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T ravel

Purpose and Scope

It is the objective of Prince G eorge Fire and EM S to provide for necessary job-related travel
withinthe guidelines set forth inthis docum ent. This policy defines the travel policies and
procedures for C ounty em ployees and any other persons,to include volunteers,authoriz ed to
travel onbehalf of Prince G eorge C ounty.Expenditures m ustbe withinthe departm ent's budget
and m ay be subjecttoadditional departm ental policiesasapproved by the C ounty A dm inistrator.

C om pliance with this policy is necessary to ensure that expenditures of public funds are
appropriate and docum ented tom eetlegal requirem entsand m aintainpublic trust.

D efinitions

A . L ocal Travel:

1. D ay tripsof lessthan150m ilesround trip(75m ilesone way)distance from the assigned
work area whenthe em ployee isnotaway overnight.

B . N on-local Travel:

1. Travel involving at least one or m ore overnight absences from the assigned work area
exceeding 150m ilesround trip(75m ilesone way).

T ravel A uthoriz ation

A . O vernighttravel m ustbe pre-approved by the D irectorand C ounty A dm inistratoratleasttwo
(2)week spriortotravel.Em ployeesm ustfill outa Travel A uthoriz ationForm (form m ay be
obtained from H um anR esources)and attacha copy of the registrationand itinerary inorder
toreceive required priorapproval.A ny travel tak enwithoutpriorapproval shall be deem ed
asa personal expense tothe traveler.
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T ransportation

A . Em ployees shall use the m ost costeffective m eans of transportation.Em ployees m ay use a
C ounty vehicle or their personal vehicle for necessary travel,althoughthe use of a C ounty
vehicle is encouraged.W henavailable,em ployee carpooling is encouraged.If anem ployee
usesa personal vehicle,thenthe em ployee will be reim bursed forwork -related m ileage atthe
m ileage rate established by the C ounty A dm inistrator. The D irector reserves the right to
specify that a C ounty vehicle m ust be used for certaintypes of travel.Em ployees m ay not
use C ounty vehicles whencom bining work related travel and personal leave.The use of a
C ounty vehicle is regulated by the C ounty's vehicle policy.Fornon-local travel,em ployees
shall obtainthe cheapest airfare available. The em ployee shall request a com pact or sub-
com pactwhenrenting a vehicle fornon-local travel toand from the airport.If three orm ore
em ployeesare traveling together,a m id- tofull-siz e vehicle m ay be rented.

T ravel W ork ing H ours

A . Fornon-local travel,hourswork ed are calculated by using the typical startand finishtim esof
a regular eight-hour work day,unless attendance at evening sessions is required and the
conference itself is required to m aintainor obtaincertifications required for the job.H ours
spenttraveling toa destinationondays inwhichthe em ployee is notregularly scheduled to
work shall be com pensated inaccordance with the Fair L abor Standards A ct and C ounty
Policy.

L odging,M ealsand Incidentals

A . For non-local travel,em ployees who m ust leave prior to 6:30a.m .shall be reim bursed for
break fast. Em ployees leaving ona non-local trip prior to 12:00 p.m . and returning from a
non-local trip after 2:00p.m .will be reim bursed for lunch.Em ployees returning after 7:30
p.m .from a non-local tripwill be reim bursed fordinner.The perdiem expenditure shall not
exceed $45 unless,however,em ployee is traveling to a high-cost area. The per diem
expenditure shall notexceed $75fora high-costarea.
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B . H igh-cost areas shall be defined as those areas so designated by the C om m onwealth of
V irginia Travel Policy (Inform ationavailable inH um anR esources).

1. The following isthe guideline fordeterm ining the daily m eal allowance:

M eal O rdinary A llowance H ighC ostA reas

B reak fast $8.00 $14.00

L unch $12.00 $17.50

D inner $25.00 $43.50

Total $45.00 $75.00

C . W henm eals are provided as partof the registrationfee/tick et event,em ployees will not be
reim bursed forthose m eals should they choose toeatelsewhere.If m eals are included inthe
conference cost,there shall be no reim bursem ent for those respective m eals. U nder no
circum stanceswill em ployeesbe reim bursed forthe purchase of alcoholic beverages.

D . Em ployees shall receive reim bursem ent for incidentals such as tolls and norm al and
custom ary tipstobaggage handlersand vehicle driver.O nly one personal phone call perday,
witha $5.00m axim um lim it,will be reim bursed during overnighttravel.

E. Inthe event that individuals not onC ounty business accom pany the em ployee,the single
occupancy rate,if different from the double occupancy rate,shall be paid by the C ounty.
A dditionally,all m eals,transportation,or other charges for individuals not on C ounty
business who accom pany the C ounty em ployee are the responsibility of the C ounty
em ployee.
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R eim bursem ents/A dvances

A . Em ployees m ustsubm itanExpense R eportForm (form m ay be obtained inFinance)listing
expenses for which they are entitled to be reim bursed. The report should only include
expenses that the em ployee paid out of pock et;expenses paid for directly by the C ounty
should not be included onthis form . If C ounty credit card is used,em ployee m ust attach
docum entation to the credit card invoice that includes reason for expenditure,date of
expenditure and date travel was originally approved. The expense report m ust have
supporting docum entation as well as date travel was originally approved. R eceipts are
required for reim bursem ent of lodging expenses,m eals,gasoline,and other purchased
com m odities.R eceipts for m eals and lodging expenses m ust be item iz ed.A receipt is also
required fortolls,park ing,and tipsunlessthe em ployee certifies,by signature onthe expense
report,thatreceipts were unavailable,suchas unm anned toll booths,honorboxpark ing,etc.
Forpre-approved overnighttravel,em ployeesm ay requesta travel advance.

B . The travel advance should notbe used topay foraccom m odations,as those m ay be pre-paid
by the C ounty.The D irectorm ustsubm ita check requesttothe Finance D epartm entnoless
than14dayspriortotravel,nottoexceed $50.00foreachexpected day oftravel.C heck swill
not be issued for travel advances for am ounts less than$50.00. Em ployees m ust subm it
item iz ed receipts forall travel expenditures along withthe registrationfrom the conference,
conventionor sem inar withinfifteen(15)business days. Failure to do so will result inthe
em ployee not being reim bursed for travel-related expenditures. A dvances inexcess of the
actual expenditure am ountm ustbe reim bursed tothe C ounty.It is the responsibility of the
D irectortoensure thattravel advancesare deducted from the expense reportsubm itted by the
em ployee forreim bursem ent.

1. The following are non-reim bursable item s:

i) L ossof fundsorpersonal belongings

ii) A lcoholic beverages

iii)D am age topersonal vehicles,clothing orotheritem s

iv)Service togainentry toa lock ed vehicle

v) Entertainm entexpenses

vi)Expensesrelated tothe personal negligence of a travelersuchasfines

vii)Personal expensesincurred while the travelerisonannual leave whenbusinesstravel
and personal travel are com bined.


