Jefferson County Travel Policy

I. POLICY STATEMENT

Employees of Jefferson County Government may charge against appropriate county accounts normal and reasonable travel (applies to local transportation as well as out-of-town travel) and travel-related expenses incurred for a county business purpose. 

II. PURPOSE

The intent of the policy is to ensure that individuals traveling on business for or on behalf of Jefferson County Government neither gain nor lose personal funds as a result of that travel. As funds to support travel are limited, it is necessary that clear and unambiguous reimbursement and expenditure guidelines be in place before funds are committed or expenses incurred. It is also critical that all employees traveling on county business understand the compliance requirements established. 

III. TO WHOM THIS POLICY APPLIES

· Individuals traveling on Jefferson County business, regardless of the source of funds. 

· Individuals who make Jefferson County travel arrangements for themselves or for others. 

· Individuals who review, approve, process or record travel documentation 
· Individuals who have authorization in advance of travel by the appropriate department head.
IV. RESPONSIBILITY 

Department heads signing travel requests are responsible for verifying the following: 

· Budgeted funds are available to meet all travel commitments. 

· Proper authorization for travel is obtained before any commitments are made. 

· All travel expenditure are to be supported by a detailed receipt. 

· The potential benefits of the trip justify its time and expense after considering more cost effective alternatives (such as teleconferencing). 

V. TRAVEL AUTHORIZATION

A. Obtaining Authorization

Before making any travel commitments, an employee should be aware of Jefferson County’s travel policies. Appropriate departmental approval to travel should be obtained. No one may authorize an exception to these policies and procedures for his/her own travel. Any exception to the standard policy must be authorized in writing by the traveler's supervisor. 

B. Spouse/Companion/Family Travel

County payment of Spouse/Companion/Family travel expenses is disallowed. Exceptions to this policy must be authorized by the Chief Financial Officer of the county and County Commission Chairman in advance of the travel commitment. 

C. Combining County Business Travel with Other Travel

The County will only reimburse the business portion of a trip when that trip is combined with personal travel. Only receipts from the business portion of the trip must be submitted. 

VI. AIR TRAVEL

A. Reservations and Class of Service

Jefferson County covers the cost of coach class tickets. Any upgrades or enhancements are personal expenditures and will not be paid for by the county. In such circumstances, the cost of a coach ticket (with all available discounts applied) for the same trip should be determined, and substantiation printed. That documentation should be submitted with the receipt for the actual ticket and the county will cover the cost of the coach ticket. Unless it is impossible to do so, advanced-purchase-discount tickets should be purchased. In each case, every effort must be made to obtain the lowest fare possible. When compiling travel documentation, the boarding pass stub must be included. 

B. Unused Tickets

· Return the ticket or, in the case of an e-ticket, a hard copy of the reservation (including flight information) to the appropriate budget supervisor, and notify Accounts Payable. 

· Accounts Payable will make arrangements for refunds. If refunds are not possible, Accounts Payable will hold the ticket for future use. In the event there is expiration to the ticket the funds will be taken from the appropriate department to cover the loss. 

C. Travel Advisories

No Jefferson County employee should travel, on county business, to countries for which the State Department has issued a travel advisory. There are only rare exceptions to this policy based on individual, case by case evaluations.
D. Ground Transportation To and From Airports/Stations

The most economical mode of transportation to and from airports/stations should be used. Share ground transportation whenever possible, and make use of public transportation if available. 
VII. RENTAL VEHICLES

A. Guidelines

The use of rental cars is authorized when their use is more time or cost-effective than airline or rail-travel, or when other modes of transportation are not available. 

When traveling by air or rail, a car may be rented when the destination is reached if doing so would be less expensive than the combined business purpose cost of taxis, buses or limousines used during one's stay. 

At all times, individuals should rent the most economical class size of car for the number of people traveling. Any upgrades or enhancements are personal expenditures and will not be paid for by the county. In such circumstances, the cost of the most economical rental for the same trip should be determined, and substantiation printed. That documentation should be submitted with the receipt for the actual rental and the county will cover the base rate. 

When combining county and personal travel, the county will cover the cost of a rental car based on use and the appropriate size for the employee's county travel. 

B. International Rental Car Reservations

The insurance laws in each country are different. In some cases the insurance company is government-owned and purchase is mandatory in order to rent a vehicle. Obligations for insurance coverage should be investigated before leaving the United States, and if necessary a written authorization for acceptance of foreign insurance needs to be submitted by the traveler's budget supervisor before departure. 

C. Rental Car Accidents

Should a rental car accident occur, immediately contact: 

· The rental car company, in accordance with the rental contract 

· Local authorities, as required 

· Your personal insurance company 

· Your supervisor 

VIII. PERSONAL VEHICLES

A. Guidelines

When travel by private automobile is chosen over commercial transportation in order to save time, to transport equipment, or to reduce costs when a number of people are traveling together to the same destination, reimbursement to the driver is made on the basis of miles traveled. The mileage submitted for reimbursement must be documented. The reimbursement rate is set at the State of Tennessee allowable reimbursement rate in effect at the time of the travel. 

The mileage allowance covers all operating costs of the vehicle (including insurance); therefore no other vehicle expense reimbursements will be made. However, tolls and fees such as: ferry, bridge, tunnel, road and parking charges will be reimbursed if duly noted in the daily travel-mileage log. Under no circumstances will fees for any kind of traffic/parking violation be reimbursed. 

B. Reimbursement Rates for Local Usage of Personal Vehicles

The county will reimburse the driver for mileage by the most direct route, parking expenses, and toll fees. 
Parking expense incurred while conducting county business will be reimbursed at cost, on an occasion-by-occasion basis.

C. Personal Vehicle Accidents while on County Business

To ensure full communication and disclosure between all parties should an accident occur, the driver should immediately contact: 

· Local authorities, as required 

· His/Her personal insurance company 

· His/Her supervisor 

IX. LODGING

A. Making Hotel Reservations

Travelers should select modestly priced accommodations. The employee will be reimbursed for actual lodging incurred up to the maximum amounts as indicated in the below Reimbursement Rate Schedule. Lodging receipts are required and must itemize room charges by date. If a convention rate exceeds the maximum reimbursement rate and is documented by a convention brochure or registration form, a higher reimbursement rate will be allowed.

Counties



Maximum Lodging

Davidson




$99

Shelby




  83

Williamson




  82

Hamilton




  81

Knox





  74

Anderson   




  72

Sevier & Blount



  67

Any Other In State County


  65

Out of sate lodging will be reimbursed at actual rates paid.
B. Cancellation Procedures

It is the responsibility of the traveler to cancel any room reservation(s) she/he will not be using. A record of the cancellation number should be kept, in case of billing disputes. 

Note: Cancellation time deadlines are based on the location of the property (e.g., Pacific Standard Time when the property is in California). Cancellation fees may apply. 

Caution: If an employee fails to cancel a reservation in a timely fashion, she/he may be held responsible for any cancellation fees. A written explanation for any failure to cancel must be filed. 

X. TELEPHONE USAGE

A. Business Calls

While traveling on county business, reasonable business phone calls will be reimbursed. In addition, reasonable calls made to one's primary residence will also be reimbursed. 

B. Hotel Telephone Usage

To minimize the additional charges added by hotels for room-telephone usage, a calling card, credit card, or public phone should be used whenever possible. 

C. Cellular Telephone Usage

Reimbursement will be made for reasonable and necessary business calls made on cellular phones. A copy of the actual telephone bill will be required as support documentation. 
D. Computer Access Costs

Reimbursement for charges to access the county’s mainframe computer from home or while on business for an extended period of time may be approved by the employee's supervisor when there is a specific business purpose. 

XI. MEALS 

A. Personal Meals

When lodging is required, reasonable personal meal expenses (excluding alcohol) are reimbursed, at actual cost including gratuities. Fiscal prudence and common sense should be used. 
Reimbursement for breakfast – lunch – dinner will be made by original receipt only.

Below is a suggested guideline for meal cost. Meal reimbursement will have a maximum of $45 per day. Employees are not restricted to the below rates per type of meal, but will not be reimbursed more than $45 per day. Reimbursement for meals not accompanied by an original receipt will not be processed.
Breakfast……………. $10
Lunch………………... $15
Dinner……………….. $20
Total…………………. $45
NOTE: The appropriate department head does have the authority to approve meal expenses exceeding the maximum rate, only if funds are available in their budget
B. Meals & Entertainment

Business meals [Defined as: A Jefferson County employee paying for someone else's meal, while they are conducting county business.] or entertainment will be reimbursed when supported by an approved expense report. Detailed restaurant/entertainment receipts (as opposed to stub-receipts) must be submitted for all expenses regardless of amount, accompanied by an expense report that includes the: date, name of the establishment, nature of business conducted, and names and business affiliations of all present. Fiscal prudence and common sense should be used. Expenditures determined to be "lavish" will not be reimbursed. 

In general, employees should not use their budgets to entertain or pay for the meal expenses of other county employees. 

In general, the cost of meals will not be reimbursed if the meal is already provided and paid for as part of conference/seminar registration fees. 

C. Parking
Charges for routine parking while on travel status will be reimbursed. Receipts are required for parking expenses.
XII. MISCELLANEOUS TRAVEL EXPENSES 

A. Allowed Miscellaneous Travel Expenses - a sample

· Air freight for business purposes 

· Overnight delivery/postage 

· Faxes 

· Gasoline for rental cars 

· Laundry/Dry Cleaning for trips exceeding five (5) business days 

· Vaccinations required for foreign travel 

Caution: This list is intended to be representative, not comprehensive. 

B. Disallowed Miscellaneous Travel Expenses - a sample (not mentioned elsewhere in this document)

· Airline club membership dues 

· Barbers and hairdressers 

· Car washes 

· Child/Elder Care expenses 

· Clothing 

· Credit Card delinquency fees 

· Health club, sauna or massage fees 

· In-flight telephone charges 

· In-flight cash bar 

· In-flight or in-house movies 

· Pet care fees while on travel status 

· Lost baggage 

· Mini-bar refreshments (Note: Mini-bar refreshments eaten instead of a meal may be covered as one of the day's meals. Prudence and common sense should be used.) 

· Shoe shines 

· Souvenirs/personal gifts 

· Tobacco products 

Caution: This list is intended to be representative, not comprehensive. 

XIII. APPENDIX 

A. Maximum Reimbursement Rates

The county will reimburse as outlined in this policy. If not specifically provided, reimbursement will be at the State of Tennessee Rates.
B. Guidelines for Tips and Gratuities

Tipping a porter, bellhop, chamber person, waiter, or valet should be based on the quality of service rendered. The county will reimburse reasonable gratuities. The following are suggested guidelines: 

· Airport porters: $1/bag 

· Hotel bellhop: $1/bag 

· Chambermaids: $1/night and $1 for special services (extra towels, hangers, etc.) 

· Valet: $2 

· Restaurant Waitstaff: 15% 

· Taxi Drivers: 15% 

Please check local customs for appropriate tipping when traveling abroad. Some hotels and restaurants include a gratuity in the price, in which case a tip is not necessary unless the service has been exceptional. 

XIV. Reimbursement

 Employees should submit claims for reimbursement for travel expenses no later than thirty (30) days after completion of travel. Department heads can more effectively monitor, review, and approve travel when timely claims are submitted. Timely submission of claims also ensures timely payment to employess.
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