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45.02 OUT-OF-COUNTY TRAVEL/EXPENSE REQUEST AND REIMBURSEMENT POLICY 
	
	The following policy applies to all Erie County Sheriff’s Office employees, pursuant to Section 325.20 of the Ohio Revised Code, for seminar reimbursement, conferences and transportation of prisoners 	from PUBLIC money and special fund accounts for out-of-county traveling and personal expenses actually 	and necessarily incurred by the employee in the performance of PUBLIC business or duty. The standard Travel/Expense Request and Reimbursement Form (see attached) must be utilized. 
	Intra-county mileage is not reimbursed except by approval of the appointing authority. Intra-county mileage is not addressed in this policy. 

Request reimbursement for Business/Duty Related Travel Expenses 
	 The Travel/Expense Request Reimbursement Form is to be pre- approved and submitted by the proper county elected or appointed official to the County Commissioners’ Office prior to the  meeting/seminar date for Commission action with a copy of the meeting/seminar notice attached. This form must be fully completed detailing names, purpose, dates, appropriation account number, total estimated costs, etc. If no meeting notice is available, a signed affidavit must be attached. 
	
Authorization 
	The County Commissioners and the County Auditor will approve or disapprove the travel request after carefully considering the adherence to the parameters of this policy and the merits or purpose of the meeting/seminar. 
	1. Upon the County Commissioners’ approval of the request form, the original shall be returned to the 	 	    originator with a copy sent to the County Auditor. Disapprovals will be returned to the originator. 
	2. When, for reasons of time, prior approval cannot be granted for important or required meetings which 	 	    comply with these policies, the County Commissioners authorize the County Administrator to grant special 	    verbal approval. Written follow-up shall be required, i.e., the Travel Expense Request and Reimbursement 	    Form. 
	3. Any overage to the estimated and approved expense must be re-submitted on a new request form and 	 	    authorized by proper action of the County Commissioners 
	
Reimbursement of Employee Expenses 
	The employee shall make request for reimbursement to the appointing authority or proper official within 30 days of expense occurrence by completing the expense voucher portion of the form, along with the original itemized receipts for same. Reimbursement for expenses after the 30-day filing period will be denied. The appointing authority forwards the form to the County Auditor for payment. 
	1. Before reimbursement may be made, evidence must be presented that expenditure was actually incurred. 	 	    Such evidence would be actual mileage; official original itemized receipts, or in the case of lost or misplaced 	    itemized receipts, a signed affidavit. 
	2. Personal credit cards may be used with reimbursement to be made directly to the employee. 
	3. Mileage – as determined necessary by the appointing authority, mileage may be reimbursed for out-of-	  	    county travel. 
		a. Reimbursement rate for the use of a personal vehicle will be at the mileage rate established by 			    Resolution of the County Commissioners. Employees are required to carry and be able to 				    demonstrate current coverage of liability insurance on the vehicle used by them to carry out their 			    duties. Employees are responsible for paying their own liability insurance. 
		b. The use of county-owned departmental vehicles is preferred. County vehicles must be only used for 		    official business, pursuant to 307.43 ORC. 
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		c. Carpooling is encouraged to save expenses. 
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	4. Meals – as determined necessary by the appointing authority, restaurant meals may be reimbursed for 	 	    meetings held outside Erie County for overnight travel (unless the meal is included in the seminar fee or an 	    actual working lunch). 
		a. Reimbursement for breakfast, lunch and dinner shall be at reasonable amounts. 
		b. Hotel/Motel room service is allowable but not preferred due to cost. 
		c. Per the IRS meal reimbursements, other than for costs associated with overnight travel, meals shall 		    be considered a taxable fringe benefit and included on an employee’s W-2. 
	5. Hotel/Motel Accommodation –as determined necessary by appointing authority. 
		a. Reimbursement shall be a reasonable available rate for single occupancy. 
	6. Registration Fees – as determined necessary by the appointing authority, the seminar/meeting must be 		    business/duty related. 
		a. Registration to county or professional associations for conventions, conferences, seminars and 		 	    committee meetings may be made upon proper application, i.e., Travel Expense Request and 			    Reimbursement Form, and approved by the County Commissioners. Clerk shall send copy of 			    approval with original copy of registration form to County Auditor. 
	7. Other Expenses 
		a. Travel related expenses such as turnpike or toll fees, parking fees, etc. as determined to be 				    necessary by the appointing authority, may be reimbursed. 
	
Distance Allowed for Business/Duty – Related Travel 
	 Travel within the State of Ohio is allowable under this policy. The County Commissioners encourage employees to attend meetings within the State. 
	Elected or appointed County officials and their employees may request out-of-state travel expense      reimbursement. Special consideration of the written request will be discussed and approved or disapproved by the County Commissioners in an open public Commission meeting. If approved, the following limitations apply: 
	1. Travel outside of State of Ohio must be within the continental United States. 
	2. One (1) trip per calendar year. 
	3. All business/duty related expenses, except transportation, to a maximum of $1000.00 may be reimbursed. 
	
Non-Reimbursable Travel Expenses 
	Include, but are not limited to the following: 
	1. Tips
	2. In-room movies 
	3. Personal phone calls 
	4. Alcoholic beverages 
	5. Voluntary dinner meetings or civil organizations 
	6. Spouse/family members or guest expenses 
	7. Intra-county expenses (for purposes of this policy) 
	8. Fines for traffic violations 
	
The above policy (45.02) also applies when FOJ or Transportation of 	Prisoners Account funds are being used.
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Erie County, Ohio
[bookmark: _GoBack]OUT OF COUNTY TRAVEL/EXPENSE REQUEST AND REIMBURSEMENT FORM
	EMPLOYEE NAME:                                                              DEPARTMENT/TITLE:		   		             DATE:


	NAME OF MEETING OR FUNCTION:
Copy of meeting notice (or affidavit) must be attached.

	NAME OF PLACE MEETING OR FUNCTION BEING HELD (Including City):

	DATE OF MEETING OR FUNCTION:

	NAME OF OTHER EMPLOYEES ATTENDING, IF APPLICABLE: (Others attending)


	CHECK APPROPRIATE ITEMS:
COUNTY VEHICLE___     PERSONAL VEHICLE___    OTHER_____    CREDIT CARD_____    GASOLINE CARD____


PLEASE PROVIDE ESTIMATED ESPENSES FOR THE FOLLOWING:
	ITEM
	QUANTITY
	RATE
	TOTAL

	1.  MILAGE (Round trip)
	miles
	@.31 per mile
	$

	2.  MEALS: Breakfast
	      Lunch
	      Dinner
	


	$
$
$
	$
$
$

	3.  MOTEL/HOTEL ACCOMMODATIONS
	               night(s)
	@$
	$

	4. REGISTRATION FEES: (Check one)							
    _____To be paid by employee and reimbursed by county
    _____To be prepaid by Auditor and presented at registration by employee (allow 7 days for check)
    _____To be prepaid by Auditor and mailed in with registration (completed form attached-allow 7 days for             
                         check)
	

$




	5.  PARKING FEES
	$

	6.  OTHER EXPENSES (List)
	$

	APPROPRIATION ACCOUNT NO._____________    PURCHASE ORDER NO.______________ 	
                                                                                                                                                            
	$
TOTAL ESTIMATED EXPENSE


AUTHORIZATION		                                  APPROVAL		DISAPPROVAL		DATE
	Supervisor or Director/Department Head
	

	Elected Official
	

	Erie County Commissioner
	

	Erie County Commissioner
	

	Erie County Commissioner
	

	County Administrator as to Policy
	



EXPENSE VOUCHER
RECEIPTS ATTACHED FOR:
1.  ACTUAL MILAGE _______@ $.31/mile 	  $_________
2.  MEALS 			   	  $_________  		 EXPENSES ARE APPROVED________DISAPPROVED_____
3.  MOTEL/HOTEL			    	  $_________   		ELECTED OFFICIAL(S) OR DEPARTMENT HEAD SIGNATURE(S)
4.  REGISTRATION FEES		     	 $_________
5.  PARKING FEES			    	 $_________ 		  _________________________________________________    
6.  OTHER			     	 $_________	 
					           			  _________________________________________________
GRAND TOTAL CLAIMED TO BE REIMBURSED        $_________
                                        			        			
SIGNED_________________________________________                                                                    			 DATE____________  	                                    		DATE___________________
