TWAIN HARTE COMMUNITY SERVICESDISTRICT
Policy and Procedure Manual

POLICY TITLE: Trainingand Trave Authorization and Expense Reimbursement Policy
POLICY NUMBER: 2083
ADOPTED: August 11, 2016

2083.10 Pur pose - Twain Harte Community Services District believesin providing sufficient
training opportunities for board members and employees in order to achieve high levels of
performance and to enable effective and sound decision making. The purpose of this policy isto
prescribe the manner in which District employees and directors may receive approva to attend
training events and be reimbursed for expenditures related to District training and out-of-county
travel.

2083.20 I ntent - Provisionsregarding expense reimbursement areintended to result in no persona
gain or lossto an employee or director and are intended to be consistent with prudent use of public
funds, best business practices and applicable laws.

2083.30 Training/Travel Authorization - Employee and Board of Director training and/or out-of-
county travel may be authorized when deemed necessary and in the best interest of the District or asa
pre-approved empl oyee professional devel opment plan.

2083.31 Employee Training/Travel - Employees may travel to participatein pre-approved
training programs and conferences or to attend to District business that cannot take place
locally. Travel and cost estimates must be approved in advance by the Department Manager or
General Manager using the District’s Training/Travel Authorization and Expense
Authorization Form.

2083.32 Board of Directors Training/Travel - Members of the board may travel to
participate in training programs and conferences or to attend to District business that cannot
take placelocally. Training and travel must be approved in advance as set forth in policy 4090
— Training, Education & Conferences.

2083.40 Eligible Travel Expenses - Didrict employees and directors are eigible to receive
reimbursements for transportation, medls, lodging, and other reasonable and necessary expenses for
attending the above occurrences on behdf of the Twain Harte Community Services Didtrict. Travel onthe
day before an event will generaly be alowed when attendance would require travel time before 6:00 am. in
order to makeit in timeto the event. Return travel on the day after the event will generdly be dlowed in the
event that traveling on the last day of the event would result in the attendee arriving a hisher place of
residence after 8:00 p.m.
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2083.41 Registration Costs— Costs for seminars, conferences, workshops, and meetings will,
whenever possible, be pre-paid by the District when the employee has been authorized to travel
to such events. Attendees should make every effort to submit travel authorization requestsin
enough time to utilize early-bird registration discounts or avoid late registration fees.

2083.42 Transportation - Transportation will be by the most economical means, as
determined by the District. Employees are encouraged to use a Digtrict vehiclefor trave, if
available, and when travel by vehicle is the most economical option.

2083.42.1 District Vehicle— When adigtrict vehicleis used, transportation reimbursement
will be limited to the cost of fuel only.

2083.42.2 Personal Vehicle— When a persona vehicleis used, transportation
reimbursement will be calculated on a per mile basis according to the current IRS Standard
Mileage Rate. The following will aso apply:

= Mileage will be computed from the distance of the employee’s or Director’s
residence or normal designated worksite to the destination, and return. Mileage
may also include travel to and from an airport or other place of public
transportation used to travel to and from the final destination.

= Fud costswill not be reimbursed in addition to the standard mileage rate.
=  No reimbursements will be made for the repair of a private vehicle.

= The driver must possess a valid driver’s license and carry liability insurance.

2083.42.3 Air Travel — When airfareis the most economical method of transportation, the
following rules and guidelines shall apply:

= Useof acarrier that delivers the most direct and economical option should be
used.

=  Rembursement will be based on travel by coach/economy class.

= No additiona charges or higher airline rates may be incurred for reimbursement
by the District for the purpose of obtaining frequent flyer miles or any other
promotional discounts for future use.

2083.42.4 Car Rental — Rental cars may be used if public transportation is not available
and it is the most economical means of transportation. The following rules and guidelines

shall apply:

»  Thetypeand size of the automobile rented shall be the least expensive option
appropriate to the use required by the employee or Director.
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= Luxury cars are not to be rented under any circumstance.

= Effort should be made to obtain the lowest rate whenever possible.

2083.42.5 Use of Taxis— Use of taxisis discouraged. Attempts must be made to utilize
hotel/motel shuttle services to and from an airport or train/bus station. Taxi services will
not be reimbursed for travel to arestaurant unless there are no available facilities at or near
the venue of the event or at the place of lodging.

2083.43 Lodging — The District will pay for lodging for as many nights as necessary for the
business purpose of thetrip. Lodging costs shal not exceed the maximum group rate published by
the conference or activity sponsor. If apublished group rateis unavailable, the cost of lodging shdll
not exceed the IRS gpproved standard lodging rate for travel. (seewww.gsa.gov) Receptsare
required.

2083.43.1 - Lodging is generally allowed for the evening before an event if the attendee
has to leave before 6:00 am. on the day of the event to arrive on time.

2083.43.2 - Lodging isgenerdly dlowed for thelast day of the event if traveling on the last day
would result in the attendee arriving a higher residence after 8:00 p.m.

2083.43.3 — Employees may choose to share or have their own lodging accommodation.

2083.44 M eals— The cost of each meal shall not exceed the below rates. Receipts are
required.

= Breakfast - $16.00
= Lunch-$17.00

= Dinner - $31.00

2083.44.1 — Partid travel day meals are reimbursable when travel takes place during
mealtimes subject to the below time frames:

= Breskfast — allowed on the day of travel when travel begins before 6:00 am.

= Lunch-alowedif first day of travel begins before 11:00 am. or if last day of
travel ends after 1:30 p.m.

= Dinner — allowed if first day of travel begins before 4:30 p.m. or if last day of
travel ends after 6:30 p.m.

2083.44.2 — Attendees are expected to take advantage of mealsthat are included in the cost
of an attended event. An exception may be granted if awritten justifiable reason (e.g.

THCSD 2083 Training and Travel Authorization and Expense Reimbursement Policy 91DE7E
Page 3 of 5



dietary concerns, meeting with peers, etc) is submitted with the Training/Travel
Authorization & Expense Reconciliation Form.

2083.50 In-Eligible Travel Expenses

2083.51 Personal Expenses— The cost of personal items such asin-room movies, persona
phone cdls, laundry service, fitness center, vaet parking (unless hotel sdf-parking option is not
avallable), and dcoholic beveragesareindigible.

2083.52 Other Family Members— The cost of providing transportation, meals, lodging, etc.
for aspouse or other family member(s) isineligible.

2083.53 No-Show Charges— An attendee will be responsible for al non-refundable costs or
no-show charges resulting from failure to attend an event. Exceptions may be granted for
emergenciesor illness. The attendee shall make every effort to notify their supervisor, the
Genera Manager or Finance Officer as soon as possible of such an occurrence.

2083.54 Unreasonable Expenditur es— Expensesthat do not adhere to this adopted
reimbursement policy or the IRS reimbursable rates, and that do not receive prior approva from the
Board of Directorsin apublic meeting (gpplicable to board members) or the Generd Manager
(applicable to employees) prior to the expense being incurred shdl not be digible for
reimbursement.

2083.55 Response by Fire Employees Under Mutual Aid Agreements— Responses by
Digtrict Fire employees to incidents or emergencies declared by other agencies are defined by
Mutua Aid Agreements that have been approved by the Board. Therefore, expenses, including
meals, are subject to the Mutual Aid Agreements and are not eligible expenses under this

policy.
2083.60 Reimbursement Procedure

2083.61 Employee Travel Cards- All employees except department managers are required to
use aDigtrict Travel Card when traveling. Employees may checkout a District travel card no
earlier than two days before expected travel. Credit cards will only be issued to employees
who have an approved travel authorization/cost estimate form for the specific event on file
with the District office. The travel card must be returned to the District office within one (1)
working day of the employees return. Digtrict directors will not beissued Didrict credit cards for
travel expenses and will instead be rembursed for expenses after travel ends according to sections
2083.62 and 2083.64.
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2083.62 Training/Travel Authorization or Expense Reconciliation Forms— The
Training/Travel Authorization and Expense Reconciliation Form must be submitted and
approved prior to travel and must be submitted to the Finance Officer with al recelpts attached
within five (5) working days of the employees return.

2083.62 Travel Reimbur sement Request For ms— Directors must complete and submit aBoard
Training/Travel Reimbursement Form to the Finance Officer within fifteen (15) days of return.

2083.63 Approval of Reconciliation and Rembur sement Request Forms- The District
Finance Officer or the General Manager will review and gpprove reconciliation forms.

2083.64 Timing of Rembur sement — Once the expense claim form has been approved, a check
for costs not charged to a District credit card will be cut within two weeks as part of the District’s
normally scheduled bill payments.
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