ADOPTED - MARCH 14, 2023

AGENDA ITEM NO. 6
Introduced by the County Services Committee of the:

INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION TO AMEND THE BUSINESS TRAVEL AND REIMBURSEMENT POLICY

RESOLUTION #23 – 096
WHEREAS, Ingham County Policy Review Committee was established to review existing policies and recommend new policies for Ingham County; and

WHEREAS, the Financial Services Department requested the Committee review suggested changes to the Business Travel and Reimbursement Policy; and 

WHEREAS, the Committee reviewed and agreed with suggested changes, which included but were not limited to: 

· Travel documentation and reporting
· Use of gender specific pronouns

· Clarification of per diem reimbursement rates.

THEREFORE BE IT RESOLVED, the Ingham Board of Commissioners approves the changes to the Business Travel and Reimbursement Policy suggested by the Financial Services Department and supported by the Policy Review Committee, which shall take effect upon approval of this resolution.
BE IT FURTHER RESOLVED, that this policy shall be applicable to all departments of Ingham County.
COUNTY SERVICES:  Yeas:  Celentino, Peña, Grebner, Sebolt, Lawrence, Maiville, Ruest

          Nays:  None     Absent:  None     Approved  03/07/2023




[image: image1]

Approved:
October 5, 2010
Resolution No.
10-327
A. Introduction
This policy pertains to all employees, elected officials and Commissioners. Compliance with these regulations is the responsibility of the department head or elected official. Vouchers that appear to be in violation of this policy will be returned unpaid to the department with an explanation.
B. Local Travel
1. County employees and elected officials that use a privately-owned vehicle for County business may be reimbursed. The amount to be reimbursed will be in accordance with the Internal Revenue Service (IRS) Standard Mileage Rate Method. The Human Resources Department will notify department heads and elected officials of changes in the Standard Mileage Rate.

2. Department Heads and elected officials will designate employees’ official work stations. This work station will be used in determining mileage reimbursement. No mileage will be allowed for travel between an employee’s home and their official work station (commuting expenses). Examples to assist in calculating allowable travel expenses are presented in Appendix A.

3. Only mileage determined by IRS guidelines will be reimbursed. The charge should be supported by a listing of the addresses traveled in sufficient detail to justify the mileage claimed. 

4. Charges for vehicle maintenance such as oil, antifreeze, towing, and other similar expenditures will not be allowed as reimbursable for privately owned cars are used.
C. Computation of Mileage
Mileage must be computed based on the shortest available route between the point of departure and the destination. A mileage grid showing distances between County facilities is provided in Appendix B. This grid may be used in place of actual odometer readings.

D. Fees
If an employee is required to have a motor vehicle available for County business purposes, a monthly parking allowance may be provided. The department head or elected official must request approval from the County Services Committee. If approved, a reimbursement will be provided monthly upon receipt of the parking charge in the amount specified in labor contracts or managerial compensation plan. Intermittent parking charges for meter, lots, etc., will be reimbursed monthly as incurred. Parking reimbursement requests should be included on the travel reimbursement requests. Meter parking should be identified on the reimbursement form as meter parking.

E. Parking or Traffic Violations
Under no condition will parking or traffic violation tickets be reimbursed. They are the full responsibility of the employee operating the vehicle.

F. Automobile Insurance
Employees who use their vehicles as a requirement of their job shall be reimbursed for automobile insurance as established by collective bargaining agreements and/or compensation plans. This payment will be made by December 15 of the contract year providing that prior to December 1 the employee shall submit proof of the additional automobile insurance and payment of same to the Human Resources Department.

G.
Temporary Assignments
An employee temporarily working at another location that requires driving less distance than that from home to the regular work site and back will not be reimbursed for such travel in his or her own vehicle, but, if the temporary work assignment requires driving more distance than normal, the employee will be reimbursed for the difference in miles driven.

H.
Use of County-Owned Vehicle
An employee using a County-owned vehicle on County business shall be reimbursed for gasoline and other operating expenses incurred while using the vehicle. The employee must provide receipts for he expenses and submit with the travel reimbursement request.

I.
Meal Allowance
Meal reimbursement calculations are provided in Section N.9.
History: 2010, Resolution 10-327, Effective October 5, 2010; -- Amended 2015, Resolution 15-173, Effective May
12, 2015
J.
Travel Reimbursement
1. All travel expense claims must be itemized, signed, and submitted on a Travel Expense Voucher form. Failure to use the Travel Expense Voucher form could delay the processing reimbursement. Employees should keep documentation of receipts and expenditures submit with Travel Expense Form. 

2. Expense reports should be submitted monthly and are due within 10 working days after the fiscal year ends.

3.
Supporting receipts must be attached for all items of expense, unless exempt by these regulations. Conference agendas/itineraries should be included, where applicable.
4.
All items on the travel voucher should appear in chronological order and all expenses for the period must be included.

5.
Each day’s expense shall be shown separately and totaled.
6.
The certification on each voucher must be attested to by the signature of the employee. An authorized agent may not approve his or her own voucher.

K.
Several People Attending the Same Out of Town Event
It is strongly recommended that if several people are attending the same out-of-town event that they travel together to reduce costs. This recommendation applies to employees within the same Department or from different Departments.

L.
Overnight Travel
1. General. County representatives traveling on official business are expected to exercise the same care incurring expenses that a prudent person would exercise if traveling on personal business. Compliance with these regulations is the responsibility of the department head or elected official. The Controller/Administrator and the Financial Services Department will refuse to pay any travel vouchers that appear to violate the intent of these regulations.
2. Authorization. All travel must be authorized and approved by the department head, elected official or their designated representative. No designated representative may approve their own vouchers. The Ingham County Board of Commissioners encourages County employees and County-wide elected officials to participate in professional self- improvement and continuing education efforts, and to seek out innovative and cost- effective programs and technologies for potential utilization in Ingham County. Department heads, elected officials and the presiding judges of the various courts may authorize the expenditure of budgeted funds for professional development of County employees, and to seek innovative programs and technologies for use in Ingham County. No out-of-state travel will be authorized without approval of the Controller/Administrator and the Chairperson of the Board of Commissioners.

Any travel needed as part of an employees’ essential job duty (such as transporting a prisoner or escorting a child for out-of-state placement) is not subject to this requirement.

History: 2010, Resolution 10-327, Effective October 5, 2010; -- Amended 2019, Resolution 19-540,
Effective December 11, 2019
M.

Travel Arrangements.
1. General. The County will be liable for the employee’s travel expense and the direct billing for the County will be for the employee only. These provisions will apply only to traveling employees and will not apply to air travel required for other functions such as witnesses required by the Prosecuting Attorney.

History: 2010, Resolution 10-327, Effective October 5, 2010; -- Amended 2015, Resolution 15-173,
Effective May 12, 2015; -- Amended 2019, Resolution 19-540, Effective December 11, 2019
2. Air Travel. The policy of Ingham County is that airline travel by County employees on official business will, whenever financially prudent, originate from the Capital Region International Airport (CRIA). If a flight out of a neighboring airport can be found at a materially lower rate, the flight may be booked from that airport. If the CRIA flight exceeds the cost of a flight from a neighboring airport by more than $200 for an individual or $400 for a group, the flight may be booked from the neighboring airport. The $200 or $400 difference is for the inclusive cost of the flight including mileage and parking.
The use of commercial airlines is permitted when it is to the advantage of the County as measured by both comparative travel costs and the time of the traveler. Travelers should purchase the least expensive accommodations available on any one flight with approval of the Department Head. Persons choosing to use first class transportation when economy class is available. The employee will be responsible for the additional cost of first class accommodations. First class fare will be allowable only when a ticket agency certifies that less expensive accommodations are not available. Such certification must accompany the reimbursement voucher.

History: 2010, Resolution 10-327, Effective October 5, 2010; -- Amended 2015, Resolution 15-173,
Effective May 12, 2015; -- Amended 2015, Resolution 15-276, Effective July 28, 2015; -- Amended 2019,
Resolution 19-540, Effective December 11, 2019
3. Round-Trip Tickets. Round-trip tickets will be secured whenever economical and practicable.
4. Changes. Once an airline ticket or hotel room has been booked, it can only be changed with Department Head’s approval. If the change is the result of an employee’s personal non-emergency issue (such as having to attend a child’s social event), the employee will be responsible for any additional cost incurred by the County. If a disagreement occurs, the County Controller/Administrator will determine if the change was the result of an emergency.
5. Insurance. Insurance coverage for persons traveling by common carrier is not allowable as a reimbursable expense.

6. Transportation by Private Owned Car. Employees or commissioners, who elect to drive a privately- owned car will be reimbursed at rates established in labor contracts or as provided by Board resolutions. Reimbursement for out-of-state travel by a privately- owned car (mileage plus lodging, per diem, and toll charges) is limited to the cost associated with economy class air fare.

An employee using a County owned vehicle on County business is reimbursed for gasoline and other operating expense incurred while using the vehicle. Appropriate documentation for all such expenses must be submitted with the travel reimbursement form.
7. Computation of Mileage. Mileage must be computed based on the shortest available route between the point of departure and the destination, plus road and bridge tolls. The per diem allowance will be limited to the number of days required to complete the travel at that rate. Documentation is required for toll roads and bridges and the like.

History: 2010, Resolution 10-327, Effective October 5, 2010; -- Amended 2019, Resolution 19-540,
Effective December 11, 2019
8. Rental Cars. A car may be rented at a conference site with prior approval of the department head. Only the cost for a compact vehicle will be reimbursed. The cost for any upgrade from a compact vehicle will be the responsibility of the employee. There is no need to purchase insurance when renting a vehicle since it is covered under the County’s insurance policy. Reimbursement for a rental vehicle precludes any reimbursement for local travel costs at the conference site.

9. Meal Reimbursement. The cost of meals while traveling is an allowable expense. If a meal is provided at the hotel or as part of the conference, no additional amount will be allowed. The actual cost of any meal will be reimbursed up to the cost of the U.S. General Services Administration Meals and Incidental Expense (M&IE) rate posted on the GSA Web page (https://www.gsa.gov/travel/plan-book/per-diem-rates) Incidental Expenses are included in the M&IE rate and will not be reimbursed separately. Meal receipts are not required when using the M&IE rate. 
The table below is to be used on the first day of travel, the last day of travel, OR when travel occurs in a single day.

	Departure Time
	Return Time
	Maximum Allowance

	Before 8:00 a.m.
	After 6:00 p.m.
	100%

	After 8:00 a.m.
	After 6:00 p.m.
	80%

	Before 8:00 a.m.
	Before 5:00 p.m.
	50%

	After 8:00 a.m.
	Before 5:00 p.m.
	30%

	Before 12:00 Noon
	Before 12:00 Noon
	0%

	After 12:00 Noon
	After 12:00 Noon
	0%


The cost for any additional activities provided outside the conference will not be allowed. 

History: 2010, Resolution 10-327, Effective October 5, 2010; -- Amended 2019, Resolution 19-540,
Effective December 11, 2019
10. Documentation. Receipts are required for all other transactions in excess of $25.00 claimed on the travel voucher as reimbursable items.

11. Foreign Travel. Travel expenses incurred while traveling in a foreign country will be reimbursed at the rate charged by the employee’s credit card or the published exchange rate at the time of the expenditure. A copy of the credit card statement or an exchange rate table from any financial publication should be provided to support the rate claimed. Daily and weekly exchange rate data is also available on the Federal Reserve Board website.
12. Lodging Charges Hotel and use taxes, applicable to lodging charges are reimbursable This does not include State of Michigan Sales Tax.  Receipts for lodging expenses are required. Any change in hotel location during continuous occupancy by an employee must be explained on the voucher. Reimbursement for hotel or motel room expense will be made for a standard single room. Any cost for the upgrade of a room will be the responsibility of the employee.
13. Lodging Charges for Multiple Occupancy. When a County employee in travel status shares hotel or other lodging with other County employees, reimbursement to the traveler will be as follows:

a. If hotel or other lodging is shared with a person other than a County employee, reimbursement to the County employees will be at the single rate. Documentation supporting the single rate must be available.

b. If hotel or other lodging is shared with two or more County employees or Commissioners and they all occupy the same room, reimbursement to the County employee or Commissioner will be based on the amount paid.

14. Guidelines. The following rules are established as guides for the employee and the approving officials:

a. It is expected that expenses incidental to official County travel will be held to the minimum amount required for essential and efficient conduct of County business. The department head, elected official or their authorized representative approving the travel voucher will be held responsible in their approval for all items of expense as being necessary and correct.

b. Expenditures for hospitality expenses and/or alcoholic beverages will not be reimbursed under any circumstances.

c. When travel expense vouchers are supported by receipts that show signs of erasures or alterations, reimbursement shall be denied.

d. No employee shall travel as the guest of any current or potential private (non- grantor) vendor who could reasonably be expected to offer service to the County in the future unless authorized by the Department’s Liaison Committee.

e. Employees may take annual leave during a tour of travel with approval of the department head or elected official, provided, that in no case shall travel expenses be allowed while in annual leave status. Whenever an employee in travel status becomes incapacitated due to illness or injury certified by a licensed physician that is allowable as sick leave, he may continue in travel status for a period not to exceed seven calendar days at rates not to exceed meal per diems and lodging charges as provided in these regulations.

f. An employee will be considered to be in travel status on non-work days unless the employee can return to their official work station or home prior to a non-work day. Employees may be entitled to compensation for work performed on non-workdays pursuant to applicable collective bargaining agreements. Every effort should be made to find an alternative to paying the employee overtime for traveling or attending a conference during a non-workday.

g. Enrollment or registration fees for approved conventions and meetings of associations or organizations are allowable for employees attending as official representatives of Ingham County. Advance registration is preferred. Receipts must be attached for reimbursement.

N.
Accounting for Travel Advances and Advances for Travel
1. Requisition for Travel Advance. Departments are authorized to make travel advances for specific trips of employees and Commissioners traveling on County business, subject to approval by the County Controller/Administrator. Requests for such advances should be made at least ten days prior to departure, but no more than 30 days before departure. An employee or Commissioner taking a trip with the appropriate prior approval, which would involve personal cash outlay for travel expenses, shall furnish the Controller/ Administrator a statement setting forth the purpose of the trip, expected travel period, method of transportation, itinerary, and an estimate of cash outlay for travel showing individually the estimated costs to be borne by the County.

Travel advances will not be issued for less than $50.00. Such de minimis expenditures will be reimbursed on a standard Travel Expense Voucher.

2. Issuing Advances. The official or employee shall request a travel advance by submitting a travel advance form. The preparer must retain a copy of the form. Receipt of a travel advance is conditional upon agreement to a payroll deduction to settle any unsubstantiated expenses (See Failure to Comply, below). Financial Services shall issue travel advances to employees with the concurrence of the employee’s department head.

3. Travel Advance Settlement: A travel advance should be settled within five working days subsequent to the final date of expenses listed on the travel advance form. Actual expenditures shall be reconciled to the amount of advances on the copy of the travel advance form. This completed and signed form shall be submitted to Financial Services along with any required documentation.

A check must be submitted to the Ingham County Treasurer for any excess travel advance.
4. Failure to Comply: IRS regulations require substantiation of expenses and the return of any excess travel advance within a reasonable period of time (60 days). Any portion of a travel advance not settled within 60 days shall be recovered through payroll deductions.

5. Travel Reimbursements: Overnight travel expenses incurred without benefit of a travel advance will be reimbursed on a travel voucher. Such reimbursement claims will be prepared and submitted on the standard Travel Expense Voucher, itemized and stated by these regulations.

O.
Use of County-Owned Vehicles
1. This policy covers and applies to all official’s and employee’s use of any vehicle owned by Ingham County, except that this policy may be considered modified, but only to the extent that provisions of a collective bargaining agreement expressly provide for vehicle use in a manner inconsistent with this policy.

2. All vehicles acquired by Ingham County are for the use and purpose of County business only, and all officials and employees of the County operating vehicles are subject to and required to adhere to the terms of this policy

3. Except as otherwise specifically provided in this policy, no official and no employee may use a County-owned vehicle for personal use. County-owned vehicles shall be used for County business.

4. County employees may use County-owned vehicles for commuting to and from employment only if specifically required to do so for the purposes of on-call duty, or if specifically authorized by the employee’s department head or elected official, as being necessary and in the best interest of the County. Except as permitted herein, there shall be no commuting with County-owned vehicles and there shall be no other personal use of County-owned vehicles by County employees. Employees shall report in writing bi- weekly the number of “commuting days” to the employee’s department head or elected official.
P.
Other Reimbursement
1. Miscellaneous Expenditures: County funds may be expended for supplies to the extent that such supplies are consumed by the general public or used in the conduct of normal business. Whenever possible, supplies should be billed to Ingham County by the vendor. If direct billing is not possible, an employee may be reimbursed for such expenses.

2. Charges not Reimbursable: In general, the County is not liable for any loss or damage to an employee’s property.

3. Sales Tax: As a governmental entity, Ingham County is not subject to state sales tax. Sales tax should not be paid on any item purchased for the exclusive use of Ingham County. Ingham County’s tax-exempt number is 38-6005629. An exemption certificate is available from the Purchasing Department, if required.

4. Registration Fees: Enrollment or registration fees for approved conventions and meetings of associations or organizations are allowable for employees attending as official representatives of the County. Documentation must be attached.

5. Retiree Recognition Policy: County funds may be utilized to recognize and honor retirees to a maximum of $75.00 for employees who have a minimum of ten years and

$150.00 for employees who have a minimum of 25 years. A completed Retiree Recognition Expense Form is required to be submitted with the invoice for payment. This amount must be used to purchase an actual gift or fund a party. Gifts of cash or gift cards are not allowed.

6. Guests: The cost of guest meals is allowable when incurred by department heads only if it can be shown that such cost was incidental and necessary to the conduct of official County business. In no cases will the amount allowed be in excess of the maximum established in these regulations. Full explanation must be given on the voucher, including the name of the guest. Tips are limited to 20%.

7. Food and Beverages for Meetings: Food and beverages purchased for staff meetings and staff lunches are not an allowable expense. Only meetings which include community members, vendors or other outside parties will be allowed to serve food and beverages at the County’s expense. 

8. Rental of Rooms: Expenses for rental of special rooms for meetings will be approved only when County owned facilities are not available. Approval from the Controller/Administrator is required. Receipts are required.

9. Dues and Subscriptions: Professional dues and subscriptions will only be allowable expenses if they are required for an employee’s essential job duty or are necessary to provide a Department’s primary service.

10. Documentation and Processing: All requests for reimbursement must have adequate documentation. Employees are encouraged to order items with per unit cost of $100 or more through the Purchasing Department. A purchase order should be issued to the vendor for such purchases.

An employee may request reimbursement by including the expense on a standard Travel Expense Voucher with their mileage (NOTE: The correct charging distribution number should be indicated.) Alternately, a reimbursement voucher may be submitted. The voucher should be made payable to the employee. The description should read “employee reimbursement” and should also indicate the employee’s department.

11. Enforcement: The Director of Financial Services has the authority to reject any expenditure which they believe is not in accordance with this policy. Any employee disagreeing with this decision can appeal the decision to the County Controller/Administrator.
APPENDIX A TRAVEL SCENARIOS

Following are examples to assist in calculating allowable travel expenses:
EXAMPLE 1
One staff person lives in Mason.
Are they entitled to mileage from their home in Mason to the Mason Courthouse (which is not her assigned location) or are they entitled to mileage from the VMC (where they did not report but is their assigned location) to the Mason Courthouse?

If they are going to mason for the entire day, they would not be entitled to any mileage since it is closer than their typical commuting miles. But, if they drove to Lansing at 8:00 and then needed to go to Mason for a two-hour 11:00 a.m. meeting and then returns to Lansing for the rest of the day, they would be entitled to the mileage from Lansing to Mason and back to Lansing.

EXAMPLE 2
If this staff person reports from their home in Mason to the Mason Courthouse in the morning and then reports to the VMC location in the afternoon, are they entitled to mileage from the Mason Courthouse to the VMC building?

They would not be entitled to any mileage since they are not traveling any farther than they would on a typical day.

EXAMPLE 3
One staff person lives in Lansing.
Are they entitled to mileage from their home in Lansing to the Mason Courthouse (when they reported directly to the Mason location instead of their assigned location of VMC) or are they entitled to mileage from the VMC to the Mason location?

They would be entitled to the difference between her their normal commute and the commute to Mason. If they live five miles from downtown but needs to drive 20 miles to Mason instead, they would be entitled to reimbursement for 15 miles driven.

EXAMPLE 4
If this staff person reports from their home in Lansing to the Mason Courthouse in the morning and then reports to the VMC location in the afternoon their entitled to mileage from the Mason Courthouse to the VMC building?

Same as Example 3
APPENDIX B MILEAGE TABLES

Animal Control..................... 600 Curtis, Mason
Housing Commission
3882 Dobie Road, Okemos
County Attorney................... 601 N. Capitol, Lansing
County Courthouse
341 S. Jefferson, Mason
55th District Court................. 700 Buhl, Mason
Family Center (Academy)
1601 W. Holmes Road, Lansing
Drain Commissioner ............ 707 Buhl, Mason
Medical Care Facility
3860 Dobie Road, Okemos
Health Center – Sparrow...... 1322 E. Michigan, Lansing
Potter Park Zoo
1301 S. Pennsylvania, Lansing
Health Center–St. Lawrence 1100 W. Saginaw, Lansing
Road Department
301 Bush, Mason
Grady Porter Building .......... 303 W. Kalamazoo, Lansing
Sheriff’s Office
630 N. Cedar, Mason
Hilliard Building .................. 121 E. Maple, Mason
Veteran’s Mem Courthouse
313 W. Kalamazoo, Lansing
Human Services Building
5303 S. Cedar, Lansing

	Healthy Smiles Dental Clinic
	2
	---
	4
	1
	4
	2.5
	4
	2.5
	11.5
	

	Otto Community Health Clinic
	5
	2
	---
	4
	1.5
	6
	2
	2.5
	15
	

	Well-Child Health Center
	3
	1
	4
	---
	3
	3
	3.5
	3
	13
	

	Willow Teen Health Services
	5
	4
	1.5
	3
	---
	5.5
	1
	2
	14.5
	

	Health Plan Management
	0.5
	2.5
	6
	3
	5.5
	---
	5.5
	4.5
	8
	

	St. Lawrence Health Center
	5
	4
	2
	3.5
	1
	5.5
	---
	2
	14.5
	

	Sparrow Health Center
	4.5
	2.5
	2.5
	3
	2
	4.5
	2
	---
	13
	


Health Plan Management ..... 5656 S. Cedar, Lansing
Health Center–St. Lawrence
1100 W. Saginaw, Lansing
Healthy Smiles Dental Cl ..... 2815 S. Pennsylvania, Lnsg.
Health Center – Sparrow
1322 E. Michigan, Lansing
Jail Medical -Sheriff’s Ofc... 630 N. Cedar, Mason
Health Center – Well Child
901 E. Mount Hope, Lansing
Health Center - Otto ............. 500 E. Thomas, Lansing
Willow Teen Health Services .. 306 W. Willow, Lansing

	Burchfield / Riverbend
	13
	---
	9
	9
	25
	23
	10
	10

	Hawk Island
	21
	9
	---
	10
	12
	10
	11
	2

	Parks Department
	16
	9
	10
	---
	14
	13
	1
	14

	Lake Lansing North
	37
	25
	12
	14
	---
	2
	18
	10

	Lake Lansing South
	36
	23
	10
	13
	2
	---
	16
	9

	Rayner Park
	15
	10
	10
	2
	18
	16
	---
	13


Baldwin Park........................ 4999 S. Onondaga, Onondaga Lake Lansing North
6260 E. Lake Drive, Haslett
Burchfield / Riverbend ......... 881 Grovenburg, Holt
Lake Lansing South
1621 Pike, Haslett
Hawk Island ......................... 1601 E. Cavanaugh, Lansing
Potter Park Zoo
1301 S. Pennsylvania, Lansing
Parks Department ................. 121 E. Maple, Mason
Rayner Park
730 E. Ash, Mason
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