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I. PURPOSE

It is the policy of the City of Coronado to reimburse elected and appointed officials, officers, and employees of the City (hereinafter referred to as “traveler”) for actual and necessary expenses incurred while on authorized travel and meetings for City business.  The allowances and amounts advanced to persons traveling or meeting on official City business, or attending educational seminars or courses, etc., shall be established on the basis of specific guidelines set forth below.


This procedure does not claim to address every issue, contingency, exception or condition that may arise in the course of authorized travel for City business.  Accordingly, the basic standard that should always prevail is to exercise good judgment in the use and stewardship of the City’s resources.


Generally, approved out-of-town travel should be included in the current year budget of each Department.  Necessary and actual expenses that may from time-to-time be justified due to circumstances, emergencies, or opportunities for the City will be honored upon approval by the Department Director in the form of reimbursements to the traveler and upon adequate documentation and justification.  City Council travel is based upon the available City Council travel budget.

II.
POLICY

A.  
Travel and Meeting Authorization/Expense Reconciliation 

The criteria for completing and submitting a City of Coronado Travel Request form is whether the traveler incurred multiple expenses thus requiring reconciliation for reimbursement – regardless if travel is for a single day or overnight.  Out-of-town travel that does not meet the criteria should be handled at the department level.

Employee travel is authorized via submission of the City of Coronado Travel Request form which requires the prior approval of the traveler's Department Director or his/her authorized designee.  Payment may be advanced to the traveler based upon estimated costs as detailed on the City of Coronado Travel Request form. 


If required, a City of Coronado Expense Report shall be completed and submitted to Administrative Services within seven (7) days of return wherein actual travel expenses, including amounts advanced, must be reconciled.  If actual costs are greater than the amount advanced, the difference will be refunded to the traveler.  If actual costs are less than the amount advanced, the difference will be reimbursed to the City by the traveler.  


Travelers should take all reasonable measures to utilize conference rates or governmental rates for lodging.  Approval of lodging costs in excess of the conference rates or any applicable governmental rates must be approved in advance by the Department Director (for City employees), or the City Council (for elected or appointed officials).

B.
CAL-Card Program
If the traveler is an authorized primary CAL-Card cardholder, all authorized travel-related expenses should be paid with traveler’s assigned CAL-Card.  These paid expenses will be reflected in the Cardholder’s “Statement of Account.”  (Refer to CAL-Card Policy.)

Participating City Departments may pre-pay travel expenses (i.e., airfare, hotel, conference registration, etc.) for their travelers with an assigned CAL-Card.  Travelers shall make reference to this pre-payment arrangement within their City of Coronado Expense Report.  The pre-paid travel expenses shall be reflected in the Department’s monthly “R090 Approving Official Summary Statement” that is submitted to Administrative Services for reconciliation.  (Refer to CAL-Card Policy.)

C.
Reimbursable and Non-Reimbursable Expenses

1.
Reimbursable Expenses: For trips of less than a week's duration, expenses may include lodging, meals, tips, taxi fares (when private auto is not used), parking charges, mileage, business telephone calls, telegrams and facsimile service, and registration fees for conferences, conventions and training.  For trips lasting longer than one week, it may be appropriate to reimburse other living expenses such as laundry or valet service.  
2. Non-Reimbursable Expenses: Under no circumstances will expenses for alcoholic beverages be reimbursed.  


Entertainment expenses will not be allowed except when such expenses are paid as part of an official event of the City.  


Travel expenses of a family member of a traveler are not eligible for payment by the City.  Travel arrangements and payment of costs for family members are to be handled directly by the traveler. 

D. Transportation

It is the policy of the City of Coronado for each traveler traveling on official City business to use the most economical form of transportation available.  

In determining the best and most economical travel, consideration should be given to all aspects of cost to the City, such as daily expenses, overtime, lost work time, as well as the actual transportation cost.

Optional use of a more expensive form of transportation, for personal convenience, shall be reimbursed only to the limit of the most economical form of transportation.  Example: A car rental will be reimbursed only to the amount of the airport shuttle.  
1.  
Commercial Airline Carrier 

Air travel for City travelers shall be authorized and reimbursed at the lowest possible fare class.  Other than the lowest possible fare class will be authorized ONLY when scheduling does not permit use of the lowest possible fare class of flight.

City travelers, or authorized designee, shall attempt to book air travel as to take advantage of discounts offered for purchasing flight tickets in advance of departure; i.e., 14 or 21 days, and take advantage of non-refundable ticket fares where practical.  Round trip tickets shall normally be purchased whenever commercial carriers are used.  

2.
Automobile Travel 
When approved as a mode of travel to and from destinations, use of personal vehicles will be reimbursed at the established mileage rate. (See #5) 

When a commercial airline carrier is used, a traveler will be reimbursed for personal vehicle mileage to and from the airport and airport parking regardless of airport location.   If an airport shuttle is used in lieu of personal vehicle, the cost will be reimbursed as well.


Whenever practical, travelers should use City vehicles instead of personal vehicles for business-related travel.

3. Use of Personal Vehicles Outside San Diego County

The use of personal vehicles on City authorized business outside San Diego County will be reimbursed at the established mileage rate for all City travelers.  Payment of mileage will be based upon the most direct route from point of departure to point of destination.  A City traveler may leave from his/her home for a meeting, conference, seminar or training session.  Unless addressed within a labor agreement, the City will reimburse travelers for mileage when the trip is part of City business that: (a) occurs within the workday (leaving from and returning to the work site); or (b) the distance to and from the training that is in excess of the distance the traveler usually commutes to the work site.

4.
Taxi, Car Rental, Shuttle Service, and Parking 

Expenses incurred for car rental will not be reimbursed unless authorization is received from the traveler’s Department Director prior to the travel.  Whenever possible, City travelers should utilize hotel courtesy buses or local shuttle services.  Whenever possible, hotel accommodations should be within easy access to the functions for which the travel was authorized.  Taxi service should be used only when no other convenient, less costly transportation is available.  Expenses for parking shall be reimbursed in addition to any other allowances paid to the traveler. 

5.
Mileage Rate 

The mileage rate for personal vehicle use shall be equal to the mileage rate allowance as set by the Internal Revenue Service for business use of a vehicle as described in City of Coronado Administrative Procedure 127.

E.
Lodging 


Hotel accommodations should be arranged directly by the traveler or authorized designee.  Receipts for lodging must be attached to the City of Coronado Travel Request form in order to obtain reimbursement.  Hotel expenses for City employees will be reimbursed only at the single occupancy rate (including taxes and parking). 


Charges for room movies and other similar items are not eligible for City reimbursement. 


F.
Registration Fee 


Registration fees charged for any authorized convention, conference, seminar, or meeting are reimbursable and should be paid in advance. 


G. 
Meals and Incidental Expenses


Travelers will be reimbursed for meals and incidental expenses (all meals, room service, laundry, dry cleaning, tips, etc.) up to $58.00 per day and are required to submit itemized receipts detailing these expenses.
    Alternatively, the traveler may request to receive a per diem allowance of $58.00 per day for his/her travel.  Absent either an adequate accounting or return of any excess, the Internal Revenue Service requires that the entire amount of the per diem allowance be reported on the traveler’s W-2 as wages.   


If the traveler is attending training or a conference where a preponderance of meals are provided in the cost of the registration, a per diem allowance would not be appropriate.  Instead, the traveler should expect to provide receipts for reimbursement of any miscellaneous incidental expenses in such instances.  In addition, if the traveler is traveling on City business where the first or last day is a partial day, the meal allowance/reimbursement amount will reflect a partial day.  For example, if the traveler departs after 2:00 p.m. in the afternoon, then the allowance/reimbursement amount will be limited to $29.00.  If the traveler departs after 10:00 a.m., but before 2:00 p.m., the allowance/reimbursement amount will be $46.00.  


Travelers who are attending a training locally where lodging is not being provided by the City will not be reimbursed or provided an allowance for meals unless it is an integral part of the program (e.g., luncheon included in a conference or with a speaker or program) as the traveler has the opportunity to bring or buy lunch the same as the work place. 


H.
Miscellaneous Meetings 


Miscellaneous meetings wherein food and beverages are provided either on site or at a restaurant may be paid and/or reimbursed by the City when required for City business.  Payment and/or reimbursement may be made via petty cash, purchase order, warrant request, or City of Coronado Expense Report form.  In all cases, the payment and/or reimbursement request shall be accompanied by a receipt or other documentation, and in the case of the use of a credit card, the itemized receipt should be submitted in lieu of the credit card charge slip.  The receipt and/or payment request should clearly identify the purpose of the meeting, the general attendees (i.e., lunch with auditors) and the budgetary account number.

III.
PROCEDURE
A. In advance of the travel, complete the City of Coronado Travel Request form to outline all related expenses and to request any per diem allowance.

B. Obtain approval from the Department Director.  The Department Director, or his/her designee, must sign the City of Coronado Travel Request form.  The Department Director will determine if travel expenses will be pre-paid with CAL-Card.   The Department Director must also approve any request for per diem allowance.

C. Submit a copy of the completed City of Coronado Travel Request form to the Finance Division in Administrative Services.  Retain the original City of Coronado Travel Request form until the completion of the travel.  Upon completion of the travel, the original City of Coronado Travel Request form is submitted along with the City of Coronado Expense Report form as back up for the final expense reimbursement/reconciliation Request for Warrant.  

D. The Finance Division will prepare advance payments/per diem allowance for travel and issue checks when necessary for the related expenses.  If the amount is less than $100.00, the department may use petty cash for advances to the traveler.  A copy of the petty cash slip must be retained to attach to the required Expense Report.  A copy of the City of Coronado Travel Request form should be attached to the original petty cash slip. 

E. The City of Coronado Expense Report form can be used during the travel event to track all related travel expenses as they occur.  Receipts should be retained for all expenses unless pre-approved for a per diem allowance.

F. Upon return, within seven (7) days, submit the completed City of Coronado Expense Report form to the Department liaison for review/approval.  Include the original City of Coronado Travel Request form and attach all receipts for out-of pocket expenses.
G. The Finance Division will conduct a final reconciliation of the expenses.  If actual costs, authorized by the traveler's Department Director, or his/her authorized designee, are greater than the amount advanced, the difference will be reimbursed to the traveler.  If actual costs, authorized by the traveler's Department Director, or his/her authorized designee, are less than the amount advanced, the difference will be reimbursed to the City by the traveler.  


The Expense Reports, once approved on the departmental level, are submitted to Administrative Services.  


If the traveler is due a reimbursement for which a City check is required, the Department will submit an A/P batch that includes the Expense Report form, all receipts, CAL-Card information (if applicable) and the original Travel Request form.  Expense reimbursement batches should not include any other types of payments.


If the reimbursable amount is to be paid with the Department’s petty cash, the final Expense Report must be reviewed by Administrative Services prior to payment.  The Department will submit the original Expense Report form to the Administrative Services A/P Accounting Technician, who will review the submitted report within two (2) working days of receipt.  Once approved, Administrative Services will contact the Department via fax or email, to facilitate the reimbursement to the traveler.  The original Expense Report form will then be filed with the appropriate warrant.


If expenses are less than the travel advance, the traveler attaches a check to the original Travel Request and Expense Report forms and submits the documents to Administrative Services.  Administrative Services will issue a City receipt, give the receipt to the traveler, and credit the check to the traveler's Department Travel Budget (8415).  All travel advance returns must be processed by Administrative Services.

H. Any questions regarding this procedure may be forwarded to Administrative Services.

� Based on federal per diem rate, effective October 1, 2007, established for California counties Los Angeles, San Francisco, San Diego and Santa Clara.  Reference: IRS Publication 1542, Rev 10/1/2007.





