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EMPLOYEE

TRAVEL EXPENSE REIMBURSEMENT POLICY

Lake County encourages employees to participate in job related training, professional affiliations, and business related functions which serve in the best interest of t+

he County and wishes to reimburse for any reasonable additional expense incurred.  Expenses incurred during the course of out of office business and business travel will be paid by the County, based upon documented, reasonable, and necessary expenses, and upon Department Head (or designee) approval.  This policy describes procedures used by the County to implement the equitable and timely processing of business expense reimbursement.  Employees will be asked to sign a form acknowledging that they have received a copy of the policy and agree to its terms including deadlines.  Knowing the policy is the responsibility of the employee.    
I. Methods and Procedures of Reimbursement and Payment of Travel and Business Expenses.

a.
Expense Reimbursement through Accounts Payable: Reasonable business expenses, in accordance with the guidelines set forth herein, incurred and paid by the employee while on County travel are reimbursed to the employee through Accounts Payable. In order to be reimbursed for expenses incurred, a signed, approved expense report with original itemized receipts must be submitted to Accounts Payable by the end of the month following the month the expense was incurred.  For example, an expense occurs on March 15 an employee has until April 30 to submit a report for reimbursement.  The final date is the date it is stamped received by the Finance and Administrative Services Department.  Small dollar travel expenses can be accumulated and submitted over the fiscal year up to a total of $100.00.  Employees are encouraged to accumulate small dollar amounts.  If travel reimbursements are not submitted according to the deadline policy, an employee will only be reimbursed up to the $100.00.

Department Heads who report to the County Administrator shall submit their statement with itemized receipts to the County Administrator’s Office for approval before reimbursement can be made.

b.
County Procurement Card (P-Card) Payment for Travel Expenses:


Departments are encouraged to utilize the Lake County procurement card to cover travel and business expenses for themselves and their staff.  Procurement Card statements are reconciled on-line through the County sponsored, web based program Smart Data On-Line (SDOL).  For each travel and business expense charged to a County procurement card, the cardholder shall provide in SDOL the description and purpose of the travel expense.  Submittal of itemized receipts including restaurant and hotel receipts  is required for each travel expenditure as part of the monthly account reconciliation.  If required itemized receipts are unavailable, the Policy Exception Form must be submitted with authorized signatures and attached to reconciliations.  The Policy Exception Form should be rarely used.  Any form of documentation that is available should be provided with the Policy Exception form and the form must be signed by the department head or designee.
When an employee is using the County P-Card only travel expenses that follow County policy should be charged to the County P-Card.  If expenses exceed the policies and dollar limits detailed herein, the employee should use their personal funds at the time of the transaction and request reimbursement for the allowable amount.  General information and procedures for procurement card purchase can be found in the P-Card manual distributed by The Department of Finance and Administrative Services.

II.
Receipts

Departments should be proactive when employees are seeking reimbursement for expenses and approvers should make themselves familiar with the conference, training etc registration materials that are provided.  Because employees should only be reimbursed for necessary expenses it is incumbent upon the approver to know what meals are being provided, what time the conference starts, what are the necessary registration fees to be paid.  The approver should know why an employee is not taking advantage of early discounts as well as what reasonable airfare and hotel costs are for the meeting location.  The department can also provide its own guidance on what is expected of an employee to pre-approve training and/or require documentation of the training.

To receive reimbursement, the employee shall complete the Travel Reimbursement Form detailing the date, description and purpose of the travel expense.  Submittal of original itemized receipts is required for each travel expenditure for the following expenses;

a. Lodging 

b. Meals 

c. Transportation 

d. Registration 

If an employee does not have any kind of receipt no reimbursement will be made.  An employee who does not have an itemized receipt but does have some form of receipt such as a credit card bill for that expense, that employee must submit whatever receipt is available and a Policy Exception Form with their reimbursement request.  This form must be signed by the employee and their Department Head or designee.  The required signatures acknowledge the itemized receipt for the expense was lost, not obtained or not available at the time of purchase.  The Policy Exception Form should be used only rarely.  The Policy Exception Form is only to be used for lack of itemized receipt and not as a substitute for lack of receipt.  If there is no receipt there is no reimbursement.
II. Lodging

Employees are encouraged to find the lowest lodging rate available including special seminar, conference or government rates. Charges for lodging are reimbursable to the extent of actual reasonable expenses as determined by the Department Head.   If the location of the meeting is within 75 miles of Lake County, written permission by the department head justifying the overnight stay(s) must be secured in advance and provided along with the travel reimbursement form.

IV.
Meals

Employees are encouraged to incur reasonable and appropriate meal expenses when travelling overnight.

a.
Employees will be reimbursed for meals when receipts are provided upon submission of a signed travel reimbursement form. The amount of the reimbursement including taxes and gratuity, is up to the amount of per diem. An employee can choose to spend more but the maximum reimbursed will only be up to the per diem.  Employees should not request reimbursement if meal expenses were not incurred.  Employee may also choose to submit for per diem.  Requesting per diem does not require receipts. The per diem amount is based on IRS blended guidelines.  Current guidelines are

	BREAKFAST
	LUNCH
	DINNER

	$10.00
	$12.00
	$28.00


b.
In the event that an employee has paid for a meal on behalf of other employees or business associates, employees shall indicate the purpose of the meeting, and the names of those included in the reimbursement request.  The per idem per person per meal is the maximum amount that will be reimbursed

c.
Gratutities– the county will not reimburse for more than 18% gratuity on meals.  Please note that restaurants often add on a tip to a bill.  The Employee is responsible for checking whether this has occurred on their bill.  Total tip can not exceed 18%.

d. If an employee is attending a meeting locally for just for the day only lunch will be reimbursed.  
e. An employee located at one County building who travels to another County facility will not be reimbursed for lunch.

V.
Transportation 

Types of transportation authorized for county use include personal automobiles, railroads, airlines, buses, taxicabs, and other usual means of transportation.  Cost incurred for travel must be ordinary, necessary and the most economical. Transportation costs may include fares plus reasonable tips, parking fees, and toll costs (tolls for reasonable local tolls do not require a receipt).  Fuel charges are reimbursed only if a county vehicle is being used for travel.  Use of rental cars must be approved by a department head or designee and only if necessary to get to a destination or destinations and determined to be economically beneficial.  If a rental car or use of car on travel is deemed necessary by the department head, the employee will be reimbursed for parking.  If a county car is used, parking will be reimbursed.  When air travel is involved employees should make every effort to search for the most reasonable airfare.  The County will also reimburse for luggage checking fees for up to one suitcase, a receipt should be included with reimbursement request. 

Reimbursement when an employee drives their personal car to a conference destination.  If an employee chooses to drive to a destination when flying would be more economical, the County will only reimburse mileage up to the cost of the flight (documentation of an on-line reasonable rate should be provided) plus a total of $100 that the employee would have incurred for transfer to and from an airport and home or hotel.   The total of the reimbursement airfare and $100 should not be more than actual calculated mileage.  Because this is the choice of the employee in this instance the county will not pay for parking the vehicle.
III. Registrations/Conference fees

Conference registration shall also be reimbursed on a Lake County Travel Expense Report.  When an employee registers for a conference in advance every effort should be made to use a County P-Card or wait to be reimbursed when all expenses are being submitted.  Any meals that are included in registration fees shall not be included on an expense form.  If an employee chooses to dine elsewhere it is at the empoyee’s expense.  Departments should require registration documentation outlining what meals will be included in the fee be submitted at time of reimbursement.

IV. Miscellaneous Non-Reimbursable Expenses

An employee should make every attempt to incur only necessary expenses, for example (not intended to be all inclusive):  
· If an employee rides the Metra and fails to buy a ticket at an open station they are charged an additional fee to buy a ticket on the train.   The employee should buy a ticket at the station and not incur this extra charge.

· Fines incurred such as parking tickets received while on County business should be the responsibility of the employee.

Only travel expenses outlined in the policy are reimbursable.  The following expenses are examples of non-reimbursable expenses but is not an exhaustive list
· Alcoholic Beverages

· Entertainment

· Late check-out fees

· Laundry and dry cleaning

· Parking or traffic fines/towing expense

· Tobacco and personal products

· Change of Flight fees (if change of flight is necessary and not for convenience of   employee, reason for change should be provided with reimbursement request)
· Pay per view movies 

· All drinks and snacks not incidental to a meal

VIII
Business Mileage Reimbursement: 

One of the normal reimbursements an employee can request is payment for mileage over and above normal commuting costs.  The reimbursement will be at the current published Internal Revenue Service rate. Employees using their privately owned vehicle (for other than out of town travel described above) on County business may be reimbursed at the current standard mileage rate determined by the Internal Revenue Service.  For just mileage the employee seeking reimbursement should use the Lake County Mileage Expense Report.  When using a personal vehicle to travel from Waukegan and the County building to other county locations, a mileage guideline is provided on the reverse side of the Lake County Mileage Expense Report.  Other mileage from other county locations can be determined by using internet map and direction sites.   Recording actual mile is encouraged by using your trip meter.  Mileage and only mileage on County business and not associated with business trips shall be submitted for reimbursement through Accounts Payable within 30 days following the end of each fiscal quarter or until the amount equals $100.    The submission date is deemed when it is stamped received in the Department of Finance and Administrative Services.

	Mileage and Expenses incurred  in
	Must be submitted no later than

	December  - January - February
	March 31

	March – April - May
	June 30

	June – July - August
	September 30

	September  - October - November
	December 31


When applying for reimbursement for mileage there are considerations you should use.

· The rule of thumb is that mileage is reimbursed from your normal place of employment.

· If you travel from your normal place of employment to another location and return to your normal place of employment the mileage would be reimbursed for the round trip.

· If you make a business related stop on the way to or from your office you may request reimbursement for the mileage you have traveled in excess of your normal commute.

· If you travel to and from your home to another location on a normal work day and do not intend to return to your office, your reimbursement would be round trip from your home to the location or round trip from your office to the location whichever is the least amount of mileage.

Example

For example you live in Highland Park and have to go to the Committee of the Whole meeting before you go to the County building, your normal place of work.  The mileage from Highland Park to DOT to the County building and back home to Highland Park could be 44 miles, where your normal commute may be only 34 miles.  The County would reimburse you for difference of 10 miles.

Example
You live in Buffalo Grove and need to travel to Long Grove your mileage reimbursement may be only about 7 miles round trip.  If you travel from Buffalo Grove to Winthrop Harbor and normally work at the County building your mileage reimbursement would be round trip from the County building.  If you live in Buffalo Grove and need to go to downtown Chicago you would take the mileage round trip from Buffalo Grove to Chicago because it is less than from the County Building to Downtown Chicago

· The County will reimburse mileage to and from an airport and the employee’s residence when an employee is traveling on County business and leaving directly from their home.

See page 4 of this document for mileage reimbursement rules when an employee drives to a conference destination.
IX
Exceptions

Any exceptions to the travel policy requested by departments will be submitted to the County Administrator.


