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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 the County. 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 approval.  This policy describes procedures used by the County to implement the equitable and timely processing of business expense reimbursement.  

1. Methods and Procedures of Reimbursement and Payment of Travel and Business Expenses.

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 Lake County Payroll.  Following department approval, requests for reimbursements must be submitted to Accounts Payable for audit, validation and costing. Forms for mileage reimbursement and extended travel reimbursement can be found on ESP under Money and Finance link. Once completed, the reimbursement will be processed through the County Payroll system and added as a non-taxable element to the employee’s bi-monthly earnings and displayed in total on the employee’s pay slip.
 
[image: MC900297165[1]]Department Heads who report to the County Administrator shall submit their expense request with itemized receipts to the County Administrator’s Office for approval and signature before reimbursement can be made.

Travel and expense records are subject to FOIA laws and regulations. All documents shall be prepared accurately, completely, and must include all required receipts and authorized signatures. 

[image: MC900441319[1]]County Procurement Card (P-Card) Payment for Travel and Business Expenses:
Departments are encouraged to utilize the Lake County procurement card to cover travel and business expenses for themselves and their staff.  Employees using the County P-Card for travel expenses must follow County policy with regards to per diem and allowable expenses. Original itemized receipts are required for all expenses. As part of the monthly account reconciliation, submittal of itemized receipts are required of each travel expenditure. If expenses exceed the policies and dollar limits detailed herein, the employee should use their personal funds at the time of the transaction.  If required itemized receipts are unavailable, the Policy Exception Form must be submitted with authorized signatures and attached to reconciliations.   General information and procedures for procurement card purchases can be found in the P-Card manual distributed by The Department of Finance and Administrative Services.

1. Meeting Expense

[image: MC900234130[1]] In the event that an employee has paid for a meal on behalf of other employees or business associates, the employee shall indicate the purpose of the meeting, and the names of those included in the reimbursement request.  Reimbursement amounts must be reasonable, based on location and guided by Lake County’s per diem amounts.  Detailed receipts are required. 

Food costs for departmental staff meetings either within or outside normal working hours will not be reimbursed unless, under special circumstances, approval is obtained from the department head. 




III.	One- Day Trips
  [image: C:\Documents and Settings\falam\Local Settings\Temporary Internet Files\Content.IE5\43LM86HG\MC900027244[1].wmf] Employees are eligible for reimbursement of a meal only when the travel extends 4 consecutive hours or more. An evening meal can be included if travel ends after 7:00 p.m. Expenses may not exceed the amounts detailed below and include tax and gratuity.


	Day
	Evening
(after 7:00 pm)

	
$15.00
	
$30.00




· One-Day Trips require submittal of original itemized receipts for all expenses submitted (excluding mileage).

· Per Diem is not allowed for day travel.




IV.  Business Mileage Reimbursement: 

[image: MC900368396[1]]County vehicles should be used, if available, when traveling on County business.  Fuel for County vehicles is available at the Department of Transporation and should be used for local trips as well as prior to extended travel. Additional fuel and parking charges paid by the employee will be reimbursed with proper receipts.  Employees using their privately owned vehicle, (other than for out of town travel as described above), on County business, may be reimbursed at the current standard mileage rate determined by the Internal Revenue Service. Mileage to and from training, convention or meeting, shall be based on the distance to the destination from the traveler's home or main place of work, whichever is less.

For mileage reimbursement not associated with other travel costs, the employee seeking reimbursement should use the Lake County Mileage Expense Report form.  A mileage guideline is provided on the form for common locations.  Other mileage from other county locations can be determined by using internet map and direction sites. Calculation of miles is encouraged by using the vehicle’s trip meter.  

When applying for reimbursement of mileage, the following applies:

1. Mileage in conjunction with authorized County travel shall be based on the distance to the destination from the traveler's home or the main place of work, whichever is less.

1. If a County employee is required to report to their main place of work before or after  reporting to the temporary work location, to and from a training, convention or meeting s/he is eligible for mileage from their main place of work to and from the temporary work location;



An employee that does not have an itemized receipt but does have some form of receipt such as a credit card bill for the expense must submit whatever documentation is available and a Policy Exception Form with their reimbursement request.  This form must be signed by the employee and their Department Head. The required signatures acknowledge the itemized receipt for the expense was lost, not obtained or not available at the time of purchase. 




V.	Overnight Travel

[image: C:\Documents and Settings\falam\Local Settings\Temporary Internet Files\Content.IE5\D3VHKH3V\MC900389356[1].wmf] Employees traveling overnight will be reimbursed for expenses not otherwise provided at a conference or training facility, at a daily rate of $60.00 per day and are not required to submit receipts for reimbursement, except as requested by Department. This amount is intended to cover all expenses excluding lodging, airfare and ground transportation.  First and last day of travel are reimbursed at $45.00. $15.00 will be deducted from the daily per diem for each meal provided to the employee as part of registration fees, conference agenda or hotel amenities such as continental breakfast.




VI.	Lodging

[image: MC900212013[1]]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.




VII.	Transportation 

[image: j0293234] Costs 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).  

Rental Cars:
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.  

Airlines:
When air travel is involved employees should make every effort to search for the most reasonable airfare.  The County will reimburse for luggage checking fees for up to one suitcase with receipt. 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.

Personal Vehicle:
 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.




VIII. Registration/Conference fees

[image: j0222015]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 employee’s expense.  Departments should require registration documentation outlining what meals will be included in the fee be submitted at time of reimbursement.








IX.	 Submittal Requirements


All requests for reimbursements must be made within the time frame detailed below.


	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




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 $100.00.  

· At fiscal year-end, all expenses must be submitted by December 31 for reimbursement regardless of the total.



X.  	Miscellaneous Non-Reimbursable Expenses

[image: C:\Documents and Settings\falam\Local Settings\Temporary Internet Files\Content.IE5\D3VHKH3V\MC900432546[1].png]Only travel expenses outlined in the policy are reimbursable.  The following expenses are examples of non-reimbursable expenses but is not intended to be all inclusive:

· Alcoholic Beverages
· Entertainment
· Late check-out fees
· Laundry and dry cleaning
· Parking fines 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 


XI.	Exceptions

Any exceptions to the travel policy requested by departments for employees must be submitted to the County Administrator. 
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