not reimbursed unless the employee can clearly document how such service was a benefit to the County and approved by the appointing authority.

REGISTRATION:  
In most instances, registration fees will be paid in advance by either the County or the official/employee.  If paid by the official or employee, you must submit a copy of the registration slip and/or other acceptable documentation of payment.

OTHER TRAVEL COSTS: 

In instances where other reasonable and necessary travel costs are incurred, a copy of a receipt must be included that clearly documents the nature of the expense along with a narrative of why the expense was necessary.

Immediately upon return from out of county travel, the official/employee should submit a Travel/Expense Form to the County Commission Office with the following attached: all receipts, agenda or brochure, and a brief description disclosing the nature and reason for the travel. 

Travel Advances and Use of County Credit Card for Travel

The County Commission will not issue checks or allow the use of change/petty cash funds for travel advances.  If the employee and/or official need such type assistance, they may use the County’s credit card.  Use of a card can be obtained by approval from the appointing authority and signing a card out of the Commission Office.  The individual signing out the card is personally responsible for its return and all associated required travel documentation.  

Under absolutely no circumstances can the County’s credit card be used to obtain cash advances or pay expenses of a personal nature.  Such prohibited use could result in disciplinary action, which could include termination and criminal charges.

County credit card charges not supported by adequate documentation will be reimbursed by the official or employee.  If such reimbursement is not made, the amount will be held out of their paycheck.
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