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GENERAL TRAVEL POLICIES

When traveling at the Cullman County E9-1-1 Board of Commissioner’s expense, Board members and staff employees should, in all cases, seek to obtain the lowest possible fares and rates by scheduling their travel in the manner that will be most economical to the Board.

1. Travel Status

Employees are in travel status when they leave their base. The E9-1-1 Business Office is located in Cullman, Alabama and is considered the base for all Board members and staff employees.

2. Travel Voucher

Travel Voucher is the form used to record all reimbursable travel costs. A copy of the Cullman County E9-1-1 Travel Voucher (Expense Report) is shown as Attachment A of this Travel Policy. Copies of the Travel Voucher may be obtained from the E9-1-1 Business Office located at 708 Second Avenue SW, Cullman, Alabama.
The total request for reimbursement must be submitted after completion of the trip. Receipts and other documentation of the total costs of the trip (including any prepaid expenses) must be submitted along with the travel voucher.

If the travel voucher is submitted more than 60 days after the traveler’s return, the reimbursement will be taxable income to the employee. Tax withholding will be made from a subsequent salary check. (Federal tax regulations require that substantiation of reimbursed expenses be made within a reasonable period. Under the IRS safe-harbor rule, that period is 60 days)

Any expenses covered by a third party should be noted on the travel voucher.

3. Documentation of Costs

After returning from official travel, Board members and staff employees are required by the Board to present original receipts for all travel expenses that require documentation: that is, lodging, airfare, rail fare, and any unusual expenses. In addition, the IRS requires that all Board travel expenses of $75.00 or more be documented.
When original receipts are unavailable, the Board may consider accepting the following documentation of incurred expenses:

· Canceled check

· Copy of bank statement plus carbon of check

· Credit card slip, customer copy

· Credit card statement reflecting travel charges

· Bank statement which lists payee and amount

Conference registration fees paid personally by a Board member or staff employee are reimbursable following the conference. To claim reimbursement, any conference brochures or other literature documenting the expense, a registration receipt, or other proof of payment (see the list above) must be submitted along with the travel voucher.

Documentation must include information detailing meals included in a registration fee. This might be the conference registration information or the daily meeting schedules.

4. Approval of Travel Reimbursement

The E9-1-1 Board requires that travel vouchers be signed by the supervisor of the employee who is requesting reimbursement for official travel. In the case of the Administrative Director, any Board member is authorized to approve the travel voucher when the Chairman is unavailable.
5. Telephone Calls

Business-related calls made during travel are reimbursable, but personal calls to the employee’s home or elsewhere are limited to one call per day that the employee is in travel status.

Personal calls made from a hotel and itemized on the hotel receipt should not be included on the travel voucher, unless the paragraph above applies.

Business related calls should be noted on the travel voucher.

6. Laundry Services

A Board member or staff employee may be reimbursed up to $25.00 per week for laundry and dry-cleaning expenses for every seven days in continuous travel status if the Board is paying the day-to-day expenses. Only actual laundry and dry-cleaning are reimbursable and receipts are required.

7. Travel during Sabbatical Leave

With prior approval from the Board, travel expenses incurred during a sabbatical leave period may be reimbursed if they are connected to official travel in the performance of Board duties.
8. Travel Advances

The Board does not advance funds for travel expenses to Board members or staff employees unless it is approved by the E9-1-1 Board of Commissioners.

9. Prohibited Expenses

The Board does not reimburse Board members or staff employees for purchases of alcoholic beverages.

The Board does not reimburse Board members or staff employees for travel expenses incurred by their spouses or other family members.

Medical expenses incurred during travel may not be reimbursed as travel costs. However, if during official travel a staff employee becomes incapacitated by an illness or injury covered by the Board, that employee’s travel status may be continued.

The Board does not reimburse Board members or staff employees for the cost of

· Passports
· Laundry or valet services except as allowed in item 6 in this section

· Recreational activities (even when such activities are part of a business meeting or conference)

· Safe charges

10. Special Travel Requirements

If a Board member or a staff employee has special travel requirements that are not covered by the above policies, they must be explained in writing to the Board. Special requirements must be approved prior to travel in order to be eligible for reimbursement.

11. Trip Cancellation

If conflicting Board business or a compelling personal reason (illness, death in the family) requires a Board member or staff employee to cancel an official trip, reimbursement may be requested from the Board for nonrefundable travel expenses incurred before the cancellation.

TRANSPORTATION

1. Travel Route

For official Board travel, Board members and staff employees should use the most economical route available. Mileage is calculated from the Board member’s or staff employee’s official assigned work station. If official travel begins at home and home is closer to the destination, mileage is calculated from home.

2. Interrupted Travel

If a Board member or staff employee interrupts official travel or deviates from the most direct travel routes for reasons of personal convenience, that Board member or staff employee assumes all additional costs associated with changing the approved travel itinerary.
3. Taxis

During official Board travel, taxis may be hired when no other, more economical public transportation is readily available. A written explanation is required for each taxi trip except the trip from and to the airport or rail station at the destination. Submit explanations for all other taxi trips with the travel voucher.

4. Air Travel

When traveling by commercial airline on official Board business, Board members or staff employees should plan well in advance and obtain the most economical fare available. Only coach/economy fares are reimbursable; the maximum amount you may claim for out-of-state travel is the coach, discount coach, or economy fare to the airport nearest the destination. The original passenger copy of your ticket must be submitted with the travel voucher or an email receipt is acceptable if electronically booked along with the used ticket.

The costs of ticket life insurance and ticket cancellation insurance are not reimbursable.

5. Rail Travel

Original receipts for rail fare, as well as the passenger copy of the ticket, must be submitted with the travel voucher. The Board will not reimburse any Board member or staff employee for rail fares that exceed the cost of the 14-day coach/economy airfare to the destination.

6. Documentation of Prepaid Airfare and Rail Fare
Whether or not a Board member or staff employee’s airfare or rail fare was prepaid by the Board, the passenger copy of the ticket must always be submitted with the travel voucher. If the tickets were purchased using the internet then the email printed copy of the receipt will be acceptable along with the used ticket.
7. Local (Automobile) Transportation

The Board travel voucher is used to claim reimbursement when Board members or staff employees travel within Cullman County on official business. Employees may be reimbursed at the authorized per-mile rate. The mileage rate will equal the federal mileage rate. State the date, destination, and reason for the trip, along with the recorded mileage, on the in-state travel voucher.
For frequent local travel, claims should not be submitted on a per-trip basis. Rather, employees who make frequent local trips should keep a mileage log and submit claims at appropriate intervals. The interval of claims must be less than 60 days. Any expense turned in for reimbursement more than 60 days after the expense was incurred is treated as taxable income subject to withholding per IRS regulations. Submit the mileage log with the in-state travel voucher. 
8. Automobile Transportation

E9-1-1 Board –Owned Automobile Transportation

The E9-1-1 Board maintains two vehicles that staff employees may use for official Board travel. These vehicles are available on a first-come, first-served basis to properly licensed staff employees. A valid driver’s license is required. Authorized travelers may use a Board gasoline credit card to buy fuel for Board vehicles they are operating on official business, but they are prohibited from using a Board card to buy fuel for privately owned vehicles.

Privately Owned Automobile Transportation

Private automobiles may also be used for official Board travel. Board members and staff employees who use their own automobiles for official travel will be reimbursed at the current federal mileage rate. The Board makes reimbursement for the round-trip mileage between a Board members or staff employee’s base (see “Travel Status” within these policies) and destination, or for the actual miles traveled from origin to destination and back, whichever is less. The mileage between an employee’s residence and official travel station is not reimbursable.
When two or more passengers travel in one private automobile on official Board business, only one employee may claim reimbursement for mileage.

When Board-owned or private automobiles are used for official travel, any parking and/or toll charges incurred are reimbursable. Drivers are held personally responsible for charges for any traffic or parking violations or for expenses incurred because of lost keys or keys locked in vehicles.

9. Rental Vehicles

If a rental vehicle is needed from Cullman County, the employee must call the Administrative Assistant to rent the vehicle. Renting a vehicle through the E9-1-1 Business Office not only assures receiving the best price but also provides for liability coverage. In the event that the use of a rental vehicle is necessary at the traveler’s destination, the travel voucher must state why it was necessary to rent a vehicle. As a general rule, the Board does not accept transportation to and from the airport, to and from meals, or sight-seeing as justification for renting a vehicle. The original receipt and rental agreement as well as any gasoline receipts must accompany the travel voucher.
When a vehicle is rented at the traveler’s destination, it must be rented in the name of the Board so both the driver and vehicle are covered by the Board’s liability insurance. The Board’s liability insurance includes a rider providing comprehensive and collision coverage for vehicles rented at destination only. Consequently, the traveler should NOT purchase insurance from rental car agencies. This coverage has a deductible on both collision coverage and on comprehensive coverage which will be charged to the E9-1-1 Business Office’s budget in case of an accident.
IN-STATE

1. Travel Vouchers

Requests for reimbursement for in-state Board member and staff employee travel must be submitted on a Board travel voucher. Travel voucher must be filed within 60 days of travel. Travel reimbursement submitted subsequent to 60 days after the completion date of the trip will be treated as income subject to withholding according to federal tax regulations. Withholding will be taken from a subsequent salary check.

2. Reimbursement for In-State Travel

When a Board member or staff employee travels within the state of Alabama on official Board business, that traveler may claim actual expense reimbursement. If prepayments are made for a trip, documentation as described in “Travel Vouchers,” is required.
When an employee’s hotel room is paid for by the Board, the amount paid should be deducted from the amount due the employee.

OUT-OF STATE

1. Travel Vouchers

Requests for reimbursement for out-of-state Board member or staff employee travel must be submitted on an E9-1-1 Board travel voucher. Travel vouchers must be filed within 60 days of travel. Travel reimbursements submitted subsequent to 60 days after the completion of the trip will be treated as income subject to withholding according to federal tax regulations. Withholding will be taken from the last paycheck in the month following the quarter in which the reimbursement was made. Receipts and other documentation of the total costs of the trip (including any prepaid expenses) must be submitted along with the travel voucher. Documentation must include information detailing meals included in a registration fee. This might be the conference registration information or the daily meeting schedule. Any expenses paid by a third party should be noted on the travel voucher.
2. Lodging

Accommodations should be prudently planned, so that the best interests of the Board are served at the most reasonable cost. Anyone traveling on Board business is expected to exercise the same economy that a practical person would exercise when traveling on personal business. 

When a Board member or staff employee presents documentation requesting reimbursement for lodging expenses, itemized folio receipts must accompany the Board travel voucher. Credit card receipts are unacceptable. The dates of occupancy, the number of night claimed for reimbursement, and the total amount charged for lodging must be recorded on the travel voucher.

3. Meals

Board members and staff employees traveling out-of-state on official Board business are reimbursed for the actual cost of their meals.

In accordance with federal tax regulations, meal expenses incurred during out-of-state travel not requiring an overnight stay are treated as income subject to tax withholding as described in Item 1.

In the event that all meals are included in conference registration fees, the Board member or staff employee attending the conference cannot request meal reimbursement. If the cost of only some meals are included in the conference fees, then reimbursement may be requested for meals not provided by the conference.

4. Gratuities

Tips to food servers, taxi drivers, and room cleaning staff are reimbursable when they are at acceptable levels and deemed by the Board to be reasonable and necessary. Gratuities claimed as travel expenses should be consistent with the amounts generally accepted in the geographical location for the type of services provided and under any special circumstances.
5. Baggage Handling

Baggage handling expenses will be reimbursed if they are incurred when traveling to or from the place of lodging or when traveling to or from the airport or train station.

INTERNATIONAL
Travel is considered international when it occurs anywhere outside the states of the United States of America, the District of Columbia, or Canada.

1. Travel Vouchers

Requests for reimbursement for international Board member or staff employee travel should be submitted on an E9-1-1 Board travel voucher. All costs listed on the travel voucher must be recorded in U.S. currency and the exchange rate stated on the voucher.

Travel vouchers must be filed within 60 days of travel. Receipts and other documentations of the total costs of the trip (including any prepaid expenses) must be submitted along with the travel voucher. Documentation must include information detailing meals included in a registration fee. This might be the conference registration information or the daily meeting schedules. Any expenses paid by a third party should be noted on the travel voucher.

2. Travel Approval

Board members or staff employees wishing to embark of official board travel in another country must first request prior written approval from the Cullman County E9-1-1 Board of Commissioners or their designee. The request must contain a budget for meals and lodging. The approved budget will be submitted with the reimbursement request. Reimbursement for meals and lodging will be based on the approved budget.

For assistance with budgeting international per diem rates are available at HYPERLINK http://www.state.gov/www/perdiems/index.html.

3. Reimbursement for International Travel

All other guidelines governing out-of-state travel reimbursement also govern international travel reimbursement with the exception of the meal and lodging (see item 2 above).
SPOUSE/FAMILY TRAVEL

The Board does not reimburse employees for travel expenses incurred by their spouses or other family members. 

ATTACHMENT A

TRAVEL VOUCHER/EXPENSE REPORT
CULLMAN COUNTY EMERGENCY

COMMUNICATION DISTRICT (ECD)

E9-1-1 TRAVEL POLICY

Dated: July 15, 2008
APPROVED

________________________



________________________

