
 

Memorandum 

 
 

 

TO:   Distribution List 

FROM:   Paul McCulla, County Administrator     

DATE:   May 10, 2017 

RE:   Minutes of the April 24, 2017 Finance Committee Meeting  

 
Committee Members present: Ms. Mary Leigh McDaniel and Mr. Chris Granger 

The Finance Committee met on April 24, 2017 at 10:00 a.m. in the Warren Green Building, 2nd Floor Conference Room.  
This document reflects the official minutes of that meeting. 

Reports 

County Treasurer’s Report: The report on Delinquent Tax Collections was presented to the Committee for their 
consideration.  March delinquent balances were $1,876,902 for Personal Property and $2,181,557 for Real Estate.  

County Attorney’s Report: Tracy Gallehr, Deputy County Attorney, presented the County Attorney’s report to the 
Committee for their consideration. 

Health Insurance Fund Report: An update on February’s Health Insurance was delivered.  Expenses total $20,352,913 
through February and are 8.6% higher over the same period of FY2016.    

Management and Budget  

1. Revenue Report – The revenue report was presented to the Committee for their consideration. 

2. Budget Action Report – Three items were presented with funding requested from Contingency Reserve. 

Further update on the items is noted in the Contingency Reserve section of the report.  

3. Contingency Reserve Update – Two items were recommended for consent agenda.  One was not 

recommended for consent and will be placed on the regular agenda.    

4. Grant Items – No new items were presented.  

Discussion Items  

1. A revised travel policy was presented to the Committee for consideration. The Committee 

recommended approval of the policy updates for the BOS’ May meeting. The policy, if approved, would 

become effective July 1, 2017 to coincide with the new fiscal year.  

 
 

 

 











FAUQUIER COUNTY GOVERNMENT AND FAUQUIER COUNTY PUBLIC SCHOOLS 
JOINT FINANCE COMMITTEES HEALTH INSURANCE UPDATE 
Report Data as of February 2017 
 
FY 2017 Budget Update: 
Year-to-date expenses from the Health Insurance Fund (the Fund) are at $20,352,913 compared with 
$18,740,932 at the same time last year.  This represents an increase of 8.6% over the prior year, down 
slightly from February year-over-year increase of 8.7%.   
 
February medical claims were $1,720,146 and prescription claims were $354,078 for an actual total claims 
paid of $2,076,224. The top three high cost claimant conditions for the plan year remain the same as last 
month and are Sepsis, Fracture of the Lumbar Spine and Fracture and Myasthenia Grovis Myoneural D/O 
(neuromuscular disease). We have received stop loss credit of $691,632 and a prescription drug rebate of 
$76,421 for the plan year. 
 
In comparison to the FY 2017 budget, expenses are running at approximately 106% of budget through 
February 2017. When adjusted for revenue trends and the Fund’s performance overall, the fund is running 
at approximately 103.8% of budget. The Fund began FY 2017 with a reserve balance of $8,014,749 or 
$975,924 over the FY 2017 reserve requirement of $7,038,825. 
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Finance Committee Budget Action Report 

April 24, 2017 

 

Budget Actions Summary – FY 2017 

Transfers Contingency Reserve $36,791 

 

Requesting 

Department 
Description Amount 

Category 
Action/Explanation 

From To 

   Consent Agenda  

FY 2017      

County 

Administration 

Donation to Fauquier 

Free Clinic  
$25,000 

Contingency 

Reserve 

Fauquier Free 

Clinic 

Transfers a one-time contribution of 

$25,000 from Contingency Reserve 

to the Fauquier Free Clinic for the 

adult dental program.  This program 

was fulfilled by the Free Clinic when 

the State ended the program in 2015 

through the Health Department. 

County 

Administration 

Donation to Community 

Touch 
$10,000 

Contingency 

Reserve 

Community 

Touch 

Transfers a one-time contribution of 

$10,000 from Contingency Reserve 

to Community Touch in order to 

assist in the replacement of the 

damaged Ark roof, to augment 

already fundraised dollars for the 

project. 

County 

Administration 

Donation to John 

Marshall 

Commemoration Event 

$1,791 
Contingency 

Reserve 

The John 

Marshall 

Committee 

Transfers a one-time contribution of 

$1,791 from Contingency Reserve to 

The John Marshall Committee in 

order to cover one half of the cost of 

the materials for the John Marshall 

Birthday Commemoration.  
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Column1 Dept/Fund Description
Date 

Approved 

AMOUNT

Appropriation (+)

De-appropriation (-)

Local 

Match

Y/N

Comments

1 Sheriff's Office Insurance Recovery for 2015 Explorer, VIN#3809 7/18/2016 553                            N

2 General Services Appropriate fees for the Warrenton Partnership for custodial services 7/18/2016 700                            N

3 Sheriff's Office Insurance Recovery for 2010 Charger, VIN #3702 and 2015 Tahoe, VIN #5314 8/1/2016 4,024                         N

4 Airport Fund Appropriate DOAV Maintenance Grant funding 8/1/2016 3,020                         Y Local match from existing department budget

5 Sheriff's Office Insurance Recovery for 2015 Explorer, VIN#3809 8/1/2016 2,129                         N

6 General Services Appropriate fees for the Warrenton Partnership for custodial services 8/9/2016 100                            N

7 Airport Fund De-Appropriate DOAV grant funding to actual award amount, based on actuals 8/9/2016 (712)                           N

8 Env Svcs-Convience Insurance Recovery for 2SW003, 2007 Mack  Roll Off Truck, VIN #6623 8/22/2016 91                              N

9 General Services Insurance Recovery for total loss of 2001 Ford E350 Box Van, VIN #1662 8/22/2016 2,500                         N

10 Sheriff's Office Insurance Recovery for 2015 Explorer, VIN#3809 8/31/2016 1,619                         N

11 Sheriff's Office Insurance Recovery for SD80, 2010 Dodge Charger, VIN #3702 8/31/2016 1,992                         N

12 DFREM Appropriate misc revenue for reimbursement of OT to DFREM staff for special events8/31/2016 294                            N

13 Sheriff's Office Insurance Recovery supplemental funds for SD80, 2010 Dodge Charger, VIN #3702 9/7/2016 106                            N

14 Sheriff's Office Insurance Recovery for SD92, 2014 Dodge Charger, VIN #7975 9/7/2016 1,126                         N

15 Env Svcs-Landfill Insurance Recovery for Landfill 2015 John Deere 5100E Utility Tractor, VIN #0213 9/7/2016 1,783                         N

16 F&R Levy Fund Appropriate funds from sale of vehicle by Fleet 9/7/2016 1,708                         N

17 Sheriff's Office Insurance Recovery for SD1347, 2008 Ford Crown Victoria, VIN #4411 9/26/2016 635                            N

18 Env Svcs-Landfill Insurance Recovery for Landfill 2015 John Deere 5100E Utility Tractor, VIN #0213 10/17/2016 1,424                         N

19 Sheriff's Office Insurance Recovery for SD142, 2014 Ford Explorer, VIN #5375 10/17/2016 63                              N

20 Sheriff's Office Insurance Recovery for SD59, 2015 Ford Explorer, VIN #3812 10/17/2016 2,500                         N

21 Env Svcs-Landfill Appropriate additional grant funds awarded for Litter Prevention and Recycling 10/17/2016 153                            N

22 Parks & Rec Appropriate, due to contract term, reimbursed deposit for unexpended ESI review fee10/24/2016 4,945                         N

23 F&R Levy Fund Appropriate, due to contract term, reimbursed deposit for unexpended ESI review fee10/24/2016 5,265                         N

24 Social Services Appropriate funds for Fostering Futures program 11/3/2016 12,600                       N

25 Social Services Appropriate funds for Family Preservation/Placement Prevention program 11/3/2016 6,770                         Y Local match from existing department budget

26 Economic Dev Appropriate sponsorship funds for Gold Cup event 11/3/2016 5,540                         N

27 Sheriff's Office Insurance Recovery supplemental funds for SD41, 2015 Ford Explorer, VIN3809 11/3/2016 2,500                         N

28 Sheriff's Office Appropriate funds received for recycled goods 11/28/2016 687                            N

29 Ag Development Appropriate additional grant funds awarded for VLCF 11/28/2016 11,130                       N

30 DFREM Appropriate special events overtime reimbursement 11/28/2016 4,895                         N

31 F&R Levy Fund Appropriate EMS instructor fees for training classes 11/28/2016 185                            N

32 F&R Levy Fund Appropriate insurance recovery funds for Lois vehicle 12/5/2016 3,605                         N

33 General Services Appropriate insurance recovery funds for total loss of 2010 Ford F350, VIN6611 1/7/2017 12,864                       N

34 Sheriff's Office Appropriate insurance recovery funds for 2014 Dodge Charger, VIN7994 1/7/2017 469                            N

35 DFREM Appropriate insurance recovery funds for 2011 Dodge Charger, VIN9725 1/9/2017 1,082                         N

36 Management & Budget Appropriate reimbursement from VA Tech for Leadership in Local Govt wrkshop 1/9/2017 2,625                         Y Local match from existing department budget

37 Community Development Appropriate funds for Upperville Survey/Nomination Update State Cost Share Grant 1/9/2017 3,000                         Y Local match from existing department budget

38 Economic Development Appropriate funds for Gold Cup sponsorships 1/30/2017 3,250                         N

39 Sheriff's Office Appropriate funds from USSS program 1/30/2017 4,052                         N

40 Airport Fund Appropriate insurance recovery funds for fence repair 1/30/2017 96                              N

41 Agriculture Development Appropriate mini-grant funds for Beginning Farmer Program 1/30/2017 850                            N

42 Agriculture Development De-appropriate VDACS funds based on actual award 1/30/2017 (163,050)                    N

43 Sheriff's Office Appropriate funds from SCAAP program 2/6/2017 6,431                         N

44 F&R Levy Fund Appropriate funds for training registration fees 2/14/2017 270                            N

45 Airport Fund Appropriate funds for fence repair grant 2/14/2017 1,000                         Y Local match from existing department budget

46 F&R Levy Fund Appropriate funds for training registration fees 2/14/2017 5,678                         N

47 F&R Levy Fund Appropriate funds for training registration fees 2/14/2017 1,050                         N

48 F&R Levy Fund Appropriate insurance recovery funds for two damaged rescue vehicles 2/14/2017 1,574                         N

49 Sheriff's Office Appropriate DMV grant funds 2/28/2016 26,619                       Y Local match from existing department budget

50 Sheriff's Office Appropriate insurance recovery funds for SD-125, 2014 Dodge Charger, VIN7994 2/28/2016 1,388                         N

51 F&R Levy Fund Appropriate insurance recovery funds for Warrenton 2008 Pierce Pumper 2/28/2016 1,000                         N

52 Airport Fund Appropriate DOAV Maintenance Grant funding 3/13/2017 1,374                         Y Local match from existing department budget

53 Social Services Appropriate PATH "Make it Happen" Grant funding 3/13/2017 10,000                       N

54 Sheriff's Office Appropriate insurance recovery funds for SD-110, 2013 Dodge Charger 3/13/2017 1,914                         N

55 Sheriff's Office Appropriate payment received for damages to a Sheriff's Dept vehicle 3/20/2017 60                              N

56 Sheriff's Office Appropriate insurance recovery funds for total loss SD-1347, 2008 Ford Crown Vic 3/20/2017 2,500                         N

57 Sheriff's Office Appropriate insurance recovery funds for 2015 Ford Explorer, VIN3809 3/20/2017 570                            N

58 Airport Fund Appropriate FAA and DOAV Funding for Terminal Apron and Access Rd 3/20/2017 7,794                         Y Local match from County CIP

59 DFREM Appropriate special events overtime reimbursement 3/27/2017 480                            N

60 F&R Levy Fund Appropriate supplemental insurance recovery for 2004 Ford F450 3/27/2017 1,234                         N

61

62

            New review item(s) highlighted above

FY 2017 County Administrator Approved Supplemental Budget Adjustments
per BA Policy FC-02
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MEMORANDUM 

April 24, 2017 

TO: Finance Committee Members 

FROM:  Erin M. Kozanecki, Director 

SUBJECT: Revised Travel Policy and Procedures, Administrative Policy #6 

Attached please find the revised Travel Policy and Procedures. Per the Board of Supervisors’ request and direction 
of County Administration, the Office of Management and Budget has completed a benchmarking review of the 
County’s current travel policy with other localities in Virginia. Based on this review, the travel policy has been 
revised accordingly as outlined below. Given the number of updates to the policy, the major changes are provided 
in the overview below rather than a redlined version of the policy.  

Policy revisions, if approved, would be effective July 1, 2017 to coincide with the start of Fiscal Year 2018. 

Overview of Key Changes 

1. Meals and Incidental Expenditures (M&IE) Reimbursement Rates: Prior to 2015, most 
localities followed the Commonwealth of Virginia’s state per diem rates or set their own individual 
per diem rates. In 2015, the Commonwealth shifted their policy to follow the Federal General 
Services Administration (GSA) per diem rates for M&IE. Similarly, most localities that have 
recently updated their travel policy have followed suit utilizing GSA rates.

a. The revised policy implements the GSA rate schedule for M&IE reimbursements. These
rates are updated annually and based on the area for which the travel occurs, not an across-
the-board rate.

b. First day and last day of travel are reimbursed at 75% of the daily M&IE rate, less any
event or hotel provided meal.

2. Lodging Reimbursement Rates: GSA lodging rate applies.
a. Exceptions to the GSA rate:

i. Lodging accommodation is also the location of the conference or educational
program, with a set lodging rate for the program.

ii. Lodging accommodations available in the area at the time of travel are not available
at the GSA rate, or a conference/government rate has been negotiated by the
conference/educational program that is in excess of GSA rate. (Ex: In Warrenton,
the Holiday Inn Express offers the GSA rate as their government rate but the
Hampton Inn’s government rate is $10 more per night. In this example, if the
Holiday Inn were not available, the Hampton Inn’s government rate would be
acceptable.)

iii. Discrepancies to the GSA lodging rate should be approved prior to booking
accommodations and documented with a reimbursement request.
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3. Advance Travel Authorization Revisions 
a. County Administrator approval required if travel cost estimates are $2,000 or greater, 

adjusted up from $1,000. 
b. Board of Supervisors approval required if travel cost estimates are $5,000 or greater, 

adjusted up from $2,500. 
c. Costs included in approval levels, clarifying language. 

i. Only registration costs associated with a conference, seminar, or professional 
workshop are counted towards the travel authorization limits. If the travel is related 
to taking a course or exam for which the employee will either receive a certification 
or is working towards a certification that has been approved by their supervisors, 
those costs do not count against the approval limits. 

ii. If a training program has both a local/online training cost component and a travel 
component, only the travel related costs would count towards the approval limit. 

4. Maintained Policy Requirements 
a. All travel requires prior approval by department head or County Administrator, as 

applicable.  
b. County Administrator must approve all department travel when more than one department 

employee will attend the same travel related program, to ensure continuity of County 
services. 

c. Mileage reimbursement rates maintained at the IRS/GSA annually updated rate, when 
personal vehicle is utilized for travel. 

d. No meal reimbursements for daily travel, unless outside of normal business and commuting 
hours and still subject to IRS taxation provisions. 
 

 
 
 
 
 



ADMINISTRATIVE POLICY 
Fauquier County, Virginia 

 
______________________________________________________________________________ 
           
Policy Title:  Travel Policy and Procedures Effective Date:  July 1, 2017 
Policy Number:  AP-06 Supersedes Policy Dated: March 1, 2015 
 _____________________________________________________________________________ 
 
 
I. PURPOSE 
 

The purpose of this policy is to outline the standards by which travel is approved for 
individuals traveling on Fauquier County business using County funds, and applies to both 
day and overnight travel. 

 
 
II. DEFINITIONS 

 
A. Authorized Travel: Travel to be performed by County employees and members of 

boards, commissions, and authorities of Fauquier County for which funds are 
included in the related department budget and approved in advance as outlined in 
Section IX – Advance Travel Approval, below.  Department Heads/Constitutional 
Officers shall manage the allocation of available resources within the respective 
department/agency budget to accomplish travel efficiently and effectively 
throughout the year.   

 
B. Daily Travel: All travel not requiring overnight accommodations for accomplishing 

assigned duties or roles.  
 

C. Extended Travel: All overnight trips to attend meetings, conferences, training, or 
other work-related functions.   
 

D. International Travel:  Travel to locales outside the 48 contiguous United States, 
including Alaska, Hawaii, and United States’ territories.  

 
E. Registration Fees: Fees charged for attendance at a conference, convention, seminar, 

workshop, or educational program for which the employee and the County receive 
a direct benefit. Registration fees are not fees associated with a certification program 
for which the employee takes a test or examination at the end of the program that 
either provides credit towards a professional certification or results in a professional 
certification.                   
If the certification program contains both an online and onsite component, only costs 
associated with the onsite/travel portion of the program should be included in the 
travel cost estimate.  
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III. GENERAL POLICIES 
 

A. Applicability: This policy shall apply to all employees and members of boards, 
commissions, and authorities of Fauquier County engaged in travel required to 
conduct Fauquier County business.  Employees are not guaranteed attendance at 
conferences and training seminars.  County Administration/Department 
Heads/Constitutional Officers will determine the appropriateness of all travel 
undertaken by staff and have the authority to approve or disapprove requests for 
conferences, training, seminars, and other business travel.  Supervisors are 
encouraged to provide these opportunities appropriately and fairly. 

 
Travel undertaken by sworn officers of the Sheriff’s Office for the purposes of 
prisoner extradition is subject to extradition policies and procedures as contained 
in the Sheriff’s Office Standard Operating Procedures Manual. 

 
B. Responsibility:  
 

1. Each Department Head/Constitutional Officer: 
 

a. Shall exercise sound and prudent judgment when approving, arranging for, 
and incurring travel expenditures. 
 

b. Shall ensure sufficient funds for travel are available within the 
Department’s operating budget. 

 
c. Shall determine who is eligible for reimbursement for Internet access, if the 

place of lodging does not provide this service for free.  
 

d. Shall ensure the refund of any unused travel advance is submitted with the 
Travel Reimbursement Form to Accounts Payable.  In the event the travel 
advance is not properly accounted for within forty-five (45) calendar days 
after the trip, the difference may be deducted from the individual’s 
reimbursement or regular pay check.  

 
2. Each individual participating in County-funded travel: 
 

a. Shall obtain approval prior to making any reservations/travel arrangements 
in accordance with the expenditure limits and authorization levels outlined 
in Section IX – Advance Travel Approval, below.  When estimating travel-
related expenses for advance approval, all expenses are to be itemized on 
one form; expenses may not be divided between two forms to avoid the 
expenditure limits as defined in Section IX.   
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The request for advance approval must comply with the schedule for 
submission to the Board of Supervisors’ agenda, as applicable.  If an 
employee exceeds the expenditure limit without obtaining approval of the 
County Administrator, or designee, and/or Board of Supervisors prior to 
scheduling travel, such employee shall be personally responsible for all 
expenditures exceeding that amount. 
 
Advance approval should be documented on the travel estimate form, but 
authorization is acceptable by e-mail, if attached to the travel estimate form. 
This documentation shall be included with the reimbursement request.   
 

b. Shall make every effort to submit a Travel Reimbursement Form to 
Accounts Payable within thirty (30) calendar days of return from travel, 
with all appropriate receipts, conference schedules, details of expenses, 
explanations, and, if applicable, refund of unused travel advance funds.  
Receipts are not required for items included in a per diem (meals and 
incidentals). 

 
c. Shall ensure proper authorization of reimbursement requests.  If the 

individual incurring travel expenses is a Constitutional Officer, that 
individual shall request another Constitutional Officer or the County 
Administrator to review and sign the reimbursement form.  Under no 
circumstances shall: 

 
1) Any individual approve reimbursement of his or her own travel 

expenses. 
2) Any individual ask a subordinate to approve his or her travel expenses. 

 
Requests for reimbursement submitted more than ninety (90) calendar days 
after travel will not be paid. 

 
C. Advance Payments: Only registration, per diem, and advance conference fees may 

be paid prior to travel. All other travel payments shall be in the form of employee 
reimbursements after travel unless prior approval for additional advance payment 
is obtained from the County Administrator, or designee. Cash advances for travel 
are not allowed for individuals with a previous travel advance outstanding more 
than 14 calendar days after returning from a prior travel assignment. In situations 
where the advanced amount is more than the actual expenditure total, the employee 
must reimburse the County within 14 business days of returning from travel. 

 
D. Excessive Expenses: Persons traveling on official County business will exercise 

care in incurring expenses to minimize the cost to the County Government. 
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Excessive and unnecessary expenses will not be reimbursed. Those with authority 
as specified in Section III-B above will determine if expenses are excessive. 

 
E. Travel by two or more County designees: When it is known that two or more 

County employees and/or County representatives will be traveling to the same 
destination, maximum use shall be made of special group travel discounts, joint use 
of taxicabs and joint use of County-owned, leased, or privately-owned vehicles.  
County Government strongly urges such employees to carpool, use commercial 
transportation, etc., where feasible.  

 
F. Gasoline Credit Cards: In the event a department has County-issued gasoline credit 

cards, they may be used when traveling in a County-owned vehicle with the 
following restrictions: 

 
1. The card may only be used to purchase gas or oil and/or for emergency repairs 

when it is not practicable to return to the County garage or have the vehicle 
towed to the County garage.  The card may not be used for food, drinks, cash 
advances, or items for personal use. 

 
2. The card shall be used in compliance with the existing County gasoline contract 

at the time of travel, including utilizing authorized gasoline providers in 
accordance with the County contract for out of County fuel purchases, when 
available.  

 
IV. POLICY ADMINISTRATION 
 

The administration of this policy shall be as follows: 
  

A. County Administrator shall adopt provisions of policy, set rates of reimbursement, 
and make any significant alterations. 
 

B. County Administrator shall implement all provisions of this policy, authorize 
exceptions as permitted and make changes to operating procedures as necessary. 

 
C. County Administrator, or designee, approval is required prior to making any travel 

arrangements when multiple employees in one department plan extended travel, as 
defined in Section II-C above, to the same event.   

 
D. Office of Management and Budget will manage this policy for policy compliance, 

required revisions, and development and/or maintenance of operating procedures. 
 
E. Finance Department will  carry out this policy to ensure travel related payments 

comply with this policy,  maintain payment records, prepare advances and checks, 
note discrepancies, etc.   
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V. TRANSPORTATION 
 

Transportation is paid only if it is reasonable and necessary to accomplish the County's 
business. 

 
A. County-owned vehicles should be used for daily or extended travel when available 

and cost beneficial to the department.  
 
B. Reimbursement for rental vehicles shall be authorized only when necessary, cost 

effective, or otherwise beneficial to the County.  Optional insurance will be at the 
traveler’s expense. Utilization of rental vehicles shall be facilitated through the 
County’s fleet services division, when the rental origination is within the County, 
to ensure rental vehicles are obtained through existing County contracts or discount 
opportunities. If County contracts are available for non-County origination, they 
shall be utilized as well for rental vehicles. 

 
C. Personal Vehicle: Employees are permitted to use their personally owned 

automobiles when a County-owned vehicle is not available, or when the use of a 
personally owned vehicle is cost beneficial to the department.   In the event of an 
accident, the employee's insurance will be sole and primary.  

 
1. When traveling to training, conferences, etc., the distance normally traveled 

from home to worksite (or the equivalent distance) is not reimbursable.   
 

2. If an employee is required to return to work after going home for the day, the 
department head, depending on circumstances, may approve mileage 
reimbursement for the return trip.   
 

3. Daily travel in a personal vehicle is not eligible for reimbursement when: 
 

a. Travel occurs between County and/or School facilities located within the 
Town of Warrenton. 

 
b.  Each trip does not exceed five (5) miles in total. 

 
D. Mileage Rate of Reimbursement: The rate of reimbursement is on a per mile driven 

basis, excluding any mileage non-reimbursable as previously outlined in this 
policy, at the annually adjusted rate (effective January 1 of each year) found on the 
Federal General Services Administration (GSA) or Internal Revenue Service 
(IRS)website. Mileage will be reimbursed at the most economical distance 
calculation.  
GSA (privately owned automobile rate): https://www.gsa.gov/portal/content/100715  
IRS (business rate): https://www.irs.gov/tax-professionals/standard-mileage-rates 

 

https://www.gsa.gov/portal/content/100715
https://www.irs.gov/tax-professionals/standard-mileage-rates
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It is expected that the most economical and efficient mode and route of travel is used when 
travel is necessary to accomplish the County’s business.  Transportation should be shared 
by employees traveling together whenever possible.   

 
VI. LODGING 
 

Extended travel must be necessary and reasonable to accomplish the County's business to 
be eligible for reimbursement. 

 
A. Accommodations will be reimbursed on a single occupancy basis only, unless there 

is more than one County employee traveling and a room is being shared voluntarily.  
 

B. Accommodations shall be arranged at (or closest to) the site of business.   
 
C. Accommodations shall first be booked based on the GSA approved reimbursement 

rate for the area. If a conference site does not have accommodations available 
within the GSA rate schedule for the area, accommodations will be reimbursed at 
the conference rate or government rate offered for the program, plus applicable 
taxes and fees, whichever is lower and available.  A receipt for lodging expenses 
shall be required and must accompany the Travel Reimbursement form to ensure 
reimbursement. If the accommodation reimbursement rate is higher than the 
applicable GSA rate, a justification showing the variance between the GSA rate and 
the available conference or government rate should be attached to reimbursement 
request, unless the conference program and the lodging location are the same.  

 
D. Employees will communicate travel plan changes to the hotel as soon as possible if 

a confirmed reservation is being held.  Since hotels may charge for non-canceled 
reservations, these charges will not be reimbursed if the traveler is negligent in 
canceling those reservations.   

 
E. Reimbursement for lodging expenses when travel is less than 100 miles and/or 

less than 2 hours travel time from the individual’s work site or home, whichever 
is closest to the destination, shall be made only when the business activity will 
last more than one working day, or approved in advance as outlined in Section IX 
– Advance Travel Approval, below. 

 
F. Federal GSA Lodging Rates can be found on the GSA Per Diem Rates webpage 

https://www.gsa.gov/portal/category/104711, with a drill down option by state or 
zip code. 
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VII. PER DIEM ALLOWANCES FOR MEALS AND INCIDENTALS 
 

A. Employees will be compensated for meals consumed during official travel as 
indicated below.  

 
1. Daily Travel:  The IRS deems reimbursement for meal expenses incurred during 

daily travel to be a taxable fringe benefit; such reimbursement will be made 
through the payroll process with appropriate taxes withheld. An employee will 
be reimbursed for meals as part of daily travel, only if the travel takes place 
outside of normal business hours and standard commuting time, with approval 
prior to travel. 

 
2. Extended Travel:  An employee is eligible for reimbursement not to exceed the 

per diem for the cost of meals, tips and incidentals for each full day of travel at 
the GSA Meals and Incidental Expenses (M&IE) rate for the travel area.  For 
per diem allowances, travel begins on the day an employee leaves their home, 
office, or other point of departure and ends on the day the employee returns to 
their home, office, or other arrival point.   
 
a. Per Diems will be reimbursed at the GSA rate on the first and last day of 

travel, excluding any provided meals, at 75%. For Example, if the daily 
reimbursement rate is $54 and lunch is provided at the program, the total 
allowable reimbursement for the first/last day of travel would be $30.75, 
[Calculation is $54 - $13 lunch = $41 *.75 = $30.75]. 
 

b. Incidentals, including fees, tips, etc., are included in the GSA M&IE rate 
breakdown. 
 

c. GSA per diem rates can be found 
at https://www.gsa.gov/portal/content/104877, and search by date or zip 
code.  

 
B. Non-reimbursable Meals:  An employee will not be eligible for per diem or 

reimbursement at the maximum daily allowance for meals when any or all meals 
are furnished as a condition of travel.  If all meals are provided on a given day(s), 
the employee will not receive per diem for that day.  If less than three meals are 
furnished, the employee will receive the amount specified for the non-included 
meal(s).  The number of reimbursable meals will be indicated on the Travel 
Reimbursement form with the date the meal(s) was (were) consumed.  Non-
reimbursable meals are defined as: 
 
1. Any meal included in a registration or conference fee ultimately paid by the 

County; or 

https://www.gsa.gov/portal/content/104877
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2. Any meal furnished at no cost to the employee by a school or vendor while 

attending a course of instruction, if the cost of the meal is ultimately paid for  
by the County as part of the cost of instruction; or 

 
3. Any meal furnished by an airline where the cost of the ticket is paid for by the 

County; or 
 

4. Any meal(s) furnished by a private individual or firm that serves to replace a 
meal(s) that would normally be funded as part of the per diem. 

 
5. Under no circumstances will expenditures for alcohol be reimbursed by County 

funds. 
 

C. Personal expenses such as gratuities for maid or room service, valet services, self-
entertainment expenses, etc., are not reimbursable and should not be included as 
part of reimbursement requests. 

 
VIII. MISCELLANEOUS EXPENSES 
  

A. Tolls and parking fees are reimbursable.  
 
B. A receipt is required for reimbursement claims greater than $10.00, unless 

otherwise included in a per diem. 
 
C. Internet access, telephone, facsimile, and other business charges will be reimbursed 

only if an approved business justification is provided with the Travel 
Reimbursement form.    

 
IX. ADVANCE TRAVEL APPROVAL 
   

All travel must be approved in advance in accordance with the following matrix, and not 
exclusive of any other County policy provisions including but not limited to Procurement 
and Accounts Payable policies for payment. Additionally, approval by the County 
Administrator, or designee, is required prior to making any travel arrangements when: 
 
A. Multiple employees from one or more department(s) plan to attend the same 

conference; 
 
B. Reimbursement for lodging is requested when travel distance is less than 100 miles 

and/or less than two (2) hours travel time from the individual’s home or work site, 
whichever is closest to the destination; and, 
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C. Reimbursement is requested for international travel, or travel outside of the 
contiguous 48 United States. 

        

Travel By: Daily Travel Extended Travel 
Total Travel Expenses 
> $2,000 but < $5,000 

Total Travel Expenses 
 > $5,000 

Departmental Staff Department Head/Constitutional 
Officer County Administrator Board of Supervisors 

Department Heads 
Registrar Self 

 
County Administrator 

 
Board of Supervisors 

Director, Library 
Director, DSS Self Chairman of 

appropriate Board County Administrator Board of Supervisors 

County Attorney Self 
 

Chairman, Board of Supervisors 
 

Board of Supervisors 

County 
Administrator Self Chairman, Board of Supervisors Board of Supervisors 

Constitutional 
Officers Self County Administrator Board of Supervisors 

Member, BOS Self Chairman, Board of Supervisors Board of Supervisors 

Non-BOS Board 
Members  (including 
those appointed or 
assigned by non-
County entities) 

BOS Committees 
BOS Commissions 

County Administrator Board of Supervisors 

Court System Staff Judge of Applicable Court County Administrator Board of Supervisors 

 
X. POLICY EXCEPTIONS AND CONDITIONS 

 
A. Travel funded by grant or supplemental funding programs:  

 
1. Advanced approval for grant or supplemental funding travel shall not be given 

prior to the grant being approved and appropriated in accordance with the 
County grant management and/or budget adjustment policies, as applicable.  
 

2. When grant or supplemental funding travel requirements do not conform to the 
above County travel policy provisions, the grant requirements should be 
followed and documented as part of both the advance travel approval and 
reimbursement process.  All effort should be made at the time of the funding 
request to align the travel requirements to the County’s policy.  
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