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RECOMMENDED ACTION:

By motion approve and adopt the attached Travel and
Business Expense Policy and Procedures.

BACKGROUND INFORMATION: During the 1993-94 Budget Hearings the City Council

requested staff to prepare a Travel and Business Expense
Policy for Council review in response to concerns expressed
by the local press and citizens as to staff and Council
business and travel expenses. Accordingly, the following goals were established by the City Council for
use by staff in preparing a "travel and business expense” policy:
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Employees and City officials should be fairly and equitably compensated for the cost of official

travel and business expenses at meetings, conferences or activities which require overnight travel,

day trips or other business activities.

That the reccommended policies should control and limit City costs to those expenses necessary

and essential for the conduct of City business based on the purpose, nature and circumstances of

the travel, business meeting or activity.

That when employees and City officials authorize, travel or incur business expenses in accordance

with these policies, they should feel comfortable that their expenses can be scrutinized closely by
the City Council, the press and other concerned persons without fear of personal criticism.

That the City’s travel and business expense policies should be documented and available for
review by staff, the City Council, the press and other interested persons.

Staff also considered the following criteria in preparing this policy: use of per diem as a cost control
measure; the need to establish individual accountability and responsibility for cost of travel; Internal
Revenue Service policies and regulations; practices of other cities and agencies; and, ease of

administration.
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The recommended policy was presented to the City Council at a "Skirt Sleeve® on November 2 for

review and comment, subsequently revised based on Council comments and suggestions and is now
presented for approval and adoption.

FUNDING: None. One objective of this policy is to reduce the City’s cost of travel and business

expenses.
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CITY OF LODI
Travel and Business Expense Policy

Section 1

General

Overview

This Policy and Procedure Manual has been developed to provide overall policy and procedural
guidance for payment and/or reimbursement of travel and business expenses incurred by city
employees, board members, commissioners, official representatives, and City Council Members
when conducting official city business. Accordingly, the Cit uncil lished the followin

goals on which these policies and procedures were developed:
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Employees and city officials should be fairly and equitably compensated for the cost of
official travel and business expenses at meetings, conferences or activities which require
overnight travel, day trips or other business activities,

That the recommended policies should control and limit city costs to those expenses
necessary and essential for the conduct of city business based on the purpose, nature and
circumstances of the travel, business meeting or activity.

That when employees and city officials authorize, travel or incur business expenses in
accordarce with these policies, they should feel comfortable that their expenses can be

scrutinized closely by the City Council, the press and other concerned persons without fear
of personal criticism.

That the City’s travel and business expense policies should be documented and available
for review by staff, the City Council, the press and _other interested persons.

In developing these policies and procedures, the City also considered the following criteria to guide in
their preparation: use of per diem as a cost control measure; the need to identify individual accountability
and_responsibility; Internal Revenue Service policies and regulations; practices of other cities and
agencies; and, ease of administration. After several reviews and changes, this document represents the

collective thoughts of City staff. management and concerns expressed by the public.

The end result of these policies is to assure the public that the City is a good steward of the City's

IESOUrces.



Definitions
For the purposes of this policy the following definitions will be used:
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Business Expense - expenses incurred by employees for transportation, meals, lodging,
incidental expenses and registration expenses at conferences, training and meetings in the
conduct of official City business.

. Employee - includes permanent, part-time, seasonal, temporary and contract employees,

members of the City Council, commissioners and board members.

Official Fepresentatives - includes persons under contract or designated by the City Council
to represent the City when in the best interest of the City.

OffTicial Guest - a person designated by either the Mayor, City Manager or Department Head
as an "official guest” for whom City funds may be charged to offset their expenses when
conducting official City business.

. Honorarium - a payment, reimbursement or gift to honor or recognize services of a person(s).

Business Meal - a meal expense incurred by a City employee in the conduct of official City
business. Normally, this is a lunch expense but could be a breakfast or dinner expense for the
employee and official guest.

Day Travel - travel within and around the City of Lodi within a distance not greater than 200
odometer miles from Lodi.

Business Meeting - generic name used in this Manual to describe a meeting, conference,

training seminar and business lunch within a distance not greater than 200 odometer miles in
one day.

Per Diem - a_daily rate paid for overnight travel calculated not to exceed ordinary and

necessary expenses for meals and incidental expenses which is reduced by one-quarter of the
daily per diem rate for pre-paid meals included in the transportation cost or registration cost.

General Policies

Basic Policy

The City will pre-pay, advance funds and/or reimburse employees for all reasonable travel and
business expenses when conducting official City business in accordance with these policies to

include per diem, transportation, lodging, registration fees, business meals, incidental expenses,
and representation expenses.

Employee and Supervisor’s Responsibility
Every employee and official who travels on city business or who supervises others who do, is
responsible for knowing these policies and procedures.



Authorization Required

Attendance is considered to be in the best interest of the City and is authorized by the Mayor,
City Manager, Department Head or in the case of the Library Board, the President of the Board
or_in the case of Councilmembers, the Councilmember prior to incurring the expense.
Authorization may be verbal or in writing. The "Authorization” section of the Business Expense
Report and Claim Voucher should be completed prior to travel or incurring business expenses to
protect the interests of both the City and the employee. However, the Finance Department is not

authorized to pre-pay business expenses or advance monies for travel without an approved
Business Expense Report and Claim Voucher.

Authorizing Officials

The Mayor, Councilmembers, the City Manager, Department Heads or in the case of the Library
Board the President of the Board have the authority to authorize employees and City officials to
travel and incur business expenses on behalf of the City of Lodi. Only the Mayor,
Councilmembers and City Manager may authorize City funds to be used for "representation
expenses”, and/or reimbursement of official representatives or guests for travel and business
expenses incurred on behalf of the City of Lodi.

Authorizing Official’s Responsibilities

Officials who authorize travel and business expenses are responsible for determining that the cost
is reasonable and justified. They should be certain that:

a) The purpose of the meeting cannot be accomplished by mail or telephone.
b) The minimum number of people needed are going

c) The itinerary ensures effective accomplishment of the purpose at the lowest reasonable
cost.

d) The employee understands and follows these policies and procedures
e) There is enough money in the budget to cover the costs.

Basic Expense Standard
Attendance is limited to the minimum number of employees required to represent the City, obtain
information and/or maintain skills and professional qualifications.

These policies are not to be construed to require employees to obtain the cheapest possible
accommodations, transportation or meals when conducting official business. Employees are
expected to exercise good judgement and incur only those expenses which would be incurred by
a "reasonable person” in the conduct of business at their own expense.

Personal Expenses
Personal business expenses should not be mixed with official business expenses. Accordingly,
the City will not reimburse employees for those expenses which are of a personal nature unless
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specifically authorized in this policy. The following expenses are normally considered to be
personal expenses: expenses incurred by a spouse, family member or adult guest; pay TV; room
bar; neals in room; valet service; entertainment; bar tabs; repairs to a personal car; and expenses
incurred to ¢ n a busin nterpri

Business Expense Report and Claim Voucher

a) Cash advances or pre-paid expenses will not be made by the Finance Department without
an approved Business Expense Report and Claim Voucher.

b) On completion of travel and/or after incurring a business expense, employees will
complete a Business Expense Report and Claim Voucher to report their expenses whether
prepaid, paid or to be reimbursed.

Spouse

Employees will not be reimbursed for the expenses incurred on behalf of a spouse, family member
or adult guest except on those occasions when an invitation expressly includes spouses and
attendance is approved by the Mayor or City Manager as necessary and appropriate. It is not the
intent of this policy to preclude spouses, family members and adult guests from accompanying an
employee to a business meeting at their own expense.

Transportation
a) Employees are expected to use commercial air common carrier as the preferred means of
transportation to and from meetings which are greater than 200 miles (one way) from Lodi
unless trave! by city vehicle, private automobile or other means of transportation is
authorized. Normally employees will not be reimbursed for transportation expenses
greater than the cost of commercial air common carrier to and from their destination plus
taxi fares.

b) When local travel is necessary to conduct official business, employees are expected to use
a city car as the preferred means of transportation unless travel by commercial carrier or
private automobile is authorized. Employees will be reimbursed odometer mileage for

travel by private automobile at mileage rates published by the Internal Revenue Service
for business miles.

¢) Travel should be by the most direct, usually travelled route. Travel by city or private
automobile should be coordinated and shared when more than one employee is travelling
to the same meeting.



d) When driving a privately owned vehicle on city business, employees must meet the
following conditions:

1) Have a valid California driver’s license
2) Understand that any damage to the car, needed service or repair occurring on the
trip will be the employees responsibility with no reimbursement from the City as

v /or busin xpense, Thi not precl mpl filin
a claim for damages, injury or other costs through the City’s "risk management”
program,

3) Comply with California statutory requirements for vehicle insurance,

Business Meals

Employees, officials and business guests may be reimbursed for the cost plus tip of a business
meal when approved by their Department Head as necessary in the conduct of City business. The
City will purchase meals when necessary to maintain an "arm’s length” relationship with
developers, contractors and vendors. A list of guests must be attached to the Business Expense
Report and Claim Voucher indicating all guests for whom their meal was purchased by the City.

City Manager’s Authority

From time to time, the City Manager is authorized to change and/or modify the policies and
procedures in this document which are ministerial and do not substantively change the intent of
these policies to ensure compliance with Federal and State tax regulations and to ensure employees
are rcimbursed for reasonable expenses incurred in the conduct of official city business.

Proof of Expenses
Employees will be required to provide receipts for all expenses greater than $15.00. On those
occasions when it is impractical to provide a receipt or when the receipt is lost, a memo signed

by the employee and approved by the Department Head must be attached to the Business Expense
Report and Claim Voucher.

Reimbursements from Other Agencies 2nd Persons

Any amount paid by others to reimburse the City for the cost of travel, business expense or
representation expense will be reported on the Business Expense Report and Claim Voucker if the
revenue is directly tied to the expenses reported. The name and address of the agency to be billed

must be shown. Typically, the City receives reimbursement from POST for POST sponsored
training of police.

Per Diem

Per diem is paid only to employees who require overnight accommodations. Per diem is $50.00
per day for meals and incidental expenses and will be paid in increments of $12.50 per quarter
day or 6 hours beginning at 12:01 am and ending at 12:00 pm for time when travel begins tc time
travel ends as shown on the "Business Expense Report and Claim Voucher".
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Employees and officials will be paid t day for meal incid xpenses when away
from Lodi greater than 10 hours and required to obtain overnight accommodations. Per Diem will

be paid from time of departure to time of return in increments of $12.50 per quarter day (6 hours)
beginning at 12:01 am and ending at 12:00 pm.

The per diem allowance may be reduced by the Department Head up to $12.50 per meal to offset
the cost of meals purchased by the City on behalf of the employee. This normally occurs when
meals are purchased as part of the registration fees.

Mileage Rate

Employees and officials will be paid the mileage rate set by the Internal Revenue Service (IRS)
for business miles when authorized to use a personal automobile to conduct City business, The
current rate will be published annually by the Finance Department.

Auto Allowance

Employees entitled to an auto allowance will not be reimbursed mileage for use of a private
automobile except for travel greater than 200 odometer miles in one round trip.

City Council Budget

The City Council budget for travel and business expenses will be allocated to each
uncilmember, Within each allocation, th uncilmember will have discretion uthority t

incur travel and business expenses. For amounts_greater than the initial allocation for special
meetings, conferences or activities, a special appropriation must be made by the City Council.

S
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Section 11

Advances and Direct Payments

Advances

Employees may (1) pay their travel and business expenses with personal funds and be reimbursed
after the fact or (2) request monies in advance.

A cash advance is a lump sum payment made to an employee before travel begins based on
estimated costs. Cash advances are to be used for expenses of travel, lodging, per diem and

meetings in the conduct of official city business. Cash advances are not to be used to pay
personal living expenses.

Cash advances must be reviewed by the authorizing official to ensure the advance is reasonable.

On return to Lodi, employees have 30 days to file a "Business Expense Report and Claim
Voucher” to account for their expenses. Any unused advance will be returned to the Finance

Department. The employee will be reimbursed the difference if actual, authorized expenses
exceed the amount advanced.

The amount which may be requested in advance can be determined by referring to the "Summary
of Allowances”.

Direct Payments

Employees may request the Finance Department to make direct payment to vendors for lodging,
conference fees and/or commercial transportation.

Direct payments to vendors will be paid on a standard "Claim Voucher” and not a "Business
Expense Report and Claim Voucher”.

All direct payments will be reported on the Business Expense Report and Claim Voucher under
“Total Cost" and a copy of the standard “"Claim Vouchers" will be attached as proof of expenses.



Section 111

Overnight Travel and Meeting Expenses

General

The City will reimburse, advance by cash and/or prepay the expenses of employees when

conducting official city business away from Lodi for periods greater than 10 hours which require
overnight accommodations.

Summary of Allowances
See Summary of Allowances - Overnight Travel and Business Expenses

Business Expense Report and Claim Voucher
1. Travel advances will be paid on the Business Expense Report and Claim Voucher.

2. Pre-paid expenses for lodging, commercial carrier, meetings and conferences will be paid on
a standard "Claim Voucher” and later attached to the Business Expense Report and Claim
Voucher when the final report is submitted to the Finance Department.

3. Within 30 days of completing travel, each employee is required to submit an individual
Business Expense Report and Claim Voucher reporting total cost of travel and business
expenses, whether pre-paid, advanced or to be reimbursed. Receipts and standard "Claim

Vouchers” showing prepaid expenses will be attached to the Business Expense Report and
Claim Voucher.
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Summary of Allowances

Overnight Travel and Business Expenses

. COMMERCIAL TRANSPORTATION
Airplanes, buses, trains, public transit,
rental vehicle to and from destination, etc

. LODGING
Room at motels, hotels, bed and breakfast, etc

Valet, maid service, rcom bar, pay television,
personal telephone calls, tips and meals in room

. MILEAGE

Reimbursed for use of private automobile

. PER DIEM
Meals, personal telephone calls, tips, etc

. INCIDENTAL TRANSPORTATION EXPENSE
Airport limousines, buses, taxi's, tolls, parking fees
tips, etc

. CONFERENCE/REGISTRATION EXPENSE
Registration fees; purchase of printed matenal,
tapes and other training material directly linked to
program or conference; meals and activities for
banquets and activities directly linked to program
or conference.

. OTHER EXPENSES
Official telephone calls and other expenses

Cost, receipts required for individual expenses
greater than $15.00 per purchase
Cost, receipts required

Not reimbursed

Reimbursed at mileage rate published by IRS

to owner/operator. Passenger(s) not
reimbursed.

Employees with an auto allowance will not be
reimbursed for mileage.

50.00 per day and/or $12.50
per quarter day

Cost, receipts required for individual expenses
greater than $15.00 per purchase.

Cost, receipts required

Cost, receipt required for individual expenses
greater than $15 per purchase



Section IV

Day Travel and Business Meals

General

The City will reimburse, advance by cash or credit card or prepay the expenses of employees and
official guests when conducting city business in and around Lodi. For purposes of this
section,local travel is considered to be travel which does not require overnight accommodations
and is within a 200 mile radius of Lodi when authorized by a Department Head:

The City will pay the expenses of city employees when attending meetings or conferences held
locally which do not include overnight 2ccommodations. When there meetings include meals or
other expenses, the City will reimburse the employee for their meal expense plus tip.

Summary of Allowances
See Summary of Allowances - Local Travel and Business Meals

Credit Card Charges, Petty Cash and Cash Advances
Credit card changes, use of petty cash and cash advances will be reported on the *Business

Expense Report and Claim Voucher” when submitted. Credit card charges (City credit cards) will
be considered advances to the Department Head or employee named on the Credit Card.

Transportation of Material

The cost of transporting material by private or City auto in lieu of using commercial carriers may
be reimbursed to employees as follows:

1. City Automobile - not reimbursed except for the piurchase of gas/oil and emergency
repairs.

2. Incidental Transportation Expenses - actual cost of tolls and fees.

3 Private Automobile - mileage rate authorized by the Internal Revenue Service for odometer

miles for vehicle owner.
4. Employees entitled to an "automobile allowance” - not reimbursed mileage

Business Expense Report and Claim Voucher
The Business Expense Report and Claim Voucher must be completed for all expenses charged to
local travel and business meals. For business meals paid by credit card, the Bank Statement from

the City’s bank will be attached to the Business Expense Report and Claim Voucher with the
required receipts.



Summary of Allowances

Day Travel and Business Meals

. COMMERCIAL TRANSPORTATION
Buses, public transit, rental vehicle
to and from destination, etc

. MILEAGE

Reimbursed for use of private automobile

. INCIDENTAL TRANSPORTATION EXPENSE
Tolls, parking fees

. CONFERENCE/REGISTRATION EXPENSE
Registration fees; purchase of printed material,
tapes and other training material directly linked to
program or conference; meals and activities for
banquets and activities directly linked to program
or conference.

. BUSINESS MEALS
Meals of employees and official guests

. OTHER EXPENSES
Official telephone calls and other expenses

I

Cost, receipts required for individual expenses
greater than $15 per purchase.

Reimbursed at mileage rate published by IRS

to owner/operator. Passenger(s) not
reimbursed.

Employees with auto allowance will not be
reimbursed for mileage.

Cost, receipts required for individual expenses
greater than $15.00 per purchase.

Cost, receipts required

Cost plus tip, receipts and list of guests
required

Cost, receipt required for individual expenses
greater than $15 per purchase.
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Representation Expenses

General

City officials, employees, guests or designated individuals are occasionally asked io represent the
City or participate in events, celebrations, or special meetings to promotie the interests and
traditions of the City. Such events and activities normally celebrate National, State or local
holidays. However, they may include promotional events, celebrations recognizing individuals
for service to the City and/or participation in activities of organizations with a State-wide or
regional goal to represent, promote or advocate good government and policies of the City.

To ensure that City representatives are appropriately reimbursed for participation in these events
or reimbursed for sponsoring these events, the Mayor, Councilmembers or the City Manager may
authorize employees, guests and officials to be reimbursed for the representation expenses
provided in this Section.

When authorized "representation expenses”, the City’s representative(s) is expected to use good
judgement and incur only those expenses that are reasonable and appropriate based on the occasion
or event, place, time, setting and participants involved.

Representation expenses may be authorized to:

* Reimburse officials and employees for expenses of a spouse, family member or other adult
guest when they are official guests of the City at events, meetings, celebrations or
activities sponsored by the City of Lodi.

Pay for the cost of sponsoring or participating in State-wide or regional activities and
events to promote good government. business, or activities in the City of Lodi.

Pay for the cost of hosting sister city events and activities.

Summary of Allowances
See Summary of Allowances - Representation

Authorization and Approval

Prior authorization must be given by either the Mayor or City Manager to incur representation

expenses. Under no circumstance will payment be made for representation expenses without
written approval.

Substantiation

A "Business Expense Report and Claim Voucher” must be submitted within 30 days after

incurning representation expenses. A list of all guests must be attached to the "Business Expense
Report and Claim Voucher"”.

Receipts must be provided if appropriate and must be attached to the "Business Expense
Authorization and Claim Voucher” except as provided in the Summary of Allowances.

12



Summary of Allowances

Representation

. COMMERCIAL TRANSPORTATION
Airplanes, buses, trains, public transit,

rental vehicle to and from destination, etc

. LODGING
Room at motels, hotels, bed and breakfast, etc

Valet, maid service, room bar, pay television,
personal telephone calls, and meals in room

. MILEAGE
Reimbursed for use of private automobile

. PER DIEM

Meals, personal telephone calls, pay television,
room bar, meals in room, entertainment, valet,
room service, etc

. INCIDENTAL TRANSPORTATION EXPENSE
Airport limousines, buses, taxi’s, tolls, parking fees

. CONFERENCE/REGISTRATION EXPENSE
Registration fees; purchase of printed matenial,
tapes and other training material directly linked to
program or conference; meals and activities for
banquets and activities directly linked to program
or conference.

. OTHER EXPENSES
Meals, official telephone calls. tips, and other
expenses

13

Cost, receipts required for individual expenses
greater than $15 per purchase.

Cost, receipts required

Not reimbursed

Reimbursed at mileage rate published by IRS
to owner/operator. Passenger(s) not
reimbursed.

Employees with auto allowance will not be

retmbursed for mileage.

See "Other Expenses” below

Cost, receipts required for individual expenses
greater than $15.00 per purchase.

Cost, receipts required

Cost, receipt required for individual expenses
greater than $15 per purchase



Section VI
Accounting for Expenses

General

The following expense codes will be used to charge and budget expenses for city business
expenses:

Object Code

314 Business Expense
Costs associated with day travel and business meals. Includes meals reimbursement,
mileage, incidental transportation expenses, registration, supplies, materials, books, etc

315 Conference/Training

' Costs associated with travel, transportation, training and meeting expenses. Includes
meals, lodging, commercial transportation, mileage reimbursement, incidental
transportation expenses, registration costs, supplies, materials, books, etc.

358 Representation
Costs associated with attending meetings, conferences, and celebrations to promote the
City of Lodi, to recognize individuals or groups and/or to promote good government.
Includes the costs of meals, lodging, transportation, g:fts, decorations, for employees,
guests, elected and/or appointed officials. '

367 Transportation of Material
Costs associated with transporting material by private or city auto in lieu of using a
commercial carrier to transport material. Include; mileage reimbursement and
incidental transportation expenses. Not used to accour t for the cost of meals, lodging,
conference, training or meeting expenses.

The following object codes will no longer be used to charge training, conference or meeting
expenses: 309-Membership and Dues; 365-Post Training; 3€6-Training(Fire); and, 316-Auto
Allowance

Tax Withholding

City Provided Vehicles

Personal use of a City owned vehicles is prohibited other than commutin? to and from work and
de minimis personal use. The value of commuting use will be incluied in the employee’s income

for tax purposes. Accordingly, employees will be required to maintain records w show personal
miles for commuting purposes.
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The employees that use the following vehicles for personal reasons (comrx;uﬁng) are not required
to maintain records. For tax purposes these vehicles are considered tax-exempt.

*

*

Clearly marked police and fire vehicles

Unmarked law enforcement vehicles, provided personal use is officially authorized as
assisting law enforcement

Any vehicle designed to carry cargo that has a loaded gross weight of more than 14,000
pounds.

Delivery trucks with seating only for the driver or only for the driver plus a folding jump
seat

Special marked public works and utility vehicles used for emergency response

Travel and Business Expenses

The Finance Department will report advances, credit card charges, pre-paid expenses and paid
expenses as taxable income unless the following conditions are met:

*n

A business connection is established by a "Business Expense Report and Claim Voucher”
Receipts are provided for the expenses as provided in this policy.
Excess payments are not returned to the City within 30 days.

To qualify as a deductible expense, employees must submit a Business Expense Report and Claim
Voucher within 30 days of completing travel or end of the month and submit supporting receipts
as provided in these policies. Excess payment will be returned to the City.

15
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Section VII

Business Expense Report and Claim Voucher

The following instructions are provided to assist in preparation of the "Business Expense Report and

Claim Voucher”.
AUTHORIZATION
Date:

Name (Last, First, MI):

Employee Number:

Department:

Destination:
Purpose:

Expense Authonzation:

Dates:

Transportation Authorized:

Comments:

Department Head
Approval:

Enter the date authorization is prepared

Enter name of employee, City official, official guest or representative to be
paid.

Enter employee number, for official guests or representative give Social
Security Number

Enter employee Department, for official guests or representatives show City
Manager’s Office

Enter city and state to which employee/official will be traveling
Enter purpose of travel or expenses

Check one of the expense categories which will be used to pay for official
travel and/or business expenses

Enter dates that employee/official will be traveling

Enter the type of transportation employee/official authorized to use.
Passengers in City owned or private auto will not be authorized
transportation to and from destination.

Enter special authorizations or restrictions such as "reimbursement for
spouse authorized”, "Room to be shared with Tim Stone”, "Room expense
to be paid by John Wayne", "Purchase of decorations and gift for guest
speaker authorized”, etc.

Signature and date of Department Head, City Manager, Councilmember
Mayor or their designated representatives.

16



CLAIM

Check One:

Total Cost:

Claim:

Commercial
Transportation:

Lodging:

Mileage:

Days of Per Diem Claimed:

Enter a check to indicate whether the voucher is for payment of an advance
or for payment and reporting of final claim amount.

Enter the total cost of travel and/or business expense whether pre-paid by
City or by City credit card. The only offset to this column is fees paid by

participants or reimbursements from other agencies for expenses incurred
by the City of Lodi

Enter the amount to be reimbursed employee/official not previously paid.
The amount of the "cash advance” is not considered to be a pre-paid
expense. When amount has been prepaid by City write in: "Prepaid by

City". When amount has been paid by City credit card write in: "Paid by
Credit Card”.

Enter total cost to City under "Total Cost” and amount claimed by
employee/official to be reimbursed under "Claim”. Receipts required and
copy of standard "Claim Voucher” if prepaid by City and/or Credit Card
Statement if paid by City credit card.

Enter total cost to City under "Total Cost" and amount claimed by
employee/official to be reimbursed under "Claim”. Receipts required and
copy of standard "Claim Voucher" if prepaid by City and/or Credit Card
Statement if paid by City credit card.

Enter the number of odometer miles from time of departure to time of
return when piivate auto is authorized. Only vehicle owner may claim
mileage.

Enter number of days and quarter days for per diem giving the date and
time of departure and return. Quarter days are from 12:01 am to 6:00 am,
6:01 am to 12:00 am, 12.01 pm to 6:00 pm, and 6:01 pm to 12:00 pm.
Enter total per diem cost under "Total Cost” and amount claimed by
employee/official to be reimbursed under "Claim”. Total Cost and amount
claimed should always be equal.

17



Incidental Transportation
Expenses:

Conference/Registration
Expense:

Business Meals:

Other Expenses:

Less Amount To Be Paid
By Others:

Less Advance Paid:

Accounting and Budget
Data:

Enter total cost of incidental transportation expenses under "Total Cost™ and
enter the amount to be reimbursed to employee under "Claim”. Incidental
transportation expenses include: tolls; parking fees; purchase of gas and oil
for city owned vehicles; taxi; and, rental vehicles at destination. Receipts
required and copy of standard "Claim Voucher” if any amount prepaid in
part or full by City and City Credit Card Statement if any part of cost paid
by City credit card.

Enter total cost under "Total Cost” column and amount to be reimbursed
employee/official under "Claim”. Conference/registration expenses directly
linked to the program or subject matter will be included on this line,
included are: printed material; tapes; other training material; books and
periodicals purchased at the conference; and banquets or other special
gatherings. Receipts required and copy of standard "Claim Voucher”
attached if any amount prepaid by City and/or copy of Credit Card
Statement if any amount paid by City Credit Card.

Enter total cost under "Total Cost” column and amount to be reimbursed
employee/official under "Claim". Receipts required, list of guests paid for
by City, a copy of the standard "Claim Voucher” if any amount prepaid by
City and/or copy of Credit Card Statement if any amount paid by City
Credit Card.

Enter total cost under “total Cost™ column and amoust to be reimbursed to
employee.official under "Claim". Other expenses include: Receipts
required

Enter the amount reimbursed or to be reimbursed by another agency or
individual to offset the City’s cost. This includes reimbursements for the

cost of family members or guests not authorized travel, lodging, meals and
incidentals at City expense.

Enter the amount paid by check or cash as an advance payment to offset the
cost of travel and business expenses.

Enter account codes and amounts to be charged. To be completed by
Department.

18



Section VIII -
Sample Vouchers

Overview

The following sample vouchers are provided to assist in preparing claims for reimbursement, advances
and reporting of travel and business expenses. If there are any questions as to preparation of the form
or information required, you should contact your Department Secretary or supervisor.

19



5 BUSINESS EXPENSE REPORT AND CLAIM'\}JCHER

!*  Ixpenscs paid by credit card or prepaid by Finance Depurtment are lisled in this column (Claim Vouchers and
Credit Card Statements attached)
1_" lixpenses paid by ¢ credit eard or prepaid by Finance Department are not listcd in this column

CITY OF LOD!
AUTHORIZATION DATE: Afyerber / 41593
1. NAME (Last, First, MI) i 6. EXIENSE AUTHORIZATION (ChCCK Onc :
. _— i Conference/Training {Overnight) 318 r—L__E
SM 1 {‘A) Jo ,‘ N M. ; Local Traved & Business Meals 314 '
2. EMPLOYEE NUMBER ' Representation Expenscs 358
I 2 3 4 5é ‘! 7. DATLES 1
3. DEPARTMENT / FUNCTION B Beginaing Datc /57493
. i Inding Date }
ic Wo _11/_1133.____
Pub lic tor ks | & TRANSPORTATION AUTHORIZED (Check)
4. DESTINATION Commerend
C A Private Auto X
MON*EREH, Rentad Car
5. PURPOSE City Auto
Poblic Works Confreence 3:‘,
he
9. COMMIENTS
Derarimomiicad A = Room and trAwns ORf'Af‘fou
cpartment Hlcad Approv; —
pa " S'I‘IRREC/ with Tim Stone
AIM Check One: Advance X Sctilement
“Totat Cost * T Gl e
1. COMMERCIAL TRANSPORTATION (rcceipt attached) ‘ S S
' i -
2. LODGING (rcccipt attached) S s 325— |
3. MILEAGE (private avto) Odometcr mites;_¥ 0O @ ._¢¢ !,.5,,, - 5
4. DAJS OF PLER DIEM CLAIMED (not less than gir ditys) 'S s i
Numer of Days i
Dite and Time of Departure '
Date and Time of Return t -
5. INCIDENTAL TRANSPORTATION UXPENSE (ccezipt attached) 0SS s .
6. CONFERENCIVREGISTRATION EXPENSE (receipt attached) is 5 200 - |
7. BUSINESS MEALS ~ LOCAL TRAVEL ONLY (reccipt attached) S T
:X. OTIER EXPENSES (receipts attached) S _ S |
19. LESS AMOUNT TO BE PAID BY OTHERS: s ( )
L ONAMIE: i
|
i TOTAL COST QR ADVANCE S s A=
i '
| 10, LESS ADVANCE PAID: Check ur (ash (circle) S . i
,I TOTAL CLAIM 5297~ |
1
'
I

1fl requcest payroent ol amount cl.nmcd- ahove and hcruby cuuty that lhu \nfonmation prundcd abave 13 cunccl .md 10 confarmance
“the City's Husincss Lixpense Policy.

o ulifez

N Ol e :

3 I)Lp wrtment Appn;v al

m/ Lonade  11/R/93

_ \qnllurc o . (Date) | . . . L j

ACCOUNTING AND BUDGIEET DATA

m/%/ 0. 07/ 12347C.. ,4_‘?{7,9_2__:,,“ oareean____11/3/93 _

e T T WARRANT NO: §97 234
e T VOUCHER NO: 678912

‘;7—, . = S | C AMOUNT /ﬁ/ 797 —

SAMPOLE



RS Yo VAl O ol N

~-BUSINESS EXPENSE REPORT AND CLAIM VQUGHER !
K CITY OF LODI £ !
’ g
N
AUTHORIZATION DATE Aoy ember 78,1993
1. NAME (Last, First, M) ’ 6. EXFIENSE AUTHORIZATION (Check Onc)
Conference/Training (Overmght) 315 X ;
i >
Srith ) John M. ! Locat Travel & Busincss Meats 314 | :
2. EMILOYEII NUMBER ! Representation Faxpeascs 358 L
123456 . T DATES
3. DEPARTMENT / FUNCTTION ' Begnmng Date /i rlf 2 _
' Iinding Dite /{L FE S
pU[)I’C L«JORI-(S 8. TRANSPORTATION AUTIORI D( ccl)
4. DESTINATION A Commcrcal i
C : Private Auto X :
MON{.E Re"’) ! Reaun Car H

S. PURPOSE . City Auvto ' ;
Tax
Publlc UOR}(S CON‘FEQENCE : Other
9. COMMENTS
— me Ruo’ l‘RRuslocleﬂlL/ou
: Shared widh Tim Stowr

CLAIM Check One:  Advance Seitlement__ X

Total Cast _ - Claim **

Departmeny Tlead Approvat

—y———

1. COMMERCIAL TRANSPORTATION (reeeipt atlached) s 5
2. LODGING (reccipt attached) s 33 752 s 3372.52 |
3. MILEAGE (private auto) Odometer mules: A7 @ 2% g ' s 11936 ~§ 12 5.3¢ ;
4. DAYS OF PER DIEM CLAIMED (aot lcss than gis days) is . 1%0.00 's W 4)(0 00 i
Numer of Days _ 3 IZ 2 i :
Date and Time of Departuse ///.5—/93 (30 AM H e
Date and Time of Return ¢ ¢
'S. INCIDLNTAL TRANSPORTATION EXPENSE (receipt attached) S _ 28 = s 25—
6. CONFERENCIZREGISTRATION EXPENSE (receipt attached) s Y3 - s 243 — \
7. BUSINESS MEALS - LOCAL TRAVEL ONLY (reccipt attached) 'S s 5
) 1
8. OTHER EXPENSES (reccipts attached) S s
9. LESS AMOUNT TC IE PAID BY OTHERS: ! S ¢ )
NAMIE: - '
TOTAL COST OR ADVANCE: s BO0.8Y s §60.88 |
10. LESS ADVANCE l‘/\ll)ur Cash (circlc) s 197 —
TOTAL CLAIM 563 8%

*  Expenascs puid by eredit card of prepand by Finance Department arc listed in this column (Claim Vouchers uad
Credat Card Statements altached)
¢* _lxpeases pid by ¢ credit card or prepad by Ihinance _Department are aot listed in this columa

'_l rcquL\ P Iymc'll of amount claimed ahove 3nd hcu:hy ceetily that the information pnvndcd Jhﬂv\. s cn(rncl an
i e City's Business LExpense Policy. B

b 1P S 77724 % S !

/ Sign: uun.rulil nlpln)tcr‘jur‘tn_ulllng « l 1im L ey .
T T
i
44'{//692014 . ///14/43 1
. . Signoture R, e e e e
EACC()anN(;ANx) BUDGITT DATA 7608 w/v?,o/fféo/ée/ )

DATLE PALL:
(rﬁf CQM/I/E(/ 67 oxf/ﬂAALIMEA/Zl) Frmance Deorrtment

WARRANT NO:

VOUCIHER NO:

AMOUNT:




bt e e bt ST,

USINESS EXPENCE REPORT AND CLAIM VO
CITY OF LODI

AUTHORIZATION DATE:
November 16, 1993
1. NAME (Last, First, M1) : 6. EXPENSE AUTIHORIZATION (Check Onc) —
P — — j Confereace/Trang (Overnight) 315 1
J#OUE) /1M . Local Travel & Business Meals 314 )

2. EMPLOYEE NUMBER

234567

Representaton Expenses ass | .

7. DATES

|
a
i
i
}
S S

3. DEPARTMENT/ FUNCTION . ) li;mm':; f”“t‘ l/.f' [1.2._.__.*
Public tJorks /EncineerRiNG R o
| S TRANSPORTATION Mrmou (cr.ccq
4. DESTINATION " Commercat ! ;
. Private Auto [ !
Mowtepe,, CA A L
y 7 Rental Car .
5. PURPOSE City Auto i

|

i Taxs i ‘
Public LJork A C‘W ’%'QEN c£ Oimer PASSENGCER tl:_z{_4

9. COMMENTS i

Depariment Head Approval

Aonode

i

L Room and transportation
| shared v th Jf Av Smidh
|

CLAIM Check Onc: Advance scttiement___ X
Total Cost * Claﬁ'-n: A
1. COMMERCIAL TRANSPORTATION (receipt sttached) is s |
; ¥

2. LODGING (reccipt attached) [ S !

- 1
3. MILEAGE (private auto) Odomceter muies: ES __5 ;
4

] '
. DAYS OF PER DIEM CLAIMED {not Jess than qtr days) s INO— s %O —
; c : T

Numer of Diys

Date and Time of Departure [,1/5;/93 [:30 PM)

Date and Time of Return

S. INCIDENTAL TRANSPORTATION EXPENSE (seccipt attached) (S e S
lc.. CONFERENCE/REGISTRATION EXPENSE (receipt attached) s oo- 5 ,g,,m/ A,f_CLé,f_
‘7. BUSINESS MEALS — LOCAL TRAVEL ONLY (recoipt attached) S s
8. OTHER EXPENSES (reccipts attached) S e s
9. LESS AMOUNT TO BIi PAID BY OTIIERS: s ( )
NAME: i
| |
TOTAL COST OR ADVANCE s L 3NC - is___.__/:gQ_ -
10, LESS ADVANCE PAID: Cheek or Cash (circle) 35-___~t_—:_-_“é
TOTAL CLAIM 5. /N0 —

*  Expeascs piaid hy ceedit card or prepasd by Finance Department arce listed in this column (Claim Vouchers and

Credit Card Statements attiached) !
>e_lapenscs paid by credst card or prepast hy Finance Depaniment are not Listed inthis column :

- = TmE = e ]

I rcquul payment of amount claimed above and hereby cogtily 1hit the information pnmdul above is cmrccl .md 1) cun{mm nce \nl
the City's Business Expeasc Poticy.

__ Tem. F St _LHKLP3 !

Sighiture of Employce Submutuing CI: nm o (baey

[

i Depariment Approval

l——‘-v‘ bk Komode 75

_ _ Signalurc _{Hme)

7o b( CJMF/[(([Q/ é;/
DATE PAID: Ara0ee ﬂrpﬂnz/nru'f'

/\(.( OUNTING AND BUDGIT DATA

[r be completed 57 Dt;onﬁz‘uwf)

WARRANT NO:

VOUCHER NO:

AMOUNT:

SAMPLE
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ST AN S X

- " JUSINESS EXPENSE REPORT AND CLAIM V
' - CITY OF LODI
AUTHORIZATION DATE: Decemdber 1 1953
/
1. NAME (Last, First, M1) " 6. BXPENSE AUTIORIZATION (Check Onc)
, i Conicrence/Tramning (Overmght) 318
qu NN, /'/ D‘M'\/ B - Local Trasc! & Business Meals 314 Y%
2. EMPLOYLELE NUMBER : Representatica Fapenses 358 i
: {
456789 11 pams .
3. DEPARTMENT / FUNCTION leginming Date t.’ tél 3
F Iading Dute ]
iINANCE & TRANSPORTATION AUTH BT xu(érzi——_
4. DESTINATION ' Commercun H
Loenl TRavel~ 6usw £ss /‘7677/5 i orate wto E—
5. PURPOSE T T Ciy Auto :
Various Meebines | T
| Other ﬂu/o ﬂ//aa/ﬂy.’f X
I 9. COMMENTS
Department Head Approy; i LI“{. @ 7“505:%5 ﬂyﬂc"[d
CLAIM Check One: Advance Sctitement X
Total Cost *  Claim **

1. COMMERCIAL TRANSPORTATION (receipt attached) 'S

. LODGING (receipt attached) 3

hY
3. MILEAGE (privatc auto) Odometer nules: A 2 i}s_»___ e s
!
4 h

. DAYS OF PER DIEM CLAIMLD (aot dcss than qtr days)

1

Numer of Days l
Date and Time of Departure E
1

t

Date and Time of Return

Credit Card Stutements attached)
bk xpcn‘c‘}ud by credit card o7 prepaid by Fiaance Department are not listed in this column

5. INCIDENTAL TRANSPORTATION UXIPENSE (rccespt attached) i

6. CONFERENCI/REGISTRATION EXPENSE (receipt attuched) s Jo -~ s g0 — [
7. BUSINESS MEALS ~ LOCAL TRAVEL ONLY (rccoipt attached) | § 132, 5‘3“__ 132 3_‘2;_
8 OTHUR EXPENSES (reccipts attached) S - ';,_Qggdi ¢ Cmec/ ;
19, LESS AMOUNT TO BE PAID Y OTHERS: S I 53 ) . %
NAME: _ sxont Flinrar far Spcose’s mcal a i
P i
TOTAL COST OR ADVANCE K 19365 s _/BR2.8B |
10. LESS ADVANCE PAID: Cheek or Cash (circle) s — E
i -~ i

TOTAL CLAIM 5. /E.5%
¢ Lapenscs paid by credit card or prepaid by Finance Depariment are listed in this column (Claim Vouchers and 1]
i

; l rcqucsl paymceat of amount ctaumed above sad ho.rghy certafy that the information pnwudu.u .nhuvc is correct .nu in cnn[urm ince wxl

i lm. City's Business Expense Policy. 1;

741,( @f] e .<§/o /53 !
\:gn’\lurcu!lmplnycc hmunng(v o . ((Difie) B .

S XS SN B R s = - ]

1| l)cp \riment Approval

‘Lw__/.,/Zﬂm ﬂ,#/fzéanl.,,, e /"Q/J /93 '

(bate)

‘o bk Cam,o/{f[(/ /5:/

DATE PAID: L p) Bascre 425Q£gzzmﬁ“ﬁ j

WARRANT NO:

VOUCHER NO:

AMOUNT

SAMPLE



YN d "

r— ~ ~BUSINESS EXPENSE REPORT AND CLAIM VQL !
i J CITY OF LODI ;
- J:
AUTHORIZATION b DATE: Aovember 16 1593 'k
4 i
1. NAME (Last, First, M1) I 6. EXPENSE AUTHORIZATION (Check One) i
— Conference Traming (Overnight)  31S ;
Ree VES, Jim G o | Local Travel & Busincss Mcats 314
2. EMPLOYEIINUMBER ; Representatum Fxpenses a8 X
5678491 7. DATES
3. DEPARTMENT/ FUNCTION | Beginniag Date { 22/ 5-/9 3 i
F—- £ i Fading Dute H /,1 2y / g3
'R 8. TRANSPORTATION AUTIGRIZED (Check) :
4. DESTINATION . Commcrcil
CA Private Auto X
Ch 1co, Rentat Car
S. l’URI’OSl- City Auto
7o RECEIVE Watiowal Awrrd Tau
Other
for Firefochter of He YERR 9. COMMENTS
1
1
Departmeat 11ead Approval 1, l/fklﬂ/ ﬂuz" /{am znzz/ou
| -
’17/9
’;‘/ Z 4 p é_d i on / / 73
e e e e 4
CLAIM Check Oac:  Advance Scttlement 2{
i . ' .
3 Totul Cosm * Claim _**
1. COMMERCIAL TRANSPORTATION (seceipt attacnhed) S 4
2. LODGING (receipt attached) 3 s !
i ' ;
3. MILEAGI (private auto) Odometer muics_ /0.3 @ 28 1S _&_X__g_‘)l___ﬁ:s 2884 ?
4. DAYS OF PER DIEM CLAIMED (not tess than gte days) ' 'S !
NumcrofDays ___ { :
Diite and Time of Deparntere
Date and Time of Return |
N t
5. INCIDENTAL TRANSPORTATION EXPENSE (reccipt attached) | .3 - s 3 —
6. CONFERENCI/REGISTRATION EXPENSE (receipt attached) S s
7. BUSINESS MUALS — LOCAL TRAVEL ONLY (reccipt attached)  '$ 37 - 3 37 — '
. 1
8. OTTER EXPENSES (reccipts attached) rS IS . !
L9, 1SS AMOUNT TO BE FAID BY OTIIERS: '$ ( )
NAMI: {
i
1 1
TOTAL COST OR ADVANCE 5o 688 5 4894 |
10. LESS ADVANCE PAID: Check or Cash (citcle) s — !
I
TOTAL CLAIM 5. 62 :_8‘3{_ ;
¢ Dxpeascs paid by ercdit card ar prepaid by Finance Department are histed in this colymn (Chum Vouchers and
Credit Card Statements attached} .
1 izxpenses paid by credit eard or prepaid by Finance Department sre nat listed in this columa e __“_[
'l request payment of amount claimed above and’ huchy certuly that the information provided above 1s correct and 1 conformance wil
?lhc City's Busincss LExpensc Policy. i
It
)
i
: e 75 be CGM,d/f/fc/é :
EACCUUN'I‘ING AND BUDGIET DATA :
; L DATEPAW: A Aascs Q;g pelmen?
: {
; ( Zo. A E. can/o_/e‘/za/ b 7 0{,0/1& boen?) i

‘4‘ ) WARKANT NO:
——— — e — -

VOUCHER NO:

AMOUNT:

SRMPLE



bVa T
Y BUSlNESS EXPENSE R:POFIT AND CLAIM VNHER

v CITY OF LOD!
R '_,‘/

AUTHORIZATION DATE:/\/GVA‘MAER 15" 1993
1’
1. NAME (lLast, First, MI)
bdm_i NE, Johv 8.
2. EMPLOYEL NUMBER

678312
3. DEPARTMENT ] FUNCTION

. Liading Dute Y NTA
Adminis tration 8. TRANSPORTATION AU’I’IIOR!JLD(JHL_
4. DESTINATION Commercial :

T
|
il
I
%
!
i
|
. Private Auto 1 {
LOJ ') CA H Rentat Car
i
I
!
|
1
i
i
i
A

EXPENSE AUTIHORIZATION (Check Onc)
Confercace/Truning (Overnight) 315
Locai Travel & Business Mcals 3
Represcatation Expenses ass X

7. DATES
Leginning Date f

5. PURPOSE

Cl{-t—] /C?uv*j /‘/IE‘E{':MG

City Aato t
Tax !
Other

2. COMMENTS

Purchase of decorations anel
gft fer Guest spER kee

Department [lcad Approval

CLAIM Check Onc: Advance Settlement___ X
‘Tolal Cost Clalm _**
1. COMMERCIAL TRANSFORTATION (reccipt attached) S S ——
2. LODGING (receipt attachcd) S s
3. MILEAGE (private auto) Odometcr mides: 's I __ﬂ'__»___j
4. DAYS OF PER DIEM CLAIMED (not lcss than gtr duys) EYS_'_ e S e __‘_,,‘
NumerofDays _ f } T
Date and Time of Departurs t
Datc and Time of Retura { S
f !
S. INCIDENTAL TRANSIORTATION EXPLENSE (receipt attached) 's o o S__ e
: |
6. CONFERENCIZREGISTRATION EXPENSLE (receipt attached) s _5 I,
7. BUSINESS MEALS - LOCAL TRAVEL ONLY (receipt attached) s_______l 127.52 s Paid. 57 C é“f"‘
& OTHER EXPENSES (reccipts attached) ; 3 25~ S Pad. 67 (&) zﬁf
9. LSS AMOUNT TO BE PAID BY OTIIERS: Sl j KYole Miend | ]
LONAME: _fLz£s. i i
1
Q ‘ "
! TOTAL COST OR ADVANCE ' S . “‘7_ A}g f_ .. _S
{ [ »z 2 = 2 = Oy R g —
{ 10. LESS ADVANCE PAID: Check or Cash (cirelc) b} -
i i
i TOTAL CLAIM S et

©*  Expenses paid by credit card or prepaid by Finance Depasiment are listed in this columa (Clinm Vouchers ;
j Credit Card Statcments attached)

Pee g apenscs paid by credit c wrd ar prepaid by Finaace Depariment are aot hsted in ihis column

ll rcqule paymcent of amount cli rimed above and hucny culey that lm. information pruvn.c.d above 1s correct m\l n cunfmm ince \nl
: uthe City's Busincss Lapensc Policy.

i Lhayme ////y/iz,m

4 \u,'luurn: n(l mplofte Submitting (0 Ium . (l)| “)

/: _xgﬂ %M V /// /d”/?_L--_ ’

. Sigaature (s ul.)

76 be Cdm/)/f/fq/ 47

E!A(‘(‘()U."I'IN(; AND BUDGET DATA
l)/\‘l’liX',\lx):Kﬂurf Deppptmeny =
7

[ 7o be c‘m/a/zr’zq/ 'é7' 05/%«’/”:45)“

oo t

WARRANT NO:

VOUCHER NO:

AMOUNT _

SAMPLE



(s

r-\?usmess EXPENSE REPORT AND CLAIM VO{-RHER ]
CITY OF LODI

AUTHORIZATION ~

DATE: November 5_ 1993

1. NAME (Last, First, MI)

Scott, Raudolf G

2. EMPLOYEL NUMBER

789123

3. DEPARTMENT / FUNCYION

Couvwe:l! Member

4. DESTINATION

URS}U uc{‘olu, Dc.

6. EXPENSE AUTHORIZATION (Check One)
Conlerence/Trasming (Overnight) 318

; Local Travel & Pusiness Meals i i
i Represcatation Expenses 3ss !___,K____l
i e
7. DATES !

| Beginmng Dute L_U [ %g 3
g3

Lnding Date u/[, :
B. TRANSFORTATION AUTHOREAED {Chck) i

5. PURPOSE

Natiowal leacus of Cities
Meeting

Commereni K
P'rvate Auto i |
Rental Car ___'i X 1
City Auto i i
Tan | SV x
Other .

9. COMMIINTS

Dcpartment 1cad Approval

5-)oous£' Avthorized to attcund

l
|
i
/

/3{ CITLV fo(MJ[

/‘2 P}W)Mq#oe

CLAIM Check Onc: Advamce

—
sctilement___ X !

-

. COMMERCIAL TRANSPORTATION (reccipt attached)
. LODGING (receipt attached)
MILEAGI (privatc auto) Odumncter miles:

Total Cost_* Cl.n’m .
15__.-__?3Y N2 s Pma/_b‘t & fif
S —-—.S_Bflld _br_CLﬁ’_.

APN
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