4.2 TRAVEL POLICY

These policies shall apply equally to all employees and Board Members of Kentucky River Community Care, Inc.  The Executive Director is responsible for insuring that reimbursement of official duty conforms to the provisions of these policies.

(For purposes of this policy, “employee” shall also include Board Member)

I. OFFICIAL TRAVEL
A.
Personal Funds:
All employees traveling on official agency business shall normally use their personal funds to pay for expenses incurred in connection with the travel.

B.
Necessary and Actual Expenses:
Only necessary and actual expenses of official travel will be reimbursed.  All travel shall be by the most direct route and any person traveling by another route, without adequate justification, shall assume the additional expense incurred.

C.
Receipts:
Each item of expense must be receipted except for meals.  If the federal per diem rate is used for out-of-state meals, a receipt is required.  Receipts made by anyone other than the establishment or place of business making the charge will not be processed.  Receipt must include the name of the establishment, date of transaction, item(s), amount and appropriate signature, if indicated.

D.
Paid Time Off (PTO):
An employee may be continued in travel status for a period of seven (7) calendar days if s/he becomes incapacitated due to an illness or injury that qualifies for official PTO;  however, medical expenses that may be incurred cannot be allowed as reimbursable travel expenses.

E.
Termination:  If an employee terminates employment before the end of the month, travel expense for that month will be processed the following month.

F. Responsibility of Supervisors and Program Directors:  It is the responsibility of the supervisors and Program Director to insure that all claims for reimbursement of all expenses under these policies are incurred in the performance of official duties and undertaken at the discretion of such supervisor.  The Program Director and/or Executive Director may refuse reimbursement for part of, or all expenses, which clearly are excessive or otherwise abuse the intent of these policies.  

II. OFFICIAL STATION
A.
All Employees:  The official workstation of an employee is the town in which the assigned office is located.

Transportation cost between an individual’s domicile and his/her station will not be allowed.  Employees whose assigned work station is located in a different county than their residence may not charge transportation costs for a visit in their home county if they do not return to their assigned work station.

B.
Change of Official Station:
If an employee is permanently reassigned, or if he/she is stationed at one place for one (1) month or longer, such new location shall immediately become his/her official station.  Any temporary reassignment shall be in writing from the supervisor and shall specify the period of reassignment.

III. AUTHORIZATION FOR TRAVEL
A.
All Travel:
Necessary and actual travel expenses will be authorized and reimbursed only when employees are conducting business for or representing the agency.

B.
Out-of-Region Travel:  All travel outside the eight-county area, but within the state, shall be authorized by the employee’s supervisor and Program Director prior to travel.

C. Out-of-State Travel:  All out of state travel must be approved by the Executive Director unless it is a grant requirement or a client transport for medical, leisure, etc. that is closer and/or cost less than local/instate travel.  All travel outside the state shall be authorized by the employee’s supervisor and Program Director.  Program Directors shall be authorized to approve a client transport for out-of-state travel for medical, leisure, etc. that is closer and/or cost less than local/instate travel.  If travel is a grant requirement, financial approval is required from the Chief Financial Officer prior to traveling.
D.
Form:
 Requests for travel authorization outside the eight-county area must be submitted on the Official Travel Request form.  After this form has been approved and travel has been completed, attach the Official Travel Request form to the coinciding travel expense voucher and submit to Accounts Payable for processing.

E.
Time of Submission:  All requests for approval for out-of-region travel must be received by employee’s supervisor and Program Director at least three (3) working days prior to departure of travel.  All requests for approval of out-of-state travel must be received by the employee’s supervisor, Program Director, Chief Financial Officer and/or Executive Director at least five (5) working days prior to departure of travel.


Authorization for out-of-region and out-of-state travel submitted after the fact is not allowable except under severe extenuating circumstances but may be approved at the discretion of the Executive Director. 


IV.
TRANSPORTATION

Transportation used by employees shall be the most economical and via the most direct and usually traveled routes.  Additional expenses incurred as a result of using other means of transportation or routes will not be allowed unless special conditions warranting such additional expenses are justified to the satisfaction of the Executive Director.  Supervisors and Program Directors are responsible for insuring that all transportation means and practices within their units are the most economical under the circumstances for the travel involved, consistent with their programs, and in the best interest of the agency.   

A.
Airline Accommodations:
Coach class accommodations shall be used when traveling by commercial airline.  First class accommodations may only be used when coach class is unavailable.

B.
Ground Transportation:
Limousine service, buses and/or subways should be used when available.  Taxis and/or rental cars will be permitted when more economical means of transportation are unavailable or impractical.

C.
Agency-Owned Vehicles:
Agency-owned vehicles may be utilized for travel when available.  No mileage allowance shall be claimed or authorized when agency-owned vehicles are used, but other reimbursable expenses may be allowed.

D. Privately-Owned Vehicles:


1. The use of employee’s vehicles for travel may be authorized if it is in the best interest of the agency.  Mileage expenses may be claimed by the employee at the rate below:

	Price Per Gallon
	Reimbursement Per Mile

	Up to $2.79
	$0.30 

	$2.80 - $3.20
	$0.35 

	$3.21 - $3.50
	$0.40 

	$3.50 - $3.79
	$0.45

	$3.80 - $4.08
	$0.50

	$4.09 - $4.37
	$0.55


The Accounts Payable Department will canvas the average price of gasoline on the 1st day of each month and that price will determine the reimbursement rate for the prior month (i.e. October 1st gas price per gallon determines the reimbursement rate for September).  The total mileage expense allowable for an out-of-state trip in privately owned automobiles shall not exceed the cost of air transportation to the same destination.

2. The KRCC official mileage chart must be used for in-region travel and for miles to Lexington, Frankfort, Louisville, and Winchester.  Computation for all other locations will be based on the Kentucky Department of Transportation’s Mileage map and/or Rand-McNally’s Mileage Map.  Vicinity travel must be identified and justified separately on the reverse side of travel expense vouchers.  The Facilities Coordinator will handle all changes/updates of the mileage chart.

3. Actual toll charges incurred during authorized travel are reimbursable with appropriate receipt.  Actual parking charges incurred during authorized travel are reimbursable with receipt. 

E.
Common Carrier Fairs:
Return trip, excursion or other reduced rate fares shall be obtained whenever available.
IV. MEALS AND LODGING

A. General Limitations:

1. Actual subsistence expenses for the cost of meals may be allowed for overnight out-of-region and out-of-state travel at a cost not to exceed $30.00 per day including tax and tip.   Receipts for meals are not required.

The maximum amount allowed for lodging is the federal per-diem rate for that geographic area for single rate per person, per night.  For all in-state travel, utilize the highest per diem rate allotted for Louisville. Receipt(s) for lodging must be attached for reimbursement.
Out-of-state meal allocation ceilings shall not exceed the amounts specified by the federal per-diem rate for that geographic area and must be supported by receipts.

Out-of-state lodging shall be the rate reasonable for that geographical area and must be approved by the Executive Director.

2. No reimbursement may be claimed or allowed for meals within the region.

3. No reimbursement may be claimed or allowed for meals or lodging provided free of charge to an employee in official travel status.

4. No allowance will be made for subsistence expenses incurred by, for, or on behalf of any person other than an employee on official business of the agency.

B. Meals:
    Meals will be reimbursed at the cost not to exceed $30.00 per day including tax and tip.  An employee must be away from his official station and in official travel status for twenty-four (24) hours or more before the expense of meals will be allowed.  

C.
Lodging:
Allowance for lodging will be authorized for overnight accommodations only.  Allowance for lodging within region will be made only in extreme emergencies due to inclement weather or transportation problems, and subject to the approval of the Executive Director.

V. OTHER EXPENSES
A.
Baggage:
Charges for baggage in excess of the weight carried free by common carriers may be allowed if such excess was used exclusively for official business.  Storage and handling charges may also be allowed on the same conditions.  Receipts are required.

B.
Porterage:
Reasonable expenses for baggage handling services are allowed for delivery to or from a common carrier or delivery to or from a lodging accommodation.

C.
Registration Fees:
The payment of registration fees, including any “organizational” membership dues required as admittance or attendance fees for participation in meetings, will be allowed.  If the fee entitles registrants to meals, the cost allocated to meals shall be considered meals expense and so charged.  Receipts are required.

D.
Telephone Calls:
Employees should use discretion and not place calls unless they feel it is absolutely necessary.  The employee will leave the number where he/she can be reached with the agency so he/she can be called in case of emergency or urgent business.  

E.
Other:  Other miscellaneous expenses may be allowed by the Chief Financial Officer when they are clearly shown to have been necessary in the performance of official duties.  Receipts are required.

VI. TRAVEL EXPENSE VOUCHER 
A.
Form:
The Travel Expense Voucher is to be used for reporting all expenses for which reimbursement is authorized and claimed.

B.
Claimant:
The expense of only one (1) employee shall be included on a single voucher.

C.
Memorandum of Expenses:  Each employee is responsible for keeping a daily memorandum of allowed expenses during travel.  The expense voucher is to be prepared from this memorandum.

D.
Expense Period:  One (1) voucher shall cover a period of one (1) month.  If approved PTO has interrupted a period of official travel status, the inclusive dates of such leave must be identified on the face of the voucher.

E.
Receipts:
Receipts required to support expenditures must be attached to the voucher.  Meal receipts are not required unless federal per diem rate is utilized.  

F.
Chronological Order of Entries:
All items on the voucher must appear in chronological order.

G.
Submission:
Vouchers shall be prepared in their entirety, approved by the employee’s supervisor, and submitted to Accounts Payable within two (2) working days after the close of the travel period.  Vouchers received after this date, but no later than 30 calendar days after the report period will be paid the following month.  Vouchers that are incorrect, have omissions, or require other data, will be so noted and returned to the employee’s supervisor for appropriate action.

H. Payment:  If travel expense vouchers are received in Accounts Payable within the specified time limit and do not have to be returned, checks will be issued the 10th of the month.  For example, travel expenses incurred in the month of July will be issued the 10th of August.  

I. Denial of Payment:
Travel expense vouchers must be received in Accounts Payable no later than 30 calendar days after the end of the report month.  Those received later than 30 calendar days after the end of the report period will not be paid.  Exceptions must be requested in writing and forwarded to the Chief Financial Officer for approval.

VIII.
EXCEPTIONS
A. The Chief Financial Officer may approve exceptions to these Policies when such exceptions are in the best interest of the agency and do not violate the intent of these policies.

B. If the Chief Financial Officer feels that a request for reimbursement is excessive, or violates the intent of these Policies, written justification may be requested from the employee’s supervisor and/or employee.

C.
All questions arising with respect to the proper interpretation of these policies shall be determined by the Chief Financial Officer and Executive Director and such determination shall be final and conclusive.
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