Cumberord County

#4: Meal & Travel Allowances & Reimbursement

I. PURPOSE
The purpose of this policy is to establish meal-&travel expense reimbursement guidelines rates

for County employees.

Employees required to travel on official business for the
County will-bereimbursed-forsaehmay request reimbursement for food. lodgin
and transportation expenses incurred while on such official business of the Count

in accordance with this Policy. Only necessary food, lodging and transportation expenses
incurred by employees during travel for County business are eligible for reimbursement.

1L DEFINITIONS
A. Same-Day travel is when an employee conducts County business, including attending
trainings or a conference, in a location that is different than their regular place of
employment or assigned work area and travel to the location does not require an

overnight stay.
B. Multi-day travel is when an employee conducts County business, including attending
trainings or a conference, in a location that is different than their regular place of
employment or assigned work area and travel to the location requires an overnight stay.

C. An “Overnight Stay” may be required when a conference, training, or event occurs over
multiple consecutive days and/or when it would be difficult to arrive at the location of
the conference, training, or event in a timely manner or safely return from that location

in a single day because of'the timing of'the event and distance from the employee’s home
or regular place of employment.

III. REQUEST PROCEDURES
The procedures for requesting reimbursement for travel expenses depend on whether an

employee engages in single-day or multi-day travel.

A. Multi-Day Travel Expenses. EFhose-employees-whe—wish-te—attend—a_traveling for

County business to locations -training/eonference(in-oroutofstate)that ineladesrequire

an overnight stay —eitherbefore—or—afterthetraining/conference,—shall-must submit
complete a Multi-Day Travel & Professional Development /Training Rrequest Fform

as (located on the Staff Intranet)attached-in-Appendix)G. A full estimate of all eligible
travel costs shall be provided within the request form. The request form shall be
approved by: 1) the employee’s Fhese-employees—whe-plan-en-travelingfortraining

shall-receive permissionfrom-their immediate-superviser Director, Deputy Director, or
a Captain level supervisor or above and 2) the County Manager or histher/they

destgneeAssistant County Manager prior to travel plans being made.
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A copy of the approved Multi-Day Travel & Professional Development Request Form
must be submitted to the Finance Department with an itemized and approved Expense
Reimbursement Form (located on the Staff Intranet), the receipts itemizing the expenses
to be reimbursed, and any credit card statement that includes the actual travel charges
placed on the credit card.

When a supervisor travels, assuranees-arrangements shall be made that-theto ensure the
office will be covered by another supervisor during the travel period.

Cumberland County is not responsible for hotel arrangements prior to a flight. Lodging

expenses will only be covered by the County at the location where the training or
conference is being held.

B. Same-Day Travel Expenses. Employees traveling on County business that does not
require an overnight stay shall complete an itemized Expense Reimbursement Form
(located on the Staff Intranet). A full itemization of all actual and necessary travel
expenses shall be provided within the request form. The Expense Reimbursement Form
must be approved by the employee’s Director, Deputy Director, or Captain level
supervisor or above for reimbursement of Same Day travel and meal expenses.

Approved Expense Reimbursement Forms must be submitted to the Finance Department

with the receipts itemizing the expenses to be reimbursed and any credit card statement
that includes related travel charges placed on the credit card.

C. Credit Card Expenses. Travel expenses placed on a County credit card are not eligible
for reimbursement. Employees must follow the approval procedures and documentation
requirements in this Policy and the County Credit Card Policy when using a County
credit card for travel expenses (Policy # 14).

Meal expenses are divided between the following categories: Same--Day; and In-State Mutti-
BayMulti-Day.

At no time will the County reimburse employees for alcoholic beverages.
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The hmits-maximum allowances for meal expenses are as follows:

A—A. Same-—-Day Meal Reimbursements—Allowancesdn-State—or-Out-of-State): The
County will only reimburse employees for Same-Day meal expenses that are actually
incurred while the employee is engaged in travel for County business. Meals that occur
outside of actual and necessary travel time are not eligible for reimbursement. An
employee shall not be reimbursed meal expenses if a meal is included in the registration

costs for a conference or training, or is otherwise provided at no cost to the employee,
unless the employee provides a reason for not accepting the provided meal.

Same-D-day meal expenses will have the following maximum allowances including
all taxes and tips:

Lunch: $20
Dinner: $30

Fhe-An employee will be reimbursed Same-Day meal expenses by submission of an
approved Expense Reimbursement Form and itemized receipts_that contain the actual meal
expenses incurred by the employee. Non-itemized receipts will not be reimbursed by the
County.

B. Out-ef-State Multi-Day Meal ReimbursementPer-diem: Meal expenses for Multi-Day

travel shall be reimbursed by a flat rate per-diem as follows:

1. First and last day of travel: $45
2. All other full days of travel: $65
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No itemized receipts are required to be submitted. An employee will be reimbursed the flat
rate _per-diem by submission of an approved Multi-Day Travel & Professional
Development Request Form _and Expense Reimbursement Form. Per-d—Biem
reimbursement will be made after the traveling has occurred.

The County Manager has discretion when approving a Multi-Day Travel & Professional
Development Request Form to adjust the per-diem reimbursement amounts if doing so is
necessary to more accurately account for the meal expenses incurred by the employee.

V. TRANSPORTATION EXPENSES
Cumberland County will cover necessary transportation expenses incurred by employees traveling
for County business, including airfare and mileage reimbursement for travel to conferences and

trainings and when employees use personal vehicles during working hours for official County

business. “Working hours” for purposes of this Policy has the same meaning as working
hours/hours worked for purposes of the Fair Labor Standards Act (FLSA). For example,

commuting time to travel to and from an employee’s regular place of employment or assigned
work area is generally not “hours worked” and is not compensated nor eligible for travel
reimbursement.

Employees are required to itemize transportation expenses on an approved Expense Form, and/or
a Multi-Day Travel & Professional Development Request Form (for multi-day travel), and submit

those forms to the Finance Department with the receipts itemizing the transportation expenses to
be reimbursed or attached to the credit card statement that includes the actual costs incurred.

A. Mileage Reimbursement: Mileage reimbursement shall be at the standard mileage rate
established by the IRS.

An employee is only eligible for mileage reimbursement when using their own private
vehicle to conduct County business. Mileage reimbursement is not available when using

a County owned vehicle or when traveling with other employees or officials in their
privately owned vehicles.
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An employee traveling in a personal vehicle from home to a work location other than their
regular place of employment or assigned work area during normal working hours is entitled
to _mileage reimbursement only if the travel is further than the employee’s normal
commute. When an employee is required to travel further to a location than their regular
place of employment or assigned work area, the employee shall be reimbursed the mileage
from their regular place of employment or assigned work area to the location they are
required to travel/report to.

B. Tolls. Employees may request reimbursement for toll expenses incurred when traveling
for County business by submitting an Expense Reimbursement Form, and a Multi-Day
Travel & Professional Development Request Form (for multi-day travel), to the Finance
Department with itemized receipts that include the actual toll costs incurred during the
travel.

Employees should contact their Director, or Captain level supervisor or above, the County
Manager, or Finance Director with questions concerning the applicability of this Policy to
specific travel expenses. Eligibility for reimbursement of meal and travel expenses in unique
situations may need to be determined on a case-by-case basis.

Delete APPENDIX H1 “Professional Development & Training Request Form”

AMENDMENT EFFECTIVE: OCTOBER __ . 2025
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