Board of County Commissioners 5—
Agenda Request B

Agenda ltem #

ﬁ Requested Meeting Date: 1/06/2015

Title of Item:  Reaffirm Travel Policy

D REGULAR AGENDA Action Requested: D Direction Requested

CONSENT AGENDA Approve/Deny Motion EI Discussion Item

D Adopt Resolution (attach draft) D Hold Public Hearing*
*provide copy of hearing notice that was published

Submitted by: W Department:

Bobbie Danieljgﬁé/é Human Resources Dept.

Presenter (Name and Title): Estimated Time Needed:
Bobbie Danielson, HR Director n/a, consent agenda

D INFORMATION ONLY

Summary of Issue:

Minnesota statute 471.661 (pasted below) requires the county to have a policy that controls travel outside the state of
Minnesota for elected officials. Annually, the County Board has been requested to review and reaffirm this policy. There
are provisions in three different Aitkin County policies that cover the requirements of the statute. Copies are attached for
your review.

2014 Minnesota Statutes
471.661 QUT-OF-STATE TRAVEL

The governing body of each statutory or home rule charter city, county, school district, regional agency, or other political
subdivision, except a town, must have on record a policy that controls travel outside the state of Minnesota for the
applicable elected officials of the relevant unit of government. The policy must be approved by a recorded vote and
specify:

(1) when travel outside the state is appropriate;

(2) applicable expense limits; and

(3) procedures for approval of the travel.

The policy must be made available for public inspection upon request. Subsequent changes to the policy must be
approved by a recorded vote. History: 2005 ¢ 156 art 2 s 38; 2009 c 152 s 21

Alternatives, Options, Effects on Others/Comments:
N/A

Recommended Action/Motion:
Motion to reaffirm county policies (attached) concerning out-of-state travel for elected officials.

Financial Impact:

Is there a cost associated with this request? I:I Yes No
What is the total cost, wilh tax and shipping? $ n/a

Is this budgeted? | | Yes [ﬁNo Please Explain:

nfa (File note for staff: The original signed copy will go to the HR department and a copy will be enclosed in the board
packet and given to the Auditor's office.)

Legally binding agreements must have County Attorney approval prior to submission.



ARTICLE 8 ORGANIZATION STANDARD AND RULES

SUBJECT: 8.7 TRAVEL POLICY

Effective; 11/28/00. revised 8/10/04 Board reaffirmed /pending 1/6/15]

PURPOSE:

This policy conforms with Minnesota Statutes 471.38, 471.96(1), and 471.97 governing expenses
incurred by employees in the conduct of County business. This policy is designed to provide the
basis for determining whether there is authority for County expenditure, the expenditure serves a
public purpose, and the expenditure is necessary and directly related to the betterment of the
County.

A. APPLICATION AND ADMINISTRATION:

This policy applies to all employees and elected officials of Aitkin County. In the event that this
policy conflicts with an applicable collective bargaining agreement, the latter controls. Should
there be any conflict between this policy and State or Federal law, the latter controls.

B. TRAVEL REQUESTS AND APPROVAL:

The Aitkin County Board of Commissioners shall approve all travel costs through the annual
budget process.

All travel for personnel requires the approval of the Department Head.
Furthermore, all travel that is not budgeted requires the approval of the County Board.

Additionally, all out-of-state travel requiring County Board approval, shall be through the
consent agenda prior to attendance and payment.

C. FUNDS AVAILABLE:

The Department Head is responsible to see that funds are available to pay for all expenses that
they approve.

D. BILLING:

Whenever possible, employees will make travel and accommodation arrangements in advance
and request that the County be billed. All authorized travel expenses, which are not billed
directly to the County, are paid by the employee subject to reimbursement upon approval of a



travel expense claim. All employee claims subject to reimbursement should not reflect personal
account numbers.

In the event of an extreme emergency situation, cash advances may be issued with the approval
of the Department Head. Such requests are the exception to normal practice and are documented
in detail as to the nature of the emergency, purpose of travel, and amount needed. Any money
not used must be returned to the County immediately. Receipts will be required.

E. TRAVEL GUIDELINES:

County vehicles are for the exclusive use of employees and other individuals involved in County
business. Transportation of individuals, who are not involved in County business, in County
vehicles is prohibited.

The County Board reimburses employees for traveling on official County business with a private
automobile at the set mileage rate. Mileage is paid on the most reasonable direct route.

County vehicles and equipment are to be used for County related business only. However,
assigned County vehicles may be used to a limited extent for the conduct of personal business
when traveling out of town.

When traveling from the normal work location and then returning to it, the mileage allowance is
the actual miles traveled.

When traveling to an alternate work site (client, meeting, conference, training) the County will
reimburse mileage at the current rate per mile for actual miles incurred between the employee’s
residence and the alternate work site or from the normal work site to the alternate work site,
whichever is the lesser of the two.

The normal work location for employees assigned to multiple work locations is the work location
scheduled for the day on which the expense was incurred.

When an employee is required to attend a County approved work-related training session or
conference during regular working hours, the employee shall be compensated for all hours of
actual participation in the training session or conference, except meal periods and rest or sleep
periods. The employee shall also be compensated for travel time and mileage to and from the
conference or training session in excess of time and mileage to the employee’s usual work site.
If an employee uses a County vehicle or car pools with another conference participant, actual
travel compensation shall exclude mileage.

When using a County vehicle, seat belts will be worn at all times and all laws followed.
No operation of County vehicles after consumption of alcohol.

No smoking is allowed in any County vehicle.



F. REIMBURSEMENTS:

The amount of compensation to be paid for mileage reimbursement shall be consistent with the
current rate set by the Aitkin County Board of Commissioners.

Reimbursement for extended travel is paid on the basis of the prevailing mileage allowance rate
or tourist air fares, whichever is less. When personal vehicles are used for extended travel not
available by commercial transportation, travel reimbursement is made on an actual mileage basis.
This excludes mileage for personal use. When two or more employees are traveling in one car,
reimbursement is made to one employee.

Reimbursement for out-of-County meals, lodging, parking and other related County expenses
will occur only upon submittal of receipts. Non-overnight meal expense reimbursement will be
subject to Internal Revenue Service tax deduction.

Employees using private automobiles are reimbursed on the actual expense basis for parking
when that parking is related to County business at other than your normal location. Receipts for
such payments must be submitted with the expense reimbursement request.

When an employee chooses to use his or her own vehicle for travel instead of an available

vehicle from the Motor Pool, the mileage reimbursement will be made at $0.10 less than the
current mileage rate.

G. AIRLINE TRAVEL:

Any Aitkin County employee or elected official who uses airline travel for County business must
report the receipt of any credits or other benefits to the County by notifying the Auditor’s Office
within 30 days of receipt of any such benefits or credit. Any employee or elected official may
accrue credits or other benefits to be used by the individual for additional airline travel for
County business only. Credits or other benefits accrued to an employee or elected ofticial who
uses airline travel for County business cannot be used for personal gain.

. TRAVEL TIME:

County employees may be authorized time for travel the day prior to and/or the day following
the convention or meeting date(s) when extended travel is required by the Department Head.

If an employee’s family members accompany them on County business trips, the portion of the
expenses attributable to the family member(s) is not reimbursable.

I. TRAVEL EXPENSES:

Expense claim sheets must be prepared after return from travel and presented to the responsible
authority for approval within a reasonable period of time. The claims shall be presented to the
County Board for approval at County Board meetings in a manner and form as approved by the
County Board.



J. LIABILITY INSURANCE/DRIVER'S LICENSE:

Employees shall not drive vehicles on County business without a valid Minnesota driver’s
license of the appropriate classification. Driving records of County employees who use vehicles
for County business may be checked on an annual basis.

It is the employee’s responsibility to notify his/her supervisor if their license has been revoked or
if there is any other reason why they cannot drive a vehicle.

Employees are required to have liability insurance in effect on all personal vehicles used for

County purposes or while performing County business. The County may at any time require
proof of such insurance.

K. CAR POOLING:

Definition: When two or more County employees attend the same meeting, workshop, training
or conference and ride together in an employee’s personal vehicle or County vehicle.

Car pooling and the use of the County Motor Pool/Department vehicle is required to save on
travel related expenses.

When car pooling and the use of the County Motor Pool/Department vehicle is not feasible, the
use of personal vehicles to travel for the performance of job duties will be reimbursed at the
County approved rate. Documentation will include date, function, site traveled to and a portal to
portal mileage total.

L. SITUATIONS NOT SPECIFICALLY COVERED:

Situations periodically arise which require flexibility and common sense. Department Heads are
authorized to make decisions on situations not specifically covered by this policy, provided the
decisions are made within the general intent of this policy.

M. HOW AUTOMOBILE LIABILITY COVERAGE APPLIES:

It is a fundamental rule of automobile liability coverage that the primary responsibility to
respond falls first upon the coverage in effect on the vehicle involved in the accident. The second
priority is any coverage in effect covering the operator of the vehicle. Other coverages respond
after these first two.

There are three scenarios of vehicle ownership to evaluate:
e Member-owned vehicle

e Personal vehicle

e Short term lease (rental) vehicle



Member-owned vehicle - In this instance, since the vehicle is owned by the member, the primary
responsibility to respond rests with MCIT. The operator’s personal coverage may come into
play as excess insurance if the MCIT limits prove insufficient to cover all the damages caused.

Personal vehicle - The personal vehicle being used could be a vehicle owned by the operator, a
vehicle leased to the operator on a long term basis, or a vehicle owned by someone else and
loaned to the operator. In this instance, the primary responsibility to respond rests with the
policy applicable to the vehicle. A vehicle on a long-term lease is treated as though the leasee
owns it. The second priority would be the policy applicable to the operator (if different). The
MCIT coverage document would respond last.

Short-term leased (rental) vehicle - Travelers frequently need to rent cars. Uniformly, rental
agreements provide state minimum coverages that will be primary over all other applicable
coverages. The second priority for coverage will be the renter/operator’s personal automobile
policy. The MCIT coverage would be in excess.

Under a vehicle rental contract, the renter becomes responsible for any damage occurring to the
rented vehicle. In Minnesota, automobile policies automatically include coverage for damage to
rental cars. It is not necessary to purchase additional collision damage coverage from the rental
company.



ARTICLE 8 ORGANIZATION STANDARD AND RULES

SUBJECT: 8.9 MEAL REIMBURSEMENT

Effective: 11/28/00, revised 6/25/2002, revised 8/10/04 Board reaffirmed /pending 1/6/15]

PURPOSE:

To define the meal reimbursement procedures for County employees, elected officials, and
authorized representatives for expenses incurred while conducting business on behalf of Aitkin
County as required by the County.

Aitkin County will provide reimbursement for meal expenses when such expenses are
necessarily incurred while conducting County business. The Department Head must approve all
requests prior to incurring reimbursable expenses. The actual cost of meals, not to exceed
$33.00 per day, while traveling outside of the County will be reimbursed. The following daily
amounts shall be followed:

Breakfast: $8.00 Lunch: $10.00 Dinner: $15.00
Employees who meet the eligibility requirements for two (2) or more consecutive meals, shall be
reimbursed for the actual cost of the meals up to the combined maximum reimbursement

amount.

Reimbursements may be claimed by the individual if they depart from the work location in an
assigned travel status before 6:00 a.m. or if the individual is away from home overnight.

Individuals may claim reimbursement if they are not within the County boundaries during the
regular scheduled lunch period.

Reimbursement may be claimed by the individual if they are away from their normal work
location in a travel status overnight or required to remain in a travel status until after 7 p.m.

The Department Head must authorize meetings with a meal charge in excess of the approved
meal allowance.

When meals are part of a tuition or registration fee, no additional reimbursement request for such
meals can be claimed. /

Expenses for alcoholic beverages are not reimbursable.

Tips or gratuities are only reimbursable up to 20% of the meal allowance when dictated by a
restaurant receipt.



The reimbursement for meals, lodging, parking, and other related County expenses will occur
only upon submittal of receipts. Pursuant to federal law, meal reimbursement without overnight
lodging will be included as income and subject to income tax withholding and FICA deduction.

Reimbursement for out of state travel shall be made at the Federal CONUS rate at the time of
travel.

If meals are included as part of a conference, seminar fee, or airline ticket and are not separately
identified, they are not taxable income.



ARTICLE 8 ORGANIZATION STANDARDS AND RULES

SUBJECT: 8.10 CONFERENCE/SEMINAR REQUESTS

Effective: 11/28/00 Board reaffirmed /pending 1/6/15]

PURPOSE:
Define the criteria for attending required and discretionary training,

CONFERENCE/SEMINAR REQUEST PROCEDURE:

Aitkin County employees must keep up to date with changes being made outside the county
which affect the way county business is performed. It is also the intent of Aitkin County to
encourage development of its staff to the fullest extent possible. Two areas that are used for this
are "required" and "discretionary” training.

Required Training:

Training requirements prescribed by governing authorities, or by an approved employee
development program. (For example, Child Protection currently requires 15 hours of
professional training per year.)

Discretionary Training:

Training requirements that allow staff to attend workshop/seminar activities related to their
current position or an approved individual development plan.

Aitkin County will reimburse or pay directly for registration fees, meals, lodging, and
transportation to and from an approved session as defined in the county's travel and meal
reimbursement policies.

The attached request form must be completed and approved by the Department Head prior to
attendance of any type of training session. An approved copy of the request form must be
forwarded to Human Resources for inter-department coordination purposes.

A copy of the completion certificate or similar notification will be provided to the Human
Resources Department for inclusion in the employee's personnel file. This will provide a
permanent record of all formal employees training at a central location.



Out of State Travel:

A. Air Transportation - Any employee, traveling on County business shall be reimbursed for
their travel expense by coach airfare rates. Airfare should be billed to the County at the lowest
available rate based on inquiries to travel or ticket agents.

B. Extended Vehicle Use -When a personal vehicle is used for extended travel, reimbursement
1s paid on the basis of the prevailing mileage allowance rate or coach class air fare, whichever is
less. When two or more people are traveling in one vehicle, reimbursement is made to one
person.

C. Taxi/Bus - Payment for taxi, bus, or limousine service is authorized when no private vehicle
is available. Reimbursement will be for whichever form of transportation has the lowest
available rate,

D. Airline Travel Benefits - Any employee or elected official may accrue credits or other
benefits to be used for additional airline travel for County business only. Credits or other
benefits accrued by an employee or elected official who uses airline travel for County
business cannot be used for personal gain.

The Department Head must authorize out of state travel. Permission must be then be received
from the County Board before traveling outside of the State of Minnesota on county business,
except when traveling to cities that directly border Minnesota. The Department Head is
responsible to see that funds are available to cover the approved expense.

Attachment 8A Request to Attend a Conference/Seminar Form



Attachment 8A

REQUEST TO ATTEND A CONFERENCE OR SEMINAR

(Please attach a copy of the conference or seminar description)
EMPLOYEE:
DEPARTMENT:
SESSION TITLE: \
DATE(s):
LOCATION:
CITY:
STATE:
ESTIMATED COSTS:
DISCRETIONARY or REQUIRED

SIGNATURE:
Employee Date

APPROVAL.:
Department Head Date

Copy of the certificate of training should be sent to the Human Resources Department to be
placed in the employee’s personnel file.




