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A. Introduction

This policy applies to all Travelers, and is intended to establish uniform procedures by

which Travelers shall report and be reimbursed for expenses incurred in connection
with authorized travel on behalf of the City. This policy provides for economical and
efficient travel in order to derive the greatest benefit from the trip at the most effective
cost. It does not allow Travelers to be financially enriched as a result of travel nor be
required to utilize their own funds as a result of City travel. Travelers are responsible
for exercising good judgment in requesting, arranging and fulfilling a travel request to
mitigate costs to the City.

B. Definitions

1. Authorized Officials: Chief Administrative Officer (CAQ), Chief Financial
Officer (CFQ), Chief of Staff, City Attorney and Chief Venues Officer, or their
respective designees.

2. Elected Officials: The Mayor and City Commissioners

3. Expense Report: Summary of costs incurred with supporting receipts and
documentation that is prepared when City funds are expended for travel. If a
City-issued credit card is used to pay for travel costs in advance of the travel dates
(e.g. airline flight or registration) then multiple expense reports should be created
as City funds are expended. An expense report must be completed in the City’s
Enterprise Resource Planning (ERP) system. A Travel Expense Worksheet must
be attached if the number of days traveled exceeds one (1) day.

4. GSA: General Services Administration

5. Local Training: Training inside the boundaries of the Orlando Metropolitan
Statistical Area (MSA), which generally only requires the expenditure of funds
for event registration fees, mileage, tolls, and parking.
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6. Orlando MSA: The counties of Orange, Lake, Seminole, and Osceola.

7. Receipt: A detailed invoice or other document produced by the provider of service
that shows each item purchased. Credit card receipts or restaurant check stubs
that do not include details of items purchased do not meet the definition of receipt
and are not sufficient to document an expenditure of funds.

8. Reimbursement: Payment to the Traveler for all approved travel related expenses
incurred.

9. Spend Authorization: Summary of estimated costs to be incurred for travel with
required approvals in advance of travel taking place or in advance of travel costs
incurred. All Travelers, other than Elected Officials and Authorized Officials,
must complete a Spend Authorization in the City’s ERP system. A Travel
Expense Worksheet must be attached if the number of days traveled exceeds one

(1) day.
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10. Travel Expense Worksheet: Form available on the Accounting Operations and
Control Intranet site that is used to itemize travel costs by day. This form may be
modified as determined by the Chief Financial Officer.

11. Travel Period: The period of time between departure and time of return while on
approved travel for the City using the most direct route available in consideration
of cost.

12. Traveler(s): Regular and contract employees of the City, advisory board members,
and Authorized Officials and Elected Officials who will incur expenses while on
training or business related travel or are authorized to use City time for training or
business related purposes.

C. General Provisions

1. Costs associated with travel must be available in the budget and meet a City
business purpose.

2. This policy applies to Travelers as defined above. This policy does not apply to
employees of companies that are working for the City and for whom the
company’s agreement with the City governs the reimbursement of expenses.
Unless otherwise agreed to, City contractors or vendors must follow this policy to
be eligible for reimbursement of travel expenses.

3. Travel, whether by public transportation, privately-owned automobile, City- Formatted: Font: 12 pt )
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5. A request should be made by the Traveler to Accounts Payable (with a copy or
reference of the travel related approval) if a City-issued credit card needs to be
issued to a Traveler or the Traveler’s profile on their existing City credit card
needs to be modified to allow travel related charges.

6. Travelers must use a City-issued credit card for travel unless there is a
documented business reason why that is not possible. City-issued credit cards
may have travel insurance provisions that may offset or avoid the City incurring
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costs if an accident were to occur on City business.

7. Travelers who make charges on City-issued credit cards for unapproved travel, or
make unallowable charges as defined by this policy, will be required to reimburse
the City for those charges. If reimbursement is not made within 60 days, the
Chief Financial Officer may direct the deduction of the amount owed to the City
from the Traveler’s next paycheck.

8. A completed Expense Report with all receipts and required documentation should
be completed within ten (10) business days of completing travel. If costs are
incurred early (e.g. registration or airline tickets), an Expense Report should be
completed within ten (10) business days of incurring the expenses. Please note
that any unsubstantiated expenses that have been paid by the City may be subject
to inclusion in taxable income if not received within 60 days of completing travel.

9. A completed Travel Expense Worksheet must be attached to the Expense Report
if the number of days traveled exceeds one (1) day.

10. Travel advances are not made. A City-issued credit card may be issued to pay for
all travel related charges other than meals and tips.

D. Approval Authority

Elected Officials and Authorized Officials authorize their own travel and

must comply with,all, policies stated herein. Advisory-Board-Members-and —{ Formatted: Not Expanded by / Condensed by |
other-autherized-persens- City Commissioner’s travel -will—-be—attherized —{ Formatted: Character scale: 100% ]
ir—advanee—by-expenditures are limited to no more than the -Mayoer—er

Risfhar
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2. Al-travel-covered-byDepartment Directors and Division Managers shall approve
all Spend Authorization requests for employees in their respective
department/division.  Department Directors and Division Managers should
evaluate the number of employees attending any one event for reasonableness.
Delegation of Department Director or Division Manager approval may only be
made when the Department Director or Division Manager is on a short-term
absence such as personal leave.

In_addition to the Department Director and Division Manager’s approval,
Authorized Officials shall approve Spend Authorizations for their respective
operating departments when one or more of the following conditions exist:

a. The total estimated cost of travel exceeds $2,000.

b.  The period of travel or length of event requires an employee to be away
from their City duties for a period greater than five (5) reqularly scheduled
work days.

C. Travel will require the use of a rental car.

d. International travel (outside United States and its territories).
e.  Travel requests with a mileage reimbursement for more than 1,000 miles Formatted: Font: 12 pt
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initiate a billing to the agency immediately upon return to work, A copy of the —{ Formatted: Font: 12 pt
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F._GoverningRegulationsReimbursement Guidelines

Formatted: Font: 11.5 pt, Bold

The following regutatiensguidelines are established and will be the basis upon, which
reimbursement of expenses will be_approved. Receipts for these expenses must be

Formatted: Body Text, Left, Space Before:
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attached to the Expense Report. In certain limited circumstances when a receipt
cannot be located, an explanation must be documented. Receipts for registration,
airfare, and hotels are always required.

1. Registration Fees

The City shall pay for the cost of basic conference, seminar, meeting, or similar
type event (Event) registration fees along with fees for pre-sessions, post-
sessions, and other Event activities that are clearly a function of the Event.
Recreation and social activities (e.q. golf outings, fishing trips, concerts, etc.) will
not be reimbursed.

Additional registration fees for functions associated with an Event (i.e. dinners,
receptions) where a City business purpose is met, or the Traveler is expected to
attend due to the nature of their position, may be reimbursed. The business
purpose of this type of expense must be documented.

A copy of the Event registration form and agenda must be attached to the
Expense Report.
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4.2.Transportation
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a- No specific mode of transportation is required; however, Travelers are

expected, to, use, the mode—oftravelthatis-most advantageous-to-the-City—TFhis
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and dlrect means _available Wlth reasonable
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a. Airfare

The City will pay the cost of the most economical class (e.g. coach) airfare.
Such travel may balance additional night’s stays with reduced airfare. Any
Traveler must receive advanced approval from their Authorized Official to
travel first-class unless the Traveler pays for the upgrade.

First class travel will only be approved if no other alternative class was
available.

Tickets should be purchased with a City-issued credit card. However, if a
Traveler does not have a City-issued credit card, they may purchase the
tickets and request reimbursement.

A valid receipt and passenger itinerary must be attached to the Expense
Report.

Costs associated with frequent flyer memberships, passenger screening
programs, or other such costs where the benefit is strictly for the Traveler will
not be reimbursed through the travel request process. In the limited cases
where these costs may be a legitimate use of City funds, the Traveler must
submit a justification for those items in the Spend Authorization and Expense

Report.

Additional charges incurred for a reasonable amount of luggage for the
Traveler will be reimbursed.

In the event a travel event cannot be taken at the scheduled time, all
reservations must either be cancelled or if possible, made available for use by
another City employee. When an airline reservation is cancelled all credits
must be returned to the City. Credits cannot be used for personal travel.
Travelers should make a good faith effort to recover the costs for any
canceled airline tickets even for non-refundable fares. A memo explaining
the cancellation must be attached to the Expense Report.
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number—AH-travelers-must-attach—gas/other—_should be indicated if known.
Any auto-related expenseexpenses must be documented through the
submission of valid receipts-forreimbursement..

(Note: Toll receipts are submitted to Fleet electronically via E-Pass. Fuelman
Card transactions are also submitted to Fleet electronically, though the
Traveler should print Fuel Receipts at the pump and submit receipts with the

Expense Report.)

If an emergency repair of a City-owned vehicle is required, the Traveler

should contact the Fleet Management Bureat—may-be-contactedDivision for

instructions.

Travelers receiving a car allowance may not use a City-owned vehicle unless
traveling outside of the Orlando MSA.

All obligations required in section F.2.(d) of this policy shall also be
applicable to the Traveler using a City-owned vehicle.

c. Ground Transportation

When travel is by common carrier, reasonable taxi/shuttle fares will be < Formatted: Indent: Left: 1.35", Right: 0.1" |
allowed for necessary transportation to a hotel (or the conference site) and
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Taxicabs
Fares for transportation obtained by using ride-hailing apps such as Uber or
Lyft are allowable.
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Rental cars should only be used when either (1) taxi services are not readily

available, or (2) the anticipated cost of using a taxi will exceed the cost of
the rental car. Documentation should include justification as well as
approval from the Authorized Official. If a rental vehicle is required, the
most economical car should be rented. Traveler should take advantage of
any discounts available to the City. A list of preferred car rental companies
is available on the Accounting Operations and Control Intranet site.

The following are the obligations of a Traveler when renting a vehicle to
conduct City business:

(1) A proper license to operate the vehicle is required;

(2) Seat belts are required for all occupants;

(3) All traffic laws are to be obeyed; the City will not reimburse a Traveler
for traffic tickets and/or other citations;

(4) Transporting hitchhikers is prohibited;

(5) Operating a motor vehicle while under the influence of drugs or alcohol
is prohibited:;

(6) The driver may not text while driving. Use of any device must be in a
hands free mode;

(7) A completed damage assessment must be made before a rental vehicle is
accepted;

(8) All rental vehicles must be refueled immediately prior to check-in. The
City will not reimburse a Traveler for excess fuel charges assessed by

rental companies;

Formatted: Font: 11.5 pt
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(10) The City will neither pay nor reimburse the Traveler for personal injury
or property damage that they incur or, cause while driving a rental car for
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€.

Personal Vehicle

(1) The use of a privately-owned vehicle for official travel in lieu of a City-

owned vehicle or a common carrier is allowable. Whenever travel is by
privately-owned vehicle, the Traveler shall be entitled to a mileage
allowance at a fixed rate equal to the IRS per mile guidelines or the
common carrier rate for such travel, whichever is lower. When two or
more employees are traveling in one private vehicle, the person supplying
the vehicle shall receive the mileage reimbursement.

The mileage reimbursement includes all operating expenses such as gas,
oil, and repairs. No separate claim may be made for those items.

(2) The mileage reimbursement rate shall be monitored by the Office of

Business and Financial Services so that periodic notification of the City’s
current reimbursement rate will occur.

(3) The Expense Report must indicate the employee’s itinerary and must

show the official business mileage. The City will accept common travel
planners such as Google Maps, Yahoo!, and MapQuest driving directions
as documentation of actual mileage.

(4) Any deviations from the most direct route (i.e. shortest distance) will not

be reimbursed unless a business purpose of the deviation js documented-

A
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Mileage and tells-areapproved in advance.
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(5) For mileage reimbursements where the Traveler reports to a destination

(or the airport) from home rather than their normal place of work (i.e. City
Hall, OPD Headquarters, etc.), the Traveler shall only be entitled to
reimbursement of incremental mileage calculated as the mileage from
their home to the destination, less mileage from their home to their normal

place of work.

If the Traveler travels from their normal place of work to a destination,
the Traveler is entitled to reimbursement based on the sherter
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(6) Out-of-state travel in excess of 1,000 miles for the round trip requires
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f. i ienParking and Tolls Formatted: Body Text, Space Before: 0.55 pt ]

The City will reimburse reasonable and necessary parking and toll expenses
with the submission of a valid receipt (or downloaded electronic payment

method record).

Travelers are encouraged to use the most economical means of parking.
Travelers requesting reimbursement for airport parking for a period greater
than seven (7) days must use an economy parking facility.

Valet parking will not be reimbursed if another reasonable self-parking
alternative is available.

g. Violations

Travelers are solely responsible for any tickets, violations, or citations issued
to them while on City approved travel.
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If Travelers are not required to report to a session before 12 p.m. on the first day,
and travel to the session can be reasonably accomplished in less than four hours,
Travelers shall not be entitled to lodging reimbursement for the night
immediately preceding the start of the session.

a_ Overnight lodging within the Orlando MSA requires prior approval in
accordance with the approval provisions of this policy.

b. Conferences at Hotels

The City, will pay the cost of standard rooms at the suggested hotel(s) of the —{ Formatted: Not Expanded by / Condensed by
conference unless extenuating circumstances prevent the Traveler from
staying at that hotel.

Formatted: Not Expanded by / Condensed by

Formatted: Not Expanded by / Condensed by

Formatted: Not Expanded by / Condensed by

For travel to a location where there is not a hotel associated with the event,
lodging choices should be based on mere—economical fares—for—efficiency,

Formatted: Indent: Left: 1.35", Right: 0.09",
Line spacing: single

safety, and proximity to the event. Formatted: Font: 115 pt ]
¢ Weekend Travel Formatted: Body Text, Space Before: 0.55 pt J
Formatted: Body Text, Indent: Left: 1.35",
Right: 0.09", Line spacing: single, No bullets
The arrival and departure dates may be extended to include extra weekend or numbering, Tab stops: Not at 2.58"

Y y Vv Formatted: Not Expanded by / Condensed by J
venﬁeatree—@—e—travel—agem—amme—rate—sehedele)davs if the stay results ina Formatted: Not Expanded by / Condensed by J
lower overall cost to the City. A cost analysis must be attached to the Spend Formatted: Not Expanded by / Condensed by |
A_uthorlzatlon and Expense Report, comparing all costs (lodging, per diem, Formatted: Not Expanded by / Condensed by J

airfare, etc.). Weekend travel must be approved and-attached-to-completed
Fravel-Expense-Werksheetin advance. Any additional costs incurred due to

changing travel arrangements for the benefit of the Traveler, Traveler
preference, or is unrelated or unnecessary for the conduct of City business,
shall be at the Traveler’s expense.
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Traveler must_seek
exemptron from_payment of taxtaxes on, the rental of hotel rooms. AH

travelers—wMJ—b&prewded— Travelers can download a Sales Tax Exempt—eard §[§ Formatted: Not Expanded by / Condensed by
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Exemption from the Accounting Operations and Control Intranet site. If a
hotel fails to honor the tax—exempt-eard—please—indicate—in—yourCity’s tax
exemption, Travelers must note this on their travel, voucherthat-the—card-was —{ Formatted: Not Expanded by / Condensed by |
presen{ed—te—the—hetel—bu{—was—demed—Aeeewmng—wm—theﬁ related request
and follow- up te-insure-exemption—is-henored-inthe-futurewith the hotel.

R Formatted: Font: 11.5 pt ]
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following prowsmns shaII qovern the relmbursement of meals whlle on travel: Numbering Style: 1, 2, 3, ... + Start at: 1 +
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a_The City shall provide a per—diem ameunt:reimbursement for meals PE— ]
according to the federal “GSA Meals and Incidental Expenses Breakdowns” L, ]
rates, published on the federal government’s website. The rates will be Formatted: Font: 11.5 pt, Italic
available each year as applicable on the Accounting Operations and Control Formatted: Body Text, Space Before: 0.55 pt |
Intranet site. Formatted: Not Expanded by / Condensed by }

b. Travelers shall receive the daily per-diem rate for each full day of attendance
at a conference or training session that requires an overnight stay.

Travelers shall not be paid for any meals included in or provided by a
conference or meeting. If the Traveler elects to eat elsewhere the meal will be
at the Traveler’s expense. Continental breakfast, rolls, danish, snacks, drinks
or other small incidental food items provided by the registration shall not be
considered a meal.

c._On days of travel, to and from a conference or training session, the following
provisions shall apply:

&, Formatted: Font: 11.5 pt ]
(1) Breakfast: $-6-00-includes-tip-andtax-When the travel begins before 7 a.m. Formatted: Body Text, Left, Right: 0", Space
Before: 0.55 pt, Line spacing: single, No
. . . bullets or numbering, Tab stops: Not at 2.58"
(2) L unch:—$-8.00-includes-tip-and-tax- When the travel period falls between " _g P ]
11 a.m. and 2 p.m., the Traveler shall be eligible for lunch per diem. Formatted: Font: 12 pt
Formatted: Font: 12 pt, Character scale:
Di 814 00 includes-ti d-t 100%
. I TaVal [NTalaYadh d TaWE-Tal AW
LDINner. ST S R R ’{ Formatted: Character scale: 100% ]
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necessary-to-spend-the-night—out—of town—but—was- When the Traveler is unable to return home
by7:00

Formatted: List Paragraph, Left, Indent: Left:
1.35", Right: 0", Space Before: 0 pt, Line
spacing: single, Numbered + Level: 2 +
Numbering Style: 1, 2, 3, ... + Start at: 1 +
Alignment: Left + Aligned at: 1.1" + Indent at:
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5. Reimbursement-of-$50.00-per-day—in-Miscellaneous Travel Reimbursements

Formatted: Font: 12 pt

The following charges may be reimbursed with receipts and proper Formatted: Font: 11.5 pt

documentation: Formatted: Body Text, Space Before: 0.55 pt

)
J
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a. Business center usage

b. Internet fees

c. Seminar materials

For overnight travel, each Traveler is allowed a maximum per diem
reimbursement for gratuities such as bellhops, skycaps, housekeepers, or valet
according to the federal “GSA Meals and Incidental Expenses Breakdowns”
rates, published on the federal government’s website. The rates will be available
each year, as applicable, on the Accounting Operations and Control Intranet site.
Receipts are not required.

6. All-Inclusive Per-Diem

In lieu of the-a daily per-diem for meals—and-tips—per—diem—and—, incidental
expenses, and the actual cost for lodging-costs—may-be-autherized, a Traveler

may elect to take an all-inclusive per-diem (only for full day travel which
includes an overnight stay). On a periodic basis, the Chief Financial Officer shall
have disseminated the daily per-diem rates. Such rates shall be based on the rates

published by the BepartrmentBirectorIRS. /{ Formatted: Not Expanded by / Condensed by

)

\[ Formatted: Character scale: 100%

)

7. Local Travel Provisions

It is expected that Travelers will exercise appropriate judgment and discretion in
requesting reimbursement for expenses incurred in the local area. The following
provisions shall govern reimbursement for expenses incurred for local travel:

a A Spend Authorization or Expense Report is not required for travel expenses
within the Orlando MSA that are $300 or less, provided that the $50-00-per
dayCity is paying the registration fees and the Traveler is not seeking any
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additional reimbursement. For example, an Orlando seminar that costs $50
for registration and the Traveler is not seeking mileage reimbursement will
not require a travel related request. The registration can be paid similar to
normal operating expenses via supplier invoice or City credit card.

b. Transportation expenses (including mileage, tolls and parking) while on
official City business will be reimbursed once a valid receipt(s) is
submitted. Travelers should submit a “Local-Mileage Reimbursement”
Expense Report for_reimbursement which, does not exceed—the—ameount —{ Formatted: Not Expanded by / Condensed by |

permitted-in-paragraph-(3)-for-require a Spend Authorization.

c._Travelers receiving a vehicle allowance shall not be entitled to mileage, gas,
or tolls within the Orlando MSA. Parking costs related to approved travel
within the Orlando MSA may be submitted for reimbursement.

d_ Meals will be reimbursed according to the per-diem guidelines provided in

this Policy if the meals and-tips,—plus—the—estimated-average-daily-cost-ofare —( Formatted: Character scale: 100% ]

not included as part of the conference or meeting registration.
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approval is required in accordance with this policy. + Aligned at: 1.1" + Indent at: 1.35", Tab

stops: 1.35", Left + Not at 2.58"
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and anticipated cost of entertainment undertaken with publieCity, funds.-
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e———For purposes of this policy, ““entertainment"—means—"_means
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Orlando Venues business development items such as meals,
sporting events, theatrical
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_productions, concerts, and similar- activities. , When approval is granted, itis

speeifically-required-that—the nature of the entertamment those present, and g

Formatted: Indent: Left: 1.35", Right: 0.09", }

brief summary of the business discussed

be provided-for-inclusion-in-the
Gmy—s—FeeeFds—Fuﬂher—akheughmust be attached to the Expense Report.

Although, the purchase of alcoholic beverages is discouraged, expenditures for,

such, purchases may, be approved by the Mayer—er—Chlef

AdnmmstratweVenues Offlcer er—thew—des&nee%m connection with
approved entertainment. Ihe—ﬁe#em%g—exeepﬂenslek%eaﬂen%us—pehey

Formatted: Font: 7.5 pt ]

9. Other

In recognition of a City Commissioner’s entertainment commitments while
traveling, the City will reimburse reasonable meal costs for other than Elected
Officials or City employees. These expenses should be reasonable and not
include alcoholic beverages. Upon submitting receipts for entertainment
meals, a Commissioner should document the City business purpose and a list
of the attendees within the Expense Report.

Other than Elected Officials and Authorized Officials, entertainment costs
require approval from Authorized Officials, or their respective designees.

2y While the City acknowledges that attendance and participation in

Space Before: 0 pt, Line spacing: single
Formatted

Formatted: Body Text ]

professional association meetings, constitutes a publieCity business purpose in

relation to, the training and education of its professionals, the City, will
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Right: 0.09", Line spacing: single, No bullets
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reimburse the cost of meals and attendance_to_such meetings only if it is

established that the meeting has a professional and not social, purpose and, the,

fee for the meal is at g standard, rate per attendee.

% Formatted

10. Non-Reimbursable Expenses

travehﬂqaddltlon to those |tems prewously Ilsted in this pollcy, the C|ty

specifically will not reimburse reasenable-meal-costsa Traveler for etherthan-City-
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Qﬁieral&epempleyees—'Fhese the following expenses-sheuld-be-reasenable:

a.

Alcohol or tobacco, except when approved for Orlando Venues entertainment;

b.

In-room movies;
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c. Costs associated with family members traveling with the Traveler;

d. Costs associated with traveling early or staying late for personal reasons not
related to City business;

e. Personal telephone calls;

f. Trip insurance;

g. Tips in excess of the daily per-diem;

h. Mileage if traveling as a passenger in a private vehicle;

i. Laundry service;

j. Items of a personal nature;

G. City Issued Procurement Card

The City will make a corporate credit card available to Travelers to be used for the
sole purpose of covering allowable expenses incurred while on City business. The
Chief Financial Officer, or designee, shall be the custodian of the corporate credit
cards.

Travelers using these cards must retain and not-include-alceholic—beverages—Upen
submmmqsubmlt expendlture recemts for emertammeﬂt—meals—a—eemmrssreﬂer

Gemmrssreners—wm—aseall |tems that are charqed toa card If a Traveler is |ssued a
card, an accounting of all expenses shall be submitted within ten (10) business days

following their ewnjudgment—in-determining-the-public-purpesereturn from travel.

{3} Any charges where valid receipts are not submitted and/or are not eligible for Formatted: Body Text, Indent: Left: 0.85",
reimbursement may be disallowed and City-benefitthe Traveler may be obligated to Right: 0.1", Line spacing: single, No bullets

N R " " - or numbering, Tab stops: Not at 3.08"
repay the City or have the unsubstantiated expenses included in taxable income.
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Accountingand Control Bureay——————————— Section 4124
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— City of Orlando

nense Works

f rt

Employee or Official Name:

Department:

Travel From: Travel To:

Date of Depariure: Date of Return
Departure Time: |Return Time:
Spend Authorization Number |Blslless Purpose:

[0 1 the traweler is requesting & Car Rental, travel over 1,000 mifes, travel mare than 5 days, out of the country travel or kadging in Orfando MSA.

O Check this box ¥ Overtime or Workisack |OFE] will b incurred by the Traweler or used to cover for the Traveler.

Items

Date of Items

= coe EM!
Hotel 50,4
Alrfare 504
Taxi Fare 50.
Car Rental 50,4
Tips (B Maid) 0.
Storage/Parking Fee M
Tolls 80_00!
Breakfast 80.00!
Lusch L i |
Dinner mﬂl
Per Diem; in lieu of meals,

tips & lodging

Totals 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00

performed by Rental or Personal Vehicle
Rental Vehicle or

Personal Vehicle Travel From: Travel | Traveled

Amount

Total Transportation

Total Expense for this Trip

Optional Approvals:

Authorized Sij A . Date o s
(Department Approval )

Authorized Sign __ Date
(Department Approval )

Aunthorized Signature: __ N — Dawe

(Department Approval )

FORMIMWO03E




CITY OF
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Formatted: Left: 0.93", Right: 1.04", Top:
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MEMORANDUM

To: Accounts Payable Specialist — Travel
Accounting and Control Bureau-Division _—{ Formatted: Not Expanded by / Condensed by |

From:

Date:

Subject: Travel Reimbursement Agreement

I, , agree that should | leave City service within one (1) year from

the completion of travel, | will reimburse the City for amounts paid in excess of limits defined in SectionA_/{ Formatted: Not Expanded by / Condensed by ]
412.42400.3.E.3 of the City of Orlando Policy and Procedures. | understand that credit will be given for

months of service worked to completion of travel and that reimbursement to the City will be prorated

accordingly and deducted from my final paycheck from the City.

Expense Report Number:

Purpose of Travel:

Destination of Travel:

Date of Travel:

Total Cost of Travel:

Signature/Date

OFFICE OF BUSINESS AND FINANCIAL SERVICES
Orlando City Hall - 400 South Orange Avenue - Fourth Floor
PO Box 4990 - Orlando, FL 32802-4990
P 407.246.2345 - F 407.246.2707 -
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