DRAFT

Galveston County Health District
Travel Procedures

Purpose

To define and establish guidelines on procedures and reimbursable expenses while traveling on District business.

Definitions

District business includes business activities related to all District funds and programs.

Local travel is travel for a specific day, within Galveston County and the adjacent counties. (Harris, Brazoria and
Chambers counties)

Out of Town travel is travel for more than one day and is outside Galveston County and the adjacent counties.
(Harris, Brazoria and Chambers counties)

Per Diem is the standard meal allowance and incidental expenses allowed for out of town travel.

Incidental Expenses include all tips given such as those for transportation, meals, concierge, etc.

Mileage is reimbursed to employees who use their personal vehicle for company business.

Overview

Employees will utilize the most economical and effective means of transportation, hotel and meals available on an
overall, total trip cost basis. Savings from an inexpensive travel itinerary may more than be offset by excessive
travel time which keeps employees away from normal District duties. Saving a few dollars on airline tickets is not
warranted if employees must leave a day early and the cost of the employee’s salary for that day exceeds the
airline ticket savings. Hotel shuttles are preferred over ride sharing services such as UBER, ride sharing over
taxis, and taxis over rental cars, etc.

Out of Town Travel

Requests for out of town travel are submitted on a Request for Travel form. A copy of the conference agenda
must be included with the Travel form. The Travel form shall include justification for travel and identify the
estimated cost for the trip, including:

Registration fees
Hotel

Air fare

Personal auto usage
Parking

Shuttle

Meals

Incidentals
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Out of Town travel requests must be approved in advance by your immediate Supervisor who must also verify
that adequate travel funds are available. The approved Request for Travel form should then be sent to Accounting
at least 10 work days before departure date for employees requesting an advance.

Upon completion of travel, a copy of the Travel form shall be updated and submitted with receipts for approval
within 5 working days to Accounts Payable. If actual expenses exceed estimated expenses, payment of the excess
charges will only be made after approval by Accounting, and if there are additional unobligated travel funds
available. EMS transports require an EMS Transport Expense form. See paragraph related to specific issues
regarding GAAA Transport for further details.

Allowable Travel Expenses

Reimbursable expenses must be reasonable and normal for the area. “Local travel” is reimbursable only for
mileage, parking and tolls (details below).

The following examples are representative of allowable expenses:

° Hotel rooms including the night before where morning travel is not reasonable. (minus
sales tax)
. Per Diem (details below) - will be reimbursed based on travel time and the start and end

time of the event.

Baggage storage fees

Long-term airport parking

Mileage from employee’s home to airport and return
Tolls (receipt needed)

Regular hotel guest (self) parking - less sales tax

Travel Advances

Employees are encouraged to pay for their trips using their personal funds to be reimbursed afterwards, or
employees may request a cash advance. If requesting a cash advance, employees must still book the hotel using
their personal credit card. If employee does not have the means to book the hotel, a district card will be used.
However, the employee must use their cash advance to pay for the hotel upon checkout.

Cash advances must be submitted on the Request for Travel form. The Travel form must be submitted to the
employee’s supervisor at least 3 weeks prior to travel dates. If an employee is requesting an advance, the Travel
form will be then be forwarded to Accounts Payable at least 10 work days before the departure date for employees
requesting an advance. After travel is complete, the updated form showing actual expenses should be re-
submitted and processed within 5 working days. Additional travel cash advance requests will not be approved
until all previous advances have been turned in for reconciliation.

Hotels

The District encourages the use of clean, comfortable and safe hotels but expects that the employee will be frugal
in selecting a hotel. Government rates should be utilized whenever available. The use of concierge to store
baggage is encouraged in order to avoid late checkout charges. Use of hotel shuttles or buses is also encouraged
in order to minimize transportation costs. Arrival one night before morning meetings or conferences is acceptable
whenever same day travel is not reasonable. Arrival the day of the meeting or conference is encouraged
whenever the meeting or conference does not begin before 10:00 AM. Return the same day that the conference or
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meeting ends is expected except where reasonable connections will not assure arrival at a Houston area airport
before 10:00 PM. Valet parking will not be reimbursed, unless it is the only available option. State sales tax
charged on Hotels and parking will not be reimbursed. 1t is the employee’s responsibility to obtain a tax-exempt
certificate from Accounts Payable prior to traveling and ensure that the hotel does not charge sales tax. The form
is included with the Travel Form online. Please note that the District is hot exempt from occupancy taxes and
should be charged accordingly.

Air Fare

Travel by air is acceptable whenever travel by car is longer than three hours or less expensive than travel by car.
Submit an Air Travel Request form to your immediate supervisor for approval in order to request air travel. Once
approved, your immediate supervisor must submit the form to the Controller for approval.

Once the Air Travel Request is approved, employees may make their own flight arrangements or request that
Accounts Payable do so on their behalf using the District credit card.

Flights will be scheduled based on the information filled out on the form. Once the flight has been scheduled, a
confirmation will be sent to the employee with the flight information. If confirmation has not been received
within one week of submittal, please contact Accounts Payable.

Travel/training requests involving air travel should be submitted, if possible, for approval at least 3 weeks prior to
the event to ensure timely payment and flight availability.

Rental Cars

Hotel shuttle buses, ride sharing services (UBER, etc.) and taxis, in that order, are the preferable means of
transportation when out-of-town. Where these options are impractical or uneconomical, use of a rental car may
be justified. The employee should purchase the extra vehicle insurance at their discretion. The District will not
reimburse the employee for this insurance charge. However, employees who do not have personal car liability
insurance are required to purchase the extra vehicle insurance. The employee should ensure that the vehicle is
returned with a full tank of gas. Fuel and other receipts should be retained along with the vehicle receipt for
reimbursement. The use of an economy car for one person, a mid-size for two and a full-size for three or more is
recommended. The use of SUV, vans or other specialty vehicles requires special justification.

Meals

The District has determined that “Out-of-Town” meals and associated gratuities should be paid on a per diem
basis following the most current GSA standard rate (https://www.gsa.gov/travel/plan-book/per-diem-rates). The
employee is not required to keep receipts to document the cost of these meals. Per diem allowance will be
prorated for partial days. Travel beginning before noon will receive a full per diem; travel beginning after noon
will receive partial per diem. Return travel completed before 5:00 PM will receive partial per diem and travel
completed after 5:00 PM will receive full per diem. Meal tips are included in the per diem rate and should not be
reported separately. Sales tax will not be reimbursed.

Whenever meals are included in a conference or event, employees are expected to use the furnished meals and the
per diem rate will be reduced by the applicable per diem amount for each event meal. The Travel form should not
include per diem amounts for meals provided by a conference/meeting as stated on the Agenda. Meals will not be
paid for local travel. Alcoholic beverages will not be reimbursed.
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Use of Personal Vehicles

The use of personal vehicles for District business travel is acceptable whenever a District vehicle cannot
effectively be utilized. The District does not insure private vehicles so each employee is responsible to determine
whether his personal automobile insurance policy coverage is adequate. Damage to the vehicle, vehicle repairs,
parking fines, towing charges and theft of property are the responsibility of the employee, not the District.
Mileage will be determined using Mapquest (www.mapquest.com) or Google Maps (www.google.com/maps), or
other online systems and reimbursed at the current IRS rate. Allowable travel expenses will be reimbursable for
required travel that is being funded through a grant. In addition to mileage reimbursement, with appropriate
receipts, the District will reimburse parking and tolls incurred in the course and scope of District business, less
sales tax.

Mileage will be computed from the employee’s home or the regular work site whichever is closest to the
destination unless a mid-day departure necessitates leaving from their work site. If this is the case, please denote
this on the travel form.

Mileage/Local Travel

Mileage for Local Travel shall be reported on Local Mileage forms if it is not included with a Travel form. (This
is typically from a training event or conference that does not meet the definition of Out of Town travel.) Mileage
is reimbursed at the current IRS mileage rate. The Local Mileage form is also used to request reimbursement for
personal vehicles being driven for District business. Mileage forms should be completed electronically indicating
the date, starting point, ending point, purpose of trip and cost center. Forms with appropriate signatures and back-
up are due to Accounts Payable no later than the 5" working day of the following month. Mileage should be
submitted in a timely manner. Waiting to turn in mileage several months later causes significant problems
with budgeting and grant reimbursements. Recurring late submission of mileage will result in disciplinary
actions.

Other expectations regarding mileage reimbursement are:

e A print-out from MapQuest or Google Maps should be attached to the Local Mileage form for
each business trip in which mileage is being claimed. Each trip should be listed separately and
should include total mileage to and from each destination.

e For addresses not found on MapQuest or Google Maps, vehicle odometer should be used to
indicate mileage for that trip. Documentation should be attached to indicate that the address was
not found.

e The standard mileage list on the Local Mileage form is for District sites only. No maps are
required when going to and from District sites.

e No mileage is claimed for lunch or other personal related travel throughout the workday.

e Local mileage at the beginning of the workday starts at the office if the work day begins at the
office. However, if staff has been given approval to start in the field, mileage begins at the first
work stop. Accordingly, local mileage at the end of the work day ends either at the office or at
the last work stop in the field, as appropriate.

o For after hours or weekend callouts, mileage begins from your present location to your
destination and back.

o Inthe case of travel out of county starting or ending from home address, the home address should
be used if it is less that the starting/ending address of the regular work site.

¢ Significant changes in mileage related to weather or construction detours should be explained and
odometer readings provided.


http://www.mapquest.com/
http://www.mapquest.com/
http://www.google.com/maps
http://www.google.com/maps
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Taxi, Hotel Shuttle, Public Transportation

Hotel shuttle service is the preferred method of travel at out-of-town locations where available. Round trip
service is available at most airports to the major hotels in the area. Whenever hotel shuttle service is not available
because of late arrival or an unusual destination, use of a taxi or ride sharing service (Uber) is acceptable.
Receipts should be retained to document this expense.

Incidental Expenses

The District will reimburse for reasonable incidental expenses necessitated by a long trip. Customary hotel and
transportation tips will be reimbursed.

Expenses Not Reimbursed

Examples, not all-inclusive:

o Movie charges o Room service

o Spas ° Health club

o Room bars o Limousines

o Luxury rental cars ° Refueling charges by rental car companies
o Optional insurance ° Entertainment expenses

o Personal items ° Medication or doctor’s visits

o Valet parking ° Sales Tax

. Alcoholic beverages ° Dry Cleaning

Special Directives specific to GAAA/EMS TRANSPORTS

Transports do require the completion of an EMS Transport Expense form before each scheduled or non-scheduled
Transport. Part one of the form must be filled out prior to leaving and must be signed by the Supervisor on duty.
A District debit card or gas card for gas purchases may be checked out prior to the Transport. This card must be
recorded on the Log Sheet. Itemized receipts for purchase(s) made on District cards must be provided with the
EMS Transport Expense form upon return of the transport. See specific guidelines for Meals and Lodging as
outlined in these guidelines.

Upon return of the Transport, crew members shall complete part two of the form. It shall be signed by all crew
members involved in the transport as well as the supervisor on duty. The supervisor on duty shall ensure that all
charges have been listed and an itemized receipt attached to the EMS Transport Expense form. For
reimbursement of personal funds used, the Request for Travel/ Reimbursement form must be completed as stated
in guidelines. All forms shall then be forwarded to Accounts Payable.
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GALVESTON COUNTY HEALTH DISTRICT

* REQUEST FOR TRAVEL / CONTINUING EDUCATION
Name: Dept: Date(s):
Program to be charged: Destination:

Account Coding:

Purpose of travel (Attach copy of agenda or schedule):

Transportation: Air[  |own Auto | |Train| |Bus|[ |Other (specify)

Ride w/ another attendee (List name(s)

Transportation by Air must have Air Travel Request form attached

Estimated mileage requested (including to/from airport) X =$
Date of departure from home/office: Time:

Date of return from home/office: Time:

Per diem request (food and incidentals): $__ Hotel request: $______ pernightx __ nights
Other (Specify): $ Registration: $

Signature: Date Program Mgr Signature: Date
Advanced Requested $ Prepayment Requested $

No Advance or prepayment request will be authorized unless the “Request for travel form and all
supporting documentation is received by Administration 10 work days prior to the date of the event

BELOW FOR ACCOUNTING USE ONLY

Advance Approved: Prepayment Approved:

Fare: $ Fare: $
Mileage: miles @ $ $

Per Diem: $

Hotel: nights @ $ $ Hotel: nights @ $ $
Registration : $ $ Registration:$ ___ $

Other $ $ Other $ $

Total Advance Approved: $ Total Prepayment Approved: $

Administrator Date



EMS Transport Expense Form

* Section | (To be completed prior to transport)
Run #:
Date of Run: Origination:
Est Depart Time:
Est Return Time: Destination:
Mileage:

Method of Payment for Travel Expenses:

Crew Members:

Approval of Transport by Supervisor on Duty:

CitiBank Card

Personal Funds

Signature and Date

Section Il (To be completed at completion of transport)

Date (Fuell, Meal, Lodéing) Business Name Location Amount
Crew Member Signature Date
Crew Member Signature Date
Crew Member Signature Date

Approval of Supervisor on Duty Date

Note: Itemized Receipts must be attached




