February 1, 2009

Mendon City Travel Policy
1.  General Policy:

Mendon City travel policy is issued to ensure costs associated with travel is kept to a minimum.  Travel is defined as distances over 50 miles from the Mendon City Limits.  All employees and volunteers will exercise frugal travel practices.  Federal per diem rates will be used in all situations.

2.  Travel Authorization.  All travel will be authorized by a member of the city council or mayor in writing.  The authorization will have specific cost limits and cannot be exceeded without proper authorization by a member of the city council or the mayor.

3.  Employee / Volunteer Travel Requirements.  All personnel performing official travel for Mendon City will adhere to the following policy:

a.    A travel request at appendix A will be completed and properly approved prior to travel.  Failure to obtain proper approval will result in non-payment by Mendon City.
b.  Travel requests will be approved by an immediate supervisor and a member of the city council or mayor who is over the department requesting travel approval.

c.  Travel must have been identified in the annual budget within the department requesting travel authorization.  Emergency travel will be authorized based on available funding.  Each department is responsible to properly manage travel funds.  No department can exceed travel fund allotments without full city council approval.

d.  The traveler will estimate costs by calling hotels to determine room rates, parking fees, etc.  Travel will be by most economical means.  This is usually by private automobile.  Each mode of travel will be priced to determine the most economical method.  If multiple personnel are traveling to the same location, only one will be authorized mileage reimbursement for private automobile usage, or only one rental car will be authorized.
e.  No per diem will be authorized for travel within 50 miles of Mendon City.  Mileage will be paid if more than 20 miles, and as approved on the travel request.
                                                                                       1

4.  Supervisor Responsibilities.  Supervisors and department heads will ensure employees adhere to Mendon City travel policy and the following:

a.  If multiple personnel need the same training, if possible, the training will be scheduled locally to reduce travel costs.  Supervisors and department heads will project employee training, and schedule training and meetings locally where the largest number of employees can benefit and reduce travel costs.

b.   Meetings.  Every effort should be made to hold meetings locally, especially when multiple employees must attend.
c.  Mendon City will not reimburse travel expenses for employee’s spouse or dependents.  The employee or volunteer must pay these costs to include hotel costs when multiple room occupancies are at an additional cost.

d.  No employee is authorized to carry spouses or dependents in city owned vehicles.
e.  Supervisors will manage travel costs to the approved budget.  No travel can be approved without sufficient funding.  Disciplinary action will be taken if travel costs are not managed to budget.
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APPENDIX A
Travel Requests
General:  Travel Requests must always be preapproved unless an emergency.  Emergency travel requests will be approved verbally. Very few travel requests will be considered emergency type travel. Failure to plan is not considered an emergency. Travel costs are estimates and must be sufficient to cover travel expenses.  The total amount of estimated travel expenses will be deducted from each department’s travel budget.  Once travel is completed the travel budget will be reconciled with the actual cost. A blank travel request is located on page A-2.  A sample Travel Request is located on page A-3.
Date:  This is the date the travel request is submitted for approval.
Section 1: Complete name, address, and phone number of the traveler.

Section 2: Complete travel dates and total days of travel.

Section 3: Identify location of temporary duty. Annotate complete itinerary.

Section 4: Identify the purpose of travel, training, meeting, presentation, etc.
Section5: Identify all travel costs.  This is the maximum that can be expended and requested for reimbursement. Per Diem Rates are noted in Appendix B. Standard Per Diem Rates are used for all cities/counties except for those specifically noted in the table. Travelers are always required to use the most economical hotel and modes of travel.
Section 6: Remarks. Note any special requirements, costs, and travel arrangements. If another agency is paying for travel it must be noted here.

Section 7: Approvals.  All approvals must be completed prior to travel commencement. Approving officials will use the remarks block for any special conditions or restrictions.

Travel Orders: Once Travel Requests are approved, they become official Travel Orders. A Travel Order is your authorization to commence travel on its designated date.  Reimbursement will be made based on the Travel Order and Travel Reimbursement Request.  A copy of the Travel Order must be attached to the Travel Reimbursement Request.  A copy of expense receipts must be included for all expenses or reimbursements will not be made.  No expenditure can be charged to Mendon City.  The traveler must pay for all expenditures.
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[image: image1.png]Mendon City Travel Request DATE:

NAME:

ADDRESS:

PHONE NUMBER:

Travel Dates: Depart:
Total Number Days:

Return:

Travel Destination:

Itinerary:

Purpose of Travel:

Travel Costs:
Hotel:

Travel:

Per Diem:

Parking:
POV TRAIN AIR BUS OTHER

Mode: D

Amount:

Misc Expense:

Total:

Remarks:

Approvals:
Supervisor:

Approved: YES
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Date: D
O

Date:
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[image: image2.png]Mendon City Travel Request DATE: February 1, 2009

NAME:John Doe

ADDRESS: 1 East1 North, Mendon, UT 84325

PHONE NUMBER; (435) 000-000

Travel Dates: Depart: 02/15/2009  Return:02/18/2009

Total Number Days: 4

Travel Destination: Saltlake City Utah

Itinerary: Depart Mendon City and arrive Salt Lake City 02/15/2009;

Depart Salt Lake City and arrive Mendon, Utah 02/18/200

Purpose of Travel: Attend UDQOT street repair training.

Travel Costs:

Hotel: $150.00 Parking: $15.00
POV TRAIN AIR BUS OTHER

Travel:$105.30 vode: X OO0 O 0O a_ |

PerDiem: §18900
Total:$45930

Remarks:

Approvals: Approved: YES NO
Supervisor: Date: D D
City Council Rep: Date: D D

Remarks:





APPENDIX B
Travel Reimbursement Rates

	Current Privately Owned Vehicle Reimbursement Rates

	Modes of Transportation
	 Effective Date
	 Rate per mile

	
	
	

	Automobile

	If no City Owned Vehicle available
	August 1, 2008
	$0.585

	If City Owned Vehicle available
	January 1, 2007
	$0.285

	If committed to use City Owned Vehicle
	January 1, 2007
	$0.125

	Motorcycle
	August 1, 2008
	$0.585


No Fire Department equipment will be used for travel.
Meals and Incidental Expenses (M&IE)

The following table shows the breakdown of breakfast, lunch, and dinner components of the maximum daily reimbursement (per diem) rates for meals and incidental expenses while on travel.  The M&IE rates differ by travel location.  View the Per Diem Rate for your primary destination to determine which M&IE rates apply.  Refer to the Per Diem Rate Table for deducting these amounts from your per diem reimbursement claims for meals furnished to you by the training provider, hotel, meeting provider, etc.
NOTE: You must view the Per Diem Rate for your primary destination to determine which M&IE rates apply.
	
	The M&IE rates differ by travel location.  View the Per Diem Rate for your primary destination to determine which M&IE rates apply.

	M&IE Total
	$39
	$44
	$49
	$54
	$59
	$64

	Breakfast
	7
	8
	9
	10
	11
	12

	Lunch
	11
	12
	13
	15
	16
	18

	Dinner
	18
	21
	24
	26
	29
	31

	Incidentals
	3
	3
	3
	3
	3
	3
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FY2009 UTAH Per Diem Rates - Effective October 1, 2008
	
	 
	 
	 
	 
	 
	 
	 

	State
	Primary Destination
	County
	Season Begin Date
	Season End Date
	Lodging
	M&IE
	Total

	 
	Standard CONUS Rate applies to all destinations or counties not specifically listed below
	 
	 
	 
	$70
	$39
	$109

	Utah
	Park City
	Summit
	10/01/08
	12/31/08
	$91
	$64
	$155

	Utah
	Park City
	Summit
	01/01/09
	03/31/09
	$164
	$64
	$228

	Utah
	Park City
	Summit
	04/01/09
	09/30/09
	$91
	$64
	$155

	Utah
	Provo
	Utah
	 
	 
	$86
	$49
	$135

	Utah
	Salt Lake City
	Salt Lake and Tooele
	10/01/08
	12/31/08
	$102
	$54
	$156

	Utah
	Salt Lake City
	Salt Lake and Tooele
	01/01/09
	03/31/09
	$116
	$54
	$170

	Utah
	Salt Lake City
	Salt Lake and Tooele
	04/01/09
	09/30/09
	$102
	$54
	$156
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APPENDIX C
Travel Reimbursement

General:  Travel reimbursement requests will be submitted within 15 days of travel completion. Original receipts must be submitted with the Travel Reimbursement Request in order to receive payment.  If a receipt is lost, the traveler must request a replacement receipt.  If a replacement receipt cannot be obtained, a statement must be included that includes the information on page C-2.  Travel Reimbursement Requests that are not approved, can be resubmitted once the deficiency is corrected.

Date:  Date the request the day it is completed.

Section 1:  Complete the same as on the Travel Request.

Section 2:  Complete the same as on the Travel Request.

Section 3:  Complete the same as on the Travel Request.

Section 4:  Insert actual expenses.  Expenses must be supported with receipts.  Attach original receipts to the Travel Reimbursement Request.

Section 5:  Include any remarks that support reimbursement.
Section 6:  Immediate supervisor and city council member must approve the reimbursement request in order for the traveler to be paid.  Each approving official is to validate each expenditure based on Per Diem Rates, attached receipts, and Travel Order authorization.  All entries must be correct, or the Travel Reimbursement Request must not be approved.  Requests that are not approved must have an explanation in the remarks block.
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[image: image4.png]Mendon City Travel ReimbursementRequest| DATE: Feb 19, 2009

NAME:John Doe

ADDRESS: 1 East1 North, Mendon, UT 84325
PHONE NUMBER:_(435) 000-000

Travel Dates: Depart: 02/15/2009 Return:02/18/2009
Total Number Days: 4

Travel Destination: SaltLake City, Utah

Actual Travel Costs:

Hotel: $135.20 Parking: SO
POV TRAIN AIR BUS OTHER

Travel:$105.30 Mode: X O O O

PerDiem:$18900

Misc Expense: SO Amount: S0
Total:$429.50—————

Remarks:

Approvals: Approved: YES NO
Supervisor: Date:

City Council Rep: Date: D

Remarks:





