REPORT TO COUNCIL
City of Sacramento

915 | Street, Sacramento, CA 95814-2604
www.CityofSacramento.org

CONSENT
January 5, 2006

Honorable Mayor and
Members of the City Council

Subject: Compliance with New State Law (AB1234): Interim Travel Reimbursement
Policy for City Legislative Body Members.

l.ocation/Council District: Citywide

Recommendation:

Staff recommends the City Council 1) adopt the Interim Travel Reimbursement Policy
for City Legislative Body Members by resolution, 2) direct staff to report back with a
permanent policy and 3) direct staff to report back with a proposal regarding the ethics
training requirement.

Contact: Patti Bisharat, Government Affairs, 808-8197
Presenters: Patti Bisharat, Government Affairs
Department: City Manager’s Office

Division: Government Affairs

Organization No: 0310

Summary:

AB1234, effective January 1, 2008, requires the adoption of a policy by City Counci!
establishing rates of reimbursement for travel, lodging, meals and other expenses for all
legislative bodies. The new law also contains a requirement for ethics training for all
legislative bodies by January 2007. Staff recommends the City Council adopt the
attached interim policy, direct staff to report back with a permanent policy and direct
staff to report back within ninety days with a proposal regarding the ethics training
requirement.

Committee/Commission Action: None.
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Background Information:

AB 1234, effective January 1, 2006, requires local agencies, including charter
cities, to adopt formal policies that: i) specify what types of events, meetings or
“occurrences” may be attended by members of legislative bodies of the local agencies
and paid for or reimbursed out of public funds;, and ii) establish rates of
payment/reimbursement for travel, lodging, meals and other expenses incurred by
members of the local agencies’ legislative bodies. For purposes of AB 1234, the
definition of “legislative body” is the same as the Brown Act; for the City of Sacramento,
this generally means the City Council as well as all boards and commissions whose
members are appointed by the Mayor, and confirmed by the Council, pursuant to
Section 230 of the Charter.

AB 1234 imposes additional requirements on local agencies, including an ethics
training requirement for all members of legislative bodies (discussed further beiow); a
requirement that members of legislative bodies who attend meetings, events or
occurrences at public expense report at the next regular meeting of their attendance at
such events; and for those local agencies that have not otherwise established policies
concerning salaries, stipends or compensation for members of legislative bodies, to
formally do so. The amendment of the charter to establish the compensation
commission and the compensation commission’s periodic review and establishment of
rates of compensation for members of the City Council as well as for members of city
hoards and commissions should be considered to satisfy the AB 1234 requirement.

The City of Sacramento has an existing policy for reimbursement of
transportation, lodging meals and other expenses related to travel for City business that
generally meets the requirements of AB 1234. The policy sets maximum per diem rates
for meals and provides guidance on travel and lodging choices. For example, the policy
states that when booking lodging, government, group, conference, or promotional rates
should be requested. It aiso requires that transportation be by the most economical
means available, whether it is via car rental, air, city vehicle, or private vehicle.

The existing travel policy was approved by the City Manager for ali city
employees, and is followed by Council members (and members of other legislative
bodies of the City) when on City business. To satisfy AB 1234, the Council needs to
adopt a policy to cover all members of legislative bodies of the City. Staff recommends
adoption of an interim policy that mirrors the current policy with the following changes
and additions:

« Specification of the types of meetings, events or occurrences that may be
paid for, or the expenses reimbursed out of, public funds. Expenses
incurred in connection with the following types of occurrences/
activities generally constitute authorized expenses under this policy:

o Communicating with representatives of regional, state and national
government on city adopted policy positions;
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o Attending educational seminars designed to improve officials’ skill
and information levels;

o Participating in regional, state and nationa! organizations whose
activities affect the city's interests;

o Attending city events;

o Implementing a city-approved strategy for attracting or retaining
businesses to the city, which will typicaily involve at least one staff
member.

* Reimbursement for lodging should be comparable to the most recently
published [RS lodging rates. The Travel Coordinator shall ask for
government, group, conference, or promotional rates. Original itemized
hotel receipts must accompany completed claims.

« |If lodging is in connection with a conference, lodging costs should not
exceed the group rate published by the conference sponsor, provided that
lodging at the group rate is available at the time of the booking. If the
group rate is not available, a comparable lodging rate shall be used.

¢ All other expenses require prior approval by the city governing body.

» Legislative members shall provide brief reports on meetings attended at
the expense of the city at the next regular meeting of the legislative body.

Timeline for Permanent Policy

Staff is currently in the process of reviewing and updating the existing City travel
reimbursement policy and procedures and expects to complete this process by Fall
2006, At that time, staff will return to Council with a recommended permanent travel
reimbursement policy for all City legislative members.

Ethics Training Reguirement

AB1234 also contains an ethics training component which requires that every legisiative
member complete at least two hours of ethics training every two years. All members in
office on January 1, 2008, must complete their first two hours of training by January 1,
2007. Members appointed after January 1, 2006 must complete their first two hours
within one year of taking office. Thereafter, all members are required to receive an
additional two hours of ethics training every two years. The City is also required to
maintain records indicating the dates that legislative members completed the training
and the entity that provided the training.

Further, AB1234 requires all entities that develop ethics training curricuia consuit with
the Fair Political Practices Commission (FPPC) and the Attorney General (AG) to
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ensure sufficiency and accuracy of the course content. The League of California Cities
is currently developing a recommended program to meet the requirements of the new
law. Staff will report back within the next 90 days with a proposed program for
consideration by the Mayor/Council.

Financial Considerations:

None.

Environmental Considerations:

None.

Policy Considerations:

The recommendations of this report will assure that the City of Sacramento and
Mayor/Council are meeting the requirements of AB1234 which takes effect January 1,
2006.

Emerging Small Business Development (ESBD}):

Not applicable.

Respectfully Submitted by: (i ;:"{’tf /Jfﬂ'/(/ft/t—*w(

Patti Bisharat, Government Affairs

APPROVED:

RAY KERRIDGE
J‘ Interim City Manager
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RESOLUTION NO.
Adopted by the Sacramento City Council

PER AB1234, ADOPTING AN INTERIM TRAVEL REIMBURSEMENT POLICY FOR
ALL CITY LEGISLATIVE BODY MEMEBERS.

BACKGROUND

A The City of Sacramento has a travel policy for reimbursement of
transportation, lodging, meals and other expenses related to travel. The
policy sets maximum per diem rates for meals and provides guidance on
travel and lodging choices.

A. While the City has established a travel reimbursement policy that
Council members follow, the City Council has not formally adopted a
policy that applies to members of all City legislative bodies, as required by
AB1234.

C. AB 1234, effective January 1, 2006 requires local agencies, including
charter cities, to adopt policies that specify what meetings, events and
occurrences may be attended by members of legislative bodies of iocal
agencies and paid for or reimbursed out of public funds, and that establish
rates of payment/reimbursement for travel, lodging, meals and other
expenses incurred by members of legislative bodies when attending such
events or occurrences.

. The definition of “legislative body” is the same as the Brown Act; for the
City of Sacramento, this generally means the City Council as well as all
hoards and commissions whose members are appointed by the Mayor,
and confirmed by the Council, pursuant to Section 230 of the Charter.

E. Staff recommends that Council adopt the Interim Travel Request
Procedure and Expense Reimbursement Policy for City Legislative Body
Members, direct staff to report back with a permanent policy, and direct
staff to report back with a proposal regarding the ethics training
requirement.

BASED ON THE FACTS SET FORTH IN THE BACKGROUND, THE CITY
COUNCIL RESOLVES AS FOLLOWS:

Section 1. The City Council adopis the attached Interim Travel Request
Procedure and Expense Reimbursement Policy for City Legislative
Body Members.
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1. Purpose

The purpose of this policy is to establish the travel policy, procedures, and guidelines for
legislative body members (hereafter referred to as "legislative members") of the City of
Sacramento who travel on official City business 25 miles or more outside the City limits. The
Mayor and members of the City Council as well as all appointed members of City boards and
commissions are considered legislative bodies under Government Code Section 54952. This
includes the Planning Commission, Design Review and Preservation Board, Civil Service
Commission and all other boards and commissions whose members are appointed by the Mayor,
and confirmed by the City Council, pursuant to Section 230 of the Charter.

2. Policy
2.1 General
It is the policy of the City of Sacramento that no legislative member shall sustain
personal financial loss for reasonable and necessary costs as a result of representing
the City of Sacramento, as long as the expenses are within the guidelines set forth in
this policy. Expenses which are not approved or which are not in compliance with
this policy will be the legislative member's personal responsibility:

*  Whenever an legislative member travels 25 miles or more outside the City limits,
a Travel Request Form (Form TR22, see Exhibit A) is required.

» For all travel related expenditures, each legislative member is expected to
exercise good judgement in incurring travel expenses and to obtain prios
designee approval.

» A Mayor/Council Travel Coordinator will be designated to carry out this pelicy.

» Legislative members are responsible for notifying the Travel Coordinator of any
changes or travel cancellations.

»  Membérs of a legislative body shail provide brief reports on meetings attended at
the expense of the city at the next regular meeting of the legislative body.

2.2 Expenses incurred in connection with the following types of meetings, events or

occurrences/activities that may be paid for, or the expenses reimbursed out of, public
fund. The following generally constitute authorized expenses under this policy:

» Communicating with representatives of regional, state and national government
on ¢ity adopted policy positions;

= Attending educational seminars designed to improve officials’ skill and
information levels;
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»  Participating in regional, state and national organizations whose activities affect
the city’s interests;

»  Attending city events;

» Implementing a city-approved strategy for attracting or retaining businesses to
the city, which will typicaily involve at least one staff member;

»  All other expenditures require prior approval by the city governing body.

When another agency reimburses the legislative member for the cost of travel, such
reimbursement shall be disclosed as a source of funding on the Travel Request Form.
In advance of travel, the Mayor/Council Travel Coordinator must determine if the
legisiative member is to be reimbursed at either the City's or the other agency's rate.
If the travel costs are borne by the City, reimbursement from another agency shall be
paid to the City. If another agency's funds are used, no City advance shall be made
unless approved by the Mayor/Council Travel Coordinator.

3. Travel Arrangements

3.1
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3.3

j4

All initial travel arrangements must be coordinated with the Mayor/Council Travel
Coordinator.

The contracted travel agency(ies) must be used for all airline reservations and may be
used for car rental and hotel reservations.

All airfare is prepaid to the City's designated travel charge card provider. Requests
for advances and prepayments such as those for hotel reservation and
course/conference registration reservations should be received by the City's Travel
Administrator (Travel Administrator) for processing a minimum of ten (I 0) working
days prior to the trip. The Travel Administrator is located in the Administrative
Services Department in Accounts Payable. For an example of a completed travel
advance, registration and lodging payment voucher, see Exhibit B, C, and D
respectively.

For travel that is reimbursed by an agency other than the City of Sacramento, a Travel
Request Form must be completed and processed in advance.

4. Lodging

4.1

4.2

Reimbursement for lodging should be comparable to the most recently published IRS
lodging rates. The Travel Coordinator shall ask for government, group, conference,
or promotional rates. Original itemized hotel receipts must accompany completed
claims.

If lodging is in connection with a conference, lodging costs should not exceed the
group rate published by the conference sponsor, provided that lodging at the group



4.3

4.4

4.5

5. Meals

5.1

52

rate is available at the time of booking. If the group rate is not available, a
comparable lodging rate shall be used.

When a spouse or an individual not representing the City travels with a legislative
member on official business, reimbursement for lodging will be at the single
occupancy rate for the accommodations. If the legislative member arranges for the
lodging, it is the responsibility of the legislative member to obtain the lodging rate for
both single and double occupancy and inform the Travel Coordinator.

Hotel cancellations are the responsibility of the legislative member. Any cancellation
charges incurred will be billed to the legislative member unless proper justification is
provided.

The Travel Coordinator should provide a completed Transient Occupancy Tax
Exempt Form (see Exhibit E) to the legislative member to present to the hotel at the
time of arrival. The hotel may require proof of City employment. A City
identification or business card is generally sufficient identification.

The following expense and subsistence allowances are hereby established.

Reimbursement for meals shall be made only when travel extends for a minimum of
six (6) hours during the normal working day except when specifically approved
otherwise by the Mayor/Council Travel Coordinator. Meal reimbursement, including
tips, will be for the per diem maximum of $35 per day. When traveling to one of the
top ten major metropolitan cities, the per diem maximum for meals is $45 (contact the
Travel Administrator for a list of the current major metropolitan cities). If the meal
expense exceeds the per diem maximum, a memorandum justifying the additional
expenses must be approved by the Mayor/Council Travel Coordinator. Receipts are
required for all meal claims over the per diem. Because of Internal Revenue Service
(IRS) requirements, legislative members should keep a record of these
expenses/reimbursements for personal federal income tax purposes. In order to be
reimbursed for the cost of meals, travel must begin or end as shown in the following
schedule:

L Meal ] e[;; lfeTO “i ~Final Day of | e
S Ay o Aravel o " Travel | $35perday: | 345 perday.
Breakfast Before 7:00 am After 10:00am | § 8.00 $10.00
Lunch Before 11:00 am After2:00 pm | $10.00 $513.00
Dinner Before 4:00 pm After 7:00 pm | $17.00 $22.00

/0



To determine eligibility for reimbursement, travel shall be considered to begin when
the traveler departs his/her residence if the trip begins before or after normal work
hours. If the trip begins during normal work hours, travel shall be considered to begin
when the traveler departs his/her office.

53  Exceptions to the per diem are those meals that are supplied by common carriers or are
included in conference fees or hotel rates (i.e., if a traveler is booked on a flight which
serves lunch, no reimbursement will be provided for the lunch meal). A continental
breakfast does not constitute a meal. Travel Coordinators should inform the City's
designated travel agency(ies) of any special dietary requirements at the time
reservations are made and travelers should remind the flight attendant of the special
request.

6. Transportation

Normally, travel will be by the most economical means available, taking into
consideration requirements for meal reimbursement, lodging, and legislative member
time. When a private vehicle is used as the means of transportation, reimbursement
will be in an amount not to exceed air coach or discounted airfare.

6.1 Air Travel

» Al air travel arrangements for City legislative members are to be made through
the City's contracted travel agency(ies) by the Mayor/Council Travel
Coordinator.

» The Mayor/Council Travel Coordinator will arrange for reservations and tickets.
The lowest available fare will be used for air travel. As a general rule, legislative
members will be expected to accept flights departing within two (2) hours of the
desired departure time.

* Flights with cancellation penalties must be carefully monitored by the
Mayor/Council Travel Coordinator. 1f cancellation occurs due to a City-related
change, the Mayor/Council will assume the penalty cost. However, if the
cancellation occurs due to a traveler's personal request, the traveler will be
required to pay the penalty.

= Unused tickets or portions of unused tickets, will be returned to the City's
contracted travel agency(ies) through the Mayor/Council Travel Coordinator.

» Legislative members of the City of Sacramento are prohibited from piloting or
traveling in privately-owned aircraft (ie, non-commercial airlines), while
conducting City business without written approval of the City Manager

6.2 Car Rental

» Legislative members on out-of-town trips should use public transportation (taxis,
airport shuttles, buses, etc.) whenever it is more economical than a rental car.



Generally, a rental car should not be requested unless:
o Multiple business meetings that require travel between points make use
of public transportation impractical.

o Three or mote City legislative members are attending the same meeting
and one rental car for the group would be more economical.

* The requesting individual should make car rental arrangements through their
Travel Coordinator. Travel Coordinators are encouraged to compare current
market rates with contracts that have been established for use by the City.

»  The following guidelines for automobiles apply:
o One or two people, compact or subcompact,

o Three or four people, mid-size.

» Contact Risk Management for the current policy relating to insurance coverage
requirements for car rental.

» Traveler must fill the gas tank before returning the car to avoid fuel surcharges.
Contact Public Works, Maintenance Services Division to obtain a gasoline
credit card. In the event that a City-issued gasoline credit card is utilized to
acquire fuel at a commercially operated fueling site, self-service fuel
dispensing must be used.

6.3 Travel by City Vehicle

x  Travel out of the City limits in City vehicles is the preferred mode of travel
after common carrier, Maintenance Services has a wide variety of vehicles
available to City legislative members; however, advance reservations should
be made. A Vehicle Assignment Request Form must be completed and
submitted to Maintenance Services (see Exhibit F).

= If more than one legislative member is traveling on the same trip, all
reasonable efforts will be made to minimize transportation costs by use of a
single vehicle.

= Passengers in a City-owned vehicle are limited to City legislative members or
persons directly related to City business.

= |n the event that a City-issued gasoline credit card is utilized to acquire fuel at
a commercially-operated fueling site, self-service fuel dispensing must be
used.



6.4

6.5

Travel by Private Vehicle

= While City vehicle use is preferred, Mayor/Council Travel Coordinator approval
is required when the traveler chooses to use a private vehicle.

= The City will reimburse for private vehicle mileage at the current IRS standard
rate per mile (this includes gas, maintenance and vehicle related costs).
Legislative members who receive automobile allowances must deduct 25 miles
from the tota} miles traveled. The City's maximum mileage reimbursement will
not exceed the cost of air coach or discount airfare.

Other

»  Trains, buses, or other means of ground transportation may be used. Reimbursement may not
exceed the cost of air coach or discount airfare.

Additional Allowances

7.1 Incidental Per Diem.

For each day of travel, the legislative member will receive a §5 per them maximum for all incidental costs.

Personal telephone calls, baggage handling, and bellhops are examples of incidental costs.
72 Reimbursable Allowances With Receipt.
The following expenses are reimbursable at actual cost with receipts:

» Necessary taxicab, airport transportation, etc.

»  Conference materials such as tapes, reports, etc. which can be shown to be of value to the City.

*  Parking facilities.
»  Reasonable telephone/fax charges associated with official City business.
»  Other justifiable expenses will be approved based on review of special circumstances.

73  Examples of non-reimbursable expenses include but are not limited to:

Childcare expenses.

Personal toiletries.

= Personal car expenses, other than mileage (see Section 6.4)
»  Traffic fines.

» Movie rental

»  Hotel luxury upgrades.



= Expenses associated with a non-legislative member who accompanies the legislative member on
official City business (i.e., spouse's transportation, lodging, and meals).

»  Per them for meals included in the program and covered by the registration fee.

= Non-essential program activities associated with a conference such as sports tournaments, social
activities, tours, etc., and

»  Claims submitted for reimbursement more than twenty (20) waking days following the
legislative member's return from the approved trip.

74  OQutstanding travel expenses shall be submitted to the Accounting Division within twenty (20)
working days of returning from the trip.

Travel Arrangements And Form Processing Procedures Before Travel

81 Legislative member may complete a Travel Worksheet (see Exhibit G) and submit it to the Travel
Coordinator in order to facilitate the travel arrangements.

82  The Travel Coordinator will make travel arrangements as follows:

= Assign a Travel Request Number from a Travel Number Log.

»  Contact the City's contracted Travel Agency(ies) and provide the travel agent with the Travel
Request Number, legislative membet's name, destination, departure and return dates/times, etc.
Inform the travel agent which reservations need to be made (airline, car rental, hotel, etc.). The
travel agent will forward all tickets and confirmations to the designated drop off location.

«  Make any reservations that the travel agent is not making. If making hotel reservations, be sure
to ask for the total, sales tax rate, occupancy tax rate (if applicable), and confirmation number.

Also ask if the hotel offers occupancy tax exemptions.

= [Estimate meal expenses based on the legislative member's arrival/departure times and dates,
travel destinations, and meals provided by the conference/hotel/airline.

8.3 Upon completion of travel arrangements for transportation, and lodging reservations, the Travel
Coordinator will complete the Travel Request Form as follows:

= Complete Copy I of the City Travel Request form utilizing information from the legislative
member or the Travel Worksheet.

= See Exhibit H for an example of a completed Copy I of the Travel Request.

» If prepayments are requested, complete a Payment Voucher with appropriate information
attached (lodging, registration, transportation, advance, etc.).

«  Obtain legislative member's signature and designee approval.
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8.5

8.6

Upon completion of the Travel Request Form, forward Copy I with the appropriate prepayment
documentation to the Travel Administrator. The Travel Coordinator is to retain Copy 2 for
departmental records.

Requests for advances and prepayments should be received by the Accounting Division for processing a
minimum of ten (I0) working days priorto the trip.

The Accounting Division will prepare checks for the prepayments requested. Travel advances will be
held at the Accounting Division for the Travel Coordinator. If time permits, the Accounting Division
will mail the hotel, conference, and other prepayments directly to the payees; if time does not permit,
the checks will be held for the Travel Coordinator or legislative member.

After Traveling

87

8.8

8.9

8.10

8.11

8.12

Reconcile Copy 3 and Copy 4 of the Travel Request Form within twenty (20) working days following
the return from an approved trip. City Purchasing Debit Card charges must be included in the
reconciliation. See Exhibit I for an example of a completed "after-travel” Travel Request Form.

The designee must review and approve the travel reconciliation claim to assure reasonableness and that
required support documentation (for example lodging receipt, taxi fare receipts, copy of the conference
program, debit card charge receipts, etc.) is provided. Once Copy 3 and Copy 4 of the Travel Request
Form are approved, the required receipts must be attached to Copy 3 of the Travel Request Form and
sent to the Travel Administrator.

For reimbursements of less than $100, disbursements should be made through petty cash. A copy of the
petty cash receipt shall be attached to Copy 3 of the Travel Request Form which is sent to the Travel
Administrator.

For reimbursements in excess of $1 00, submit a Payment Voucher (see Exhibit J).

{f an amount is due to the City, a Cash Receipt is prepared with remittance and forwarded with Copy
3 of the Travel Request Form to the Travel Administrator (see Exhibit K).

If no balance is due to the City or to the legislative member and an advance was issued, a Journal
Voucher must be prepared to reconcile travel advances and sent along with Copy 3 of the Travel
Request Form to the Travel Administrator {see Exhibit L).

9, Purchasing Debit Card

9.1

9.2

All travel expenses incurred with a City Purchasing Debit Card must be identified
on the Travel Request Form as a non-reimbursable item. In addition, the Travel
Request number should be noted on the City Purchasing Debit Card Transaction
Log.

Travel expenses incurred on a City Purchasing Debit Card are subject to the credit
and transaction limits of the individual card and are also subject to the City's
Purchasing Debit Card Policies and Procedures (AP # 6).



9.3 Each individual to whom a City Purchasing Debit Card is issued is responsible for
safeguarding that card. All cards will be issued in an individual's name and are to
be used for City business purposes only. The named individual on the card is the
only one authorized to use the City Purchasing Debit Card.

9.4 City's Purchasing Debit Cards cannot be used for the following travel expenses:
s« Non-City expenses.
e Travel companion's expenses.

10. Exhibits
Exhibit A - Travel Request Form ( Form TR22)
Exhibit B - Payment Voucher (Advance)
Exhibit C - Payment Voucher (Registration)
Exhibit D - Payment Voucher (Lodging)
Exhibit E - Transient Occupancy Tax Exempt Form
Exhibit F - Vehicle Assignment Request Form
Exhibit G - Travel Worksheet
Exhibit [ - Travel Request Form (Forim TR22) - Copy |
ExhibitI- Travel Request Form (Form TR22) - Copy 3
ExhibitJ - Payment Voucher (Additional Advance)
Exhibit K - Cash Receipt
Exhibit L - Journal Voucher

Jo



o EXHIBIT A
'*:“;?g;"if{s"’ TRAVEL REQUEST - CITY OF S_ACRAMENTO
Fo 708 NUMBER
TRAVEL REQUEST NUMBER: ACCOUNT FUND AGENCY | DRGANIZATION (I ANYY DATE:
NUMBER
TO CHARGE
] NAME, POSITION TITLE, & PHONE # OF EMPLUYEE:; NAME OF ORGANIZATION:
1S TRAVEL AMOUNT
ADVANCE 3 NO [ YES
REQUESTED? $
I} PREPAYMENTS REQUESTED?
CND OYES (ITEMIZE HERE AND ATTACH SUPPORT)
REGISTRATION LODGING | OTHER EXPENSE| TRANSPORTATION TOTAL
A DESTINATIONS:
3 $ 3 3 3
B PURPOSE OF TRIP:
NAME AND PHONE # OF TRAVEL CODRDINATOR:
i TIF TRIP WAS NOT BUDGETED, INDICATE HOW IT WILL BE FINANCED:
{2 woDE OF AR FRAIL BUS PRIVATE CAR
TRAVEL [} [ ] ] ] HEamRseMErT {7 coryvencte
T cost ool B L | o [GoF CoTiATED | MEALS | LODGING | OTHER EXPENSE | TRANSFORTATION]  TOTAL
ESTIMATE | MEALS LODGING COSTE® % $ 3 3 $
ESTIMATED RETURN OTHER EMPLOYEES TRAVELING UNDER THIS REQUEST:
MONTH-DAY-YEAR-TIME HONTH-DAY-YEAR-TIME
1]
| HEREBY SUBMIT THIS REQUEST } HEREBY APPROVE THIS REQUEST
SIGNATLIRE OF EMPLUYEE L DERARTMENT HEAD
[ sy

TRAVEL POLICY GUIDELINES

The following City Travel Policy Guidelines are provided for informational purposes. You shoutd refer to Adminisirative
Sepvices Policy Instruction No.7 for comprehensive details regarding allowabla expenses, procedures, etc.

When you fravel:

» The trip must be properly authorized.

» Transportation must be amanged by the City Traval Agent.

s Only an equivalent of a standard, single room rate for lodging will be reimbursed per employee.

» Expenditure claims must be submitted with the required documentation.

* Reimbursement claims must be filed within twenty (20) days after the trip ends.

s Advances in excess of authorized expenses must be repaid to the City within twenty (20} days afier the trip ends.
» The City will not reimburss an employee for the following expenses;

A. Spouse's transportation, lodging or meals;

B. Meals included In tha program covered by the registration fee;

C. Claims submitted for reimbursement more than twenty (20) working days following the last day of each travel,
D. Non essential program aclivities such as sporis ioumaments, soclal activities, lour, etc.

Please remember thal you are representing the Clty of Sacramento end present yourself accordingly,
Enjoy your trip and best wishas.

CoPY 2



EXHIBIT B

CITY OF SACRAMENTO - _
\\O-\ 0=\ A PAYMENT VOUCHER PAGE OF
TRANSACTION | py | VOUCHER |N@#A=———= VOUCHER MM/DDIYY ACCOUNTING MM 1YY BUDGET Yy
CODE NUMBER |') | [ |1 ] DATE PERIOD EY
ACTIDN {E} ORIGINAL ENTRY TYPE OF VOUCHER (1) OUTSIDE VENDOR SCHEDULED | MMDD/YY LIABILITY FIXED ASSET
(M) ADJUSTMENT (2) BETWEEN FUNDS PAYMENT OFFSET INDICATOR
(3) WITHIN FUND DATE ACCOUNT | | | (A ¥
VENDOR CODE [ W} § & ¢\ raN.2.\ INTRA-GOVERNMENTAL VOUCHER crreer
NAME o SELLERS AGCOUNT DISTRIBUTION AsLs
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EXHIBIT C

CITY OF SACRAMENTO
\\O -\05\&, PAYMENT VOUCHER PAGE OF
TRANSACTION | py | voucher |N& 4-=c—510 VOUCHER MM/DDIYY AGCOUNTING MM 7YY BUDGET vy
CODE NUMBER NN EEENEN DATE PERIOD FIY
ACTION {E) ORIGINAL ENTRY TYPE OF VOUCHER (1) OUTSIDE VENDOR SCHEDULED MMWDDNY LIABILITY FIXED ASSET
{M) ADJUSTMENT (2) BETWEEN FUNDS PAYMENT OFFSET INDICATOR
_ {3) WITHIN FUND DATE ACCOUNT V4 {F}
INTRA-GOVERNMENTAL VOUCHER OFFEET
SELLERS ACCOUNT DISTRIBUTION ABLE
FUND §AGENCY| ORG [suBl AcTvITY REV  [suBl  JORNUMBER REPT | oBJECT |sus| oo
SOURCE c8
1) Pl I 1 1] b E oy vy r e v el e by Lt
LINE DOCUMENT REFERENCE VENDOR INVOICE REV
# FUND | AGENCY| ORG [SUB] ACTWVITY | OBJECT |[SUB suB
CODE # UNE ¥ LINE SOURCE ﬂo w
JOB # REPTCG | BSAGCT | DISC | DESCRIPTION (30) SPACES QUANT, AMOUNT DEC|F
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EXHIBIT D

)

CITY OF SACRAMENTO
N /onu/, PAYMENT VOUCHER PAGE  OF
TRANSACTION py VOUCHER |NQ VOUCHER MMWDDIYY ACCOUNTING MM/YY BUDGET YY
CODE NUMBER R EENENE DATE PERIOD FrY
ACTION (E) ORIGINAL ENTRY TYPE OF VOUCHER {1) QUTSIDE VENDOR SCHEDULED MM/DDIYY LIABILITY FIXED ASSET
(M) ADJUSTMENT {2} BETWEEN FUNDS PAYMENT OFFSET INDICATOR
{3) WITHIN FUND DATE ACCOUNT P {F
VENDOR CODE Jﬂ.m m \ H m W INTRA-GOVERNMENTAL VOUCHER OFFSET
NAME gpﬁ? g SELLERS ACCOUNT DISTRIBUTION ABLE
ADDRESS FUND | AGENCY ORG uBl  ACTRITY REV 5U8 JOB NUMBER REPT | OBJECT [SUB AeCT
| SOURCE cs
e {1 bl | I Lotk i1 1 S P N 2 I 1 1! i r.i
LINE DOCUMENT REFERENCE VENDOR
# INvOICE FUND | AGENCY ORG  |8UB] ACTNTTY osuger |sus| REV _ jgup
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EXHIBITE

TRANSIENT OCCUPANCY TAX EXEMPTION CLAIM

HOTEL INFORMATION

DATE FROM: THRU,

HOTEL:

LOCATION:

EMPLOYEE INFORMATION

DEPARTMENT:

DIVISION:

NAME:

TITLE:

BUSINESS ADDRESS:

CITY: Sacramento, CA 958 _

1 DECLARE UNDER PENALTY OF PERJURY THAT THE CITY OF SACRAMENTO
IS DIRECTLY RENTING A ROOM(S) AT THE HOTEL/MOTEL LISTED, AND IS
THEREFORE ELIGIBLE FOR EXEMPTION FROM THE PAYMENT OF TRANSIENT
OCCUPANCY TAX. PERMISSION OF VERIFICATION IS PERMITTED.,

SIGNED: DATE




EXHIBIT F

CITY OF SACRAMENTO

VEHICLE ASSIGNMENT REQUEST

DEPARTMENT: DATE:
DIVISION:

EMPLOYEE NAME: TITLE:
RETENTION DATE: From To

[ ] OUT-QOF-TOWN TRIP (Attach copy of approved Form 22 Travel Request)

[ ] OVERNIGHT RETENTION FOR:

OTEER INFORMATION:

DEPARTMENT HEAD

NOTE: Department Head may authorize single night retention; however,
form must be completed and forwarded to Car Pool Supervisor.

(22



EXHIBIT G

CITY OF SACRAMENTO
Travel Request Worksheet

All requests for Department travel must have the approval or denial of the employee’s Supervisor before
routing to the Travel Coordinator,

Employees must contact their department/division Travel Coordinator to coordinate the travel arrangements
after receiving notification of approval of the travel request. Conference outlines, completed registration
forms, and all pertinent information must be submitted with the travel request.

TO BE COMPLETED BY THE EMPLOYEE

Employee’s Name:
Work Phone #: Home Phone #: Org #:
Fund, Agency, Org #, and, Job # to charge the travel expenses:
Destination of Travel:

Departure Date & Time:
Return Date & Time:

Purpose of Trip:

Mode of Transportation: [ Air [ City Vehicle [1 Private Vehicle - License Plate #
[ Other, please specify

Reservations to be made by Travel Coordinator:
O Air OLodging [ Conference Registration Il Rental Car  [I Shuttle
[0 Other, please specify

Special Considerations:
Please list any special considerations which need to be address by the Travel Coordinator when
making reservations. For example, special dietary needs, smoking rooms, etc.

T0O BE COMPLETED BY EMPLOYEE’S SUPERVISOR

[J Travel Request Approved [J Travel Request Denied

Signature: Date:

(23



S EXHIBIT B
“xs®  TRAVEL REQUEST - CITY OF SACRAMENTO
“TRAVEL REGUEST NI ACCOUNT FUND | AGENCY | ORGANzarion| JOBNUMBER “1o, .-
NUMBER b
NO-\gry  [*5R= [y oy [\ [\[o\[\R]) 4- 199
NAME, POSITION TITLE, & PHONE # OF EMPLOYEE: M.— ;A}i:;ﬁﬂmj%ﬂa %ﬁb\-&
3 AMOUNT
“Sohn Do e i NG
[ o
{\CC/T . TQd‘\ ) mp:aEPA Em&uz:wsmn:rrewze HERE AND ATTACH SUPPORT)
-‘*6\&%% REGISTRATION LODGING | OTHER EXPENSE TRANSPORTATION TOTAL
EX DESTINATIONS: . ‘ o od o0
oo Dieap 250" [s\50" Is s\~ [sR

3 PURPOSE OF TRIP:

Conlegonce.

7] AND PHONE #,0F TRAVEL CODRDINATOR:

Cy Hauder ALK

E] iF TRIP WAS NOT BUDGETED, iINDICATE HOW IT WILL BE FINANGED:

El MODDE OF AIR RAIL BUS PRIVATE CAR
TRAVEL m 0 | [ iERiestveny [ covveuce
I cost NO.OF N, OF ESTIMATED | MEALS | LODGING | OTHER EXPENSE | TRANSPORTATION] — TOTAL
ESTIMATE | MEALS LODGING a_ costs®  |§ ?0 § \‘y) 3 $ \\% $ 30"
17] ESTIMATED DEPARTURE ESTIMATED RETURN GTHER EMPLOYEES TRAVELING UNDER THIS REQUEST:
MONTH-DAY-YEAR-TIME MONTH-DAY . YEAR-THE
)~ \ h "qq 1200 ‘:D“\CQ-CF\ QDo
\
| HEREBY SUBMIT maem HHEREBY APPROVE THIS REQUEST
@AYURE OF EMPLOYEE ' BEFARTMENT HEAD
- ioBY
TRAVEL POLICY GUIDELINES

The following City Travel Policy Guidelines are provided for informational purposes. You should refer to Administrative
Services Policy Instruction No.7 for compreheansive detalls regarding allowable expenses, procadures, etc.

When you travel:

* The trip must be properly authorized.

* Transporlation must be arranged by tha City Traval Agent.

* Only an equivalent of a standard, single room rate for lodging will ba reimbursed per employse.

* Expenditure claims must be submittied with the required documentation,

* Reimbursement claims must be filed within twenty (20) days after the trip ends.

* Advances in excess of authorized expenses must be rapaid to the City within twenty (20} days after the trip ends,
* The City will not reimburse an employee for the following expenses:

A. Spouse's transportation, lodying or meats;

B. Meals included in the program covered by the reglstration fee;

C. Claims submitted for reimburserment more than twenty (20) working days following the last day of each travel;
D. Non essential program activities such as sporis tournaments, social activities, tour, etc.

Please remember thal you are representing tha Clty of Sacramento and present yourself accordingly.
Enjoy your trip and best wishes.

COPY 2



”’f:';:! ﬂ_cc*‘ TRAVEL REQUEST - CITY OF SACRAMENTO
mvel. R;QUEST NUMBER: ACCOUNT FUND AGENCY | ORGANiZaTION | OB N‘k’;ﬁ%m DATE:
NUMBER > )
\WO-\OS\ B8 [y [\ [\Jo[\[\[3 A-\6 49
NAME. POSITION TITLE. & PHONE # OF EMPLOYEE: NAME OF ORGANIZATIGN: &.\O\f
Toha Doe i R RRET
_\. CS/\ 4 sgg:fms REQUESTED?
ﬁcc;r' € ' D No Mves {ITEMIZE HERE AND ATTACH SUPPORT)
Y\-—g_)\.ﬁ% o REGISTRATION LODGING |OTHER EXPENSE] TRANSPORTATION TOTAL
El DESTINATIONS: . o0 (] w o
a_Diego 5250 [5\50 Is s W 55\

H PURPDSE OF TRIP:

ondeconce

NAME vﬂ PHONF # OF TRAVEL CQORDINATOR:

Voouwder Y=-5u

El iF TRIP WAS NOT BUDGETED, INDICATE HOW IT WILL BE FINANCED:

El MODE OF AR RAIL BUS PRIVATE GAR
TRAVEL ¥ . i L) Reidtrseusi [ evveroe
H Cosr NO.OE| 8 L p [No.of c | MEALS | LODGING | OTHER EXPENSE | TRANSPORTATION] — TOT,
. NIBHTS STIMATED
ESTMATE [MEALS| 9 | & | ) |losome Q_ cosTs 1§ %O $\0 |8 $ \\} $ %"\f
11] ESTIMATED DEPARTURE ESTIMATED RETURN {3 OTHER EMPLOYEES TRAVELING UNDER THIS REQUEST:
MONTH-DAY-YEAR-TIME MONTH-DAY-TEAR-TIIME

. 5 -\ -A9 130 S-1%-44 4200

1w

| HEREBY SUBMIT H‘f REQUEST | HEREBY APPROVE THI5 REQUEST

IGHATURE OF EMPLOYEE DEPARTMENT HEAD

BY:
B ACTUAL EXPENSES {APPROVALS IN ITEMS 14 ASDVE DD NOT CONSTITUTE APPRD‘J’A-L OF ACTUAL EXPENSES BELOW DN TRAVEL CLAIM)
PATES)  ° 18, |61 [5-8 TOmS
B 19 s V.00
MEALS LI\O AT
DIATT 1\ !

LODGING ns s ’ \RD:OO (_'BC,B

REGISTRATION &%

250.00
TAXI, ETC. o\ 2\ . 00
mopenas | A5 TR O[5 \S .00
BUSINESS
EXPENSES
TRANSPORTATION [EXPLAIN FULLY) . b TRANSPORTATION
Ui A0 DL .
IF PRIVATE CAR USED: LICENSE NO . MILES TRAVELED Xs =3 \\%.00
GRAND TOTAL
NOTE: MEAL CLAIMS EXCEEDING PER DIEM MUST BE SUPPORTED BY A RECEIPT (S} ATTAGHED $ 00
TO THIS REQUEST. ATTACH A CHECK OR MONEY ORDER PAYABLE TO THE CfIY OF SACRAMENTO [ESS PREPAYMENTS
FOR ANY TRAVEL ADVANCE IN EXCESS OF GLAIMED EXPENSES.
5 .
BTOY
s \H{g.00
I 1HERERY CERTIFY THAT EXPENSES LISTED IN ITEM 15 WERE INCURRED BY ME " il APPROVED: LESS ADVANCE fIF ANY)
ON OFFICIAL CITY BUSINESS.

DATE: $ \\6 L] OD

! AMOUNT DUE
DEPARTMENT HEADS Pooeny
5 BY | B emeLoves
]
N i

\, SYENATURE GF CLAWANT $ \.OD

| (2



EXHIBIT J

CITY OF SACRAMENTO

//Olrow, PAYMENT VOUCHER PAGE OF
TRANSACTION pv | VOUCHER |N@ &..m.m.mnw.m. VOUCHER MMDDAYY ACCDUNTING MM Yy BUDGET vy
CODE NUMBER R DATE PERIOD FrY
ACTION (E) ORIGINAL ENTRY TYPE OF VOUCHER (1) OUTSIDE VENDOR SCHEDULED MMDDYY LIABILITY FIXED ASSET
(M) ADJUSTMENT (2) BETWEEN FUNDS PAYMENT OFFSET INDICATOR
{3} WITHIN FUND DATE ] . ACCOUNT C (3]
VENDOR CODE ?fr.vp..ﬂ.nbw c u.mhr INTRA-GOVERNMENTAL VOUCHER orrser
NAME A SELLERS ACCOUNT DISTRIBUTION : ABLE
YN Yoe ads
ADDRESS N FUND |AGENCY| ORG |SUB] ACTIVITY moﬂw\mm SUB]  JOB NUMBER mm-_mq OBJECT [suB
il t ] i 11 b Lb vy i br gl g L1
UNE DOCUMENT REFERENCE VENDOR INVOICE
¥ FUND | AGENCY | ORG jSuB] Actvity | oslecr |su] REV  |aum i
cobE # LINE * LINE SGURCE We lp
AMOUNT i {1
JoB# REPTCG | BSACCT | DISC | DESCRIPTION (30) SPACES QUANT, DEC| F

Gl

e R Mo, IO T B T

50,00

L Loshn mxm__%?\ﬁf\%m o Dﬁmbaﬂmnfo\, Lol

u“.._»um"awuw__m_{.f%_m | 2| i 1.} I H

[Ws,007

VAT g&??ﬁ& ..74(5;7*. HHJ.UM».Q.P wwﬁ_.:_vﬂ .*Olﬂ.ﬁ._. L1t

[ o T T T

Reimbursement to Employee after Travel

If an employee does not request a travel advance before & trip, any reimbursable expenses incumred during
the tnip are indicated on line 1 only. -

f

If an advance is issued to a traveler before a trip, AND the traveler has to spend money in addition to the 1iid

advanced amount line 2 must be completed. In this example, John Doe received an advance payment for
expenses for $115.00; however, it was necessary to spend an additional $135.00 to purchase fraining i

matenals,
1Liid

The total amonnt expended is indicated on line 1, the advanced amount is indicated on lae 2, and the
amount reimbursed to the traveler is the amount indicated in the Total area on the payment voucher. ]

m._n “ __:_

oy Py

25 00

?% pate 4e-\|-BA | pHoNENO, %,DCA TOTAL

DATE

WPRVEDDY NI pATE }leprnﬁ_ ACCOUNTING

PVA1503 {REV 157)

ENTERED BY

BATE

2l



EXHIBITK

CITY OF SACRAMENTO

PAGE  oOF

TRANSAGTION CASH RECEPT 15 56 0 7 DATE OF “zz DDYY  accounting *_s MYY BUDGET Yy

CR NUMBER AR EETRIER bEPOSIT Ltig] PERIOD Eyd Fv [

ACTION o COMMENTS: &-
03 Orlginal Entry (E) (1 Adjustment (M) BANK ACCOUNT 0,1 OFFSET CASH ACCOUNT " i //OI \ O@/
REFERENCE INVOICE REVENUE Ba: SHEET ING.

ORGAN- {SUB.{ ACTIV S4B JOB REPT QBJECT |SUB- PIF

VB _Ezm FUND lagesoy| CROAN- (SUB ACTE mﬂmﬂwm?mc NUMBER chr | M O |oR|  VENDORPROVIDER AMOUNT Dec | 0

mmw_m_"ﬂu__p:—cm___q*_ﬂm__“m_mm__mw_“"mm_“_qmﬂ*m_fﬂnw__mﬁm“m"“mm__”mm

DESCRIPTION: (30 SPACES)

Nore "

Amoundt of  Mdance

L 2usod ]

DESCRIPTION: {30 SPACES)

TN - TTITITEY

N

-

_m_____m_w___“_w__u_ﬂ_rb.

Note: Amoust

L MGsmsaoph

Aduance ..Umg*

“,mﬁmm~_u__mﬂ~____~

Lo

]

L

_mu_um“”“__w_

~mw“m__wm_~

{

DESCRIPTION: (30 SPACES)

um_mm"m_u_mw______m

u__m

_M_

m_”_mv“.___qu

H_m_w__-d_

DESCRIPTION: {30 SPACES)

_,_m*___mﬁﬂm_mm—m*_

_“~_

ik

mwmum,_m_____

_w“_m_mwm~_

DESCRIPTION: {30 SPACES)

_____.*bma_m“um_mn~

ﬁ___

~__*_w_¢“_“w~

__u—__~"“_“

i

DESCRIPTION: (30 SPACES)

PREPARED BY: NAME
DEPARTMENT/DIVISION

PHONE %f;

oare A\ 0Q

CR-31530 {AEY. 8/57)

P Qualbly

— FORM DiyTRIBUTION —

WHITE & YELLOW — CASHIERING PINK — ORIGINATING DEPT OR CUSTOMER
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EXHIBITL

CITY OF SACRAMENTO Noie: Last name
JOURNAL VOUCHER of Fraveler

™~

(22>

Lupopyy

n.t«/« BuneEr vy
B o {

EANEACTON N N ALCOUNTIHE
con - i1y S SRS SN i1y DATE L0t PERGD
RVERSAL MuDEYY ACTON 9UDGET DVERRIDE IDICATOR COMUERTS -
b Lo 3 o [0 AL TR e o ASTUEHT avism 0wy +rk [10-0915 /&Dlﬂ;d
mm RIND AGENCY 4G MMM ATTMITY ) amw.a mﬁﬁ wm%uﬁ 108 HEuBER ﬁwﬂm _%b AGERCY DEBIT ASOUNT CREDIT AMOUNT
..w_a. rQ:,.ZQ_~_?N_\_ ! _ (N _h\_% TZ I _ L i1 A B _ ot _ Lol b oy ~| w?m..l.lﬂ
Volau | v |E30E VEHDOR PAGVIDER MM DESERIFTON oMT, r ) J_
i O N T SN Y N T S A O AN N PR I g\ m\,ﬂ.ubmﬁm.ﬂm Lol
. ol lo “Lm i _ I _ mcmxmé. _sw m Lo} _ i _?.“Q% I I I I T O _ [ ﬁ |2 I ~ _r ; J
B | WP PRAVIE: HAME DESCRFTION CONT. Qm | —
i e S N T N NN WO NN TUE TS T R SR S N S A O O .LJ\% van [ Le? 2 4
! 1 “ )i _ i w I _ | _ P11 _ ! * 111 | N T O I _ i) _ ' | _l i : 1_
3 [owm | w ]conr VEHDGA PRAOVIDER RALIE BESCRPTEN Ca £, ' *f o ) [,_ :
I e S I W N N O N O Y T EE M S N B T N N A - L

Note: A journal voucher is prepared when the traveler expends the full amount of the
advance. The journal voucher reallocates the advanced amount to the organization
initiating the travel request.

) .m,h

1 i “ 2 _ bl 1 “ i _ I _ - _ | h Ll [ I | h (| & | I _ 1 1*
6 Meum | v | COGE VENDOR FROVIDER HARE DESCRPTION GOAE. r ) 4
! L T T U B N N N A D TR A I N i bl
I ; _ [ _ Lt m i _ [ m | I | _ I “ Pt A A I S I m [ M T _f ) 4
7 Moom T oot VENDOR PROVIER e OESCRFTION codl, _I ) |~
i S NN s U SO S TS B T SO B A R O A PR A AT N 1 b1 ]
1 ] ~ it _ 11 * l m HE ~ I _ | _ | . | m Foi1 _ I I I I h 1
8 Feug | v Jcom VENDOA PROVIAER HAME DESERPTION £0HT, _
1 e S I A B Y N N T N T A I B TR I Lol il et
T TOTAL _ %Qm a.l-|_
PREPARED g § DATE u\\\%\@nxozmu TXXX _ XS5 — |
APPROVED BY DATE PHONE # ACCOUNTING DATE
APPROVED BY DATE PHONE g ENTERED BY DATE

IV 31504 (AEV 02188)




