I.
GENERAL

A. PURPOSE AND SCOPE 

 The purpose of these rules is to prescribe the procedures by which officers, members and independent contractors of the California Association of Clerks and Elections Officials (CACEO) shall report and be reimbursed for expenses incurred in connection with authorized travel on behalf of the Association.  The following policies are set forth to improve control and minimize cost. 

B. GENERAL PROVISIONS 

1. Travel will be authorized only when the travel is necessary and in the best interest of the Association.  Reimbursement will be for actual, reasonable and necessary expenses incurred while on Association  business, but not to exceed established guidelines. 
2.  Expense reimbursement for members and officers is only allowed if specifically budgeted or approved by the Board of Directors.    
3. The most economical means of transportation will be used unless unusual circumstances require other alternatives.    
4. Those authorized for reimbursement for travel on Association business should neither enrich themselves nor be required to utilize their own funds unless they exceed the established guidelines. 

5. The Association will not reimburse for any alcoholic beverages for any event or meeting. 

C. EXPENSES NOT REIMBURSED BY CACEO 


1. Premiums for personal property insurance. 

2. Any discretionary items intended for the personal benefit or pleasure of the traveler, such as entertainment, barber and beauty shop charges, and laundry services. 

3. Any expenses deemed not in the interest of the Association, as determined by the Executive Board (the Elected Officers of the Association).
II. SPECIFIC EXPENSES  
A. LODGING 

1. GENERAL 

a. Lodging expenses consist of those charges for overnight sleeping or dwelling 
accommodations as required during travel for the conduct of official Association business.  

b. Lodging is an allowable expense for the evening preceding an Association event when 
the traveler would have to leave his/her residence before 7:00 a.m. on the day of the 
event to arrive at his/her destination at the designated time or when the traveler is 
required by contract to be at the destination a day prior to the event.  

c. Lodging is an allowable expense for the evening subsequent to an Association event 
when traveler is required to be at the destination a day after the event or would result in 
the traveler arriving at his/her residence after 8:00 p.m.  
d.  Exceptions to b and c which extend the reimbursable stay will be made when it is a 
benefit to the Association and must receive prior written approval of the President.     

2. REGULAR LODGING


a.  Allowable Rates

Actual expense for lodging on authorized travel will be reimbursed up to a maximum as established by U.S. General Services Agency.  The maximum allowable rates are available at www.gsa.gov/perdiem.    A valid hotel receipt must accompany the reimbursement claim.     Any lodging expense claimed in excess of the GSA established rates may be reduced or disallowed by the Executive Board if a suitable and less expensive alternative is within easy reach of the preferred hotel. 

b. Conference Host hotels

In order to save time and local transportation and parking costs, this rate may also be appropriate for persons staying at conference host hotels.   




c. Selection of Accomodations

Persons eligible for travel reimbursement under this policy shall seek, and shall be reimbursed for, accommodations that are of good quality and in reasonable proximity to the place where the person is to conduct CACEO business.    Reimbursement will not be made for luxury accommodations.   
3.  SHARED LODGING WITH FAMILY MEMBER OF FRIEND
Where expense for a family member or friend is included on the receipt, the rate claimed must be the single occupancy rate. 

4. SPECIAL LODGING 

 Reimbursement for special lodging arrangements, that is, other than hotel or motel accommodations will be provided only upon the prior written approval of the Executive Board; such special arrangements include, but are not limited to, accommodations in apartments, RV parks, campgrounds or other semi-permanent lodgings. 

5. USE OF LODGING AS A GUEST OF FRIENDS OR RELATIVES 

 When any person remains overnight as a guest of friends or relatives while traveling on behalf of the Association, no amount may be claimed for lodging expense. 

B. MEALS 


1. GENERAL 

a. Meal expenses shall be those charges for food and non-alcoholic beverages actually 
purchased and consumed while on official Association business provided the charges are 
not included by other expenses (i.e., conference fees, airline fares, lodging, etc.).                   

b. Meal expense incurred will be reimbursed on an actual cost basis up to the per-meal guideline amount allowed by the GSA- www.gsa.gov/perfiem.    Gratuities for meal service should be included in cost of meals claimed.  CACEO is not on a per diem system, but rather reimburses for each meal on an 
individual basis and each meal is to be accounted for separately.  That is, no cost in excess of the per meal guideline amount shall be offset by another meal claimed at less than the established guideline amount.  Under special circumstances, the guideline rates may be exceeded by up to 50% upon approval of the Executive Board.             

c. Meal expenses must be claimed by each person individually unless the meal is purchased on one credit card receipt.    


i.The claim submitted for reimbursement for more than one person must include the names of all persons for whom reimbursement is sought. 


ii.The maximum amount allowed will be the actual cost of the meal for each person whose reimbursement has been authorized, up to the maximum amount as established in b, above..   


2. TIME CRITERIA GOVERNING REIMBURSEMENT FOR MEALS 



a. Normally meals are reimbursable under the time criteria set forth below:



MEAL      TRAVEL BEGINS BEFORE       TRAVEL ENDS AFTER 

   

Breakfast              7:00 a.m.                        8:00 a.m. 

   

Lunch                  11:00 a.m.                        1:00 p.m. 

   

Dinner                   5:00 p.m.                         6:00 p.m. 

b.  For purposes of determining eligibility for reimbursement, travel shall be considered to begin when the traveler departs his/her residence if the trip begins before or after normal office hours.  If the trip begins during normal office hours, travel shall be considered to begin when the traveler departs the office/home.  It will be the Treasurer’s responsibility to monitor time of departure and arrival to ensure no unnecessary meals are claimed. 

C. TRANSPORTATION 


1. GENERAL 

a. When traveling on Association business, officers and employees should utilize the least expensive, most appropriate mode of transportation consistent with time requirements and work schedules.  Reimbursement will be authorized for only actual expenses for the method of transportation which is in the best interest of the Association, considering both direct expense as well as the traveler’s time. 

b. Transportation expenses are the direct costs related to movement of the person from authorized point of departure to destination of travel and to the authorized point of return.  Transportation expenses normally include, but are not limited to, such items as common tickets, private vehicle mileage, and car rental charges. 

c. Other transportation expenses include taxi, bus, and streetcar fares; road, bridges, and ferry tolls, parking fees, and any other incidental costs directly related to transporting the person from their home/work location to the destination of travel for Association business.    
d. Transportation expenses not covered are:  Traffic and parking violations; emergency repairs on private or commercial automobiles; and personal travel while at an Association event. 


2. TRAVEL BY AUTOMOBILE  



a.. TRAVEL BY PRIVATE VEHICLE 

i. When traveling by private vehicle, mileage reimbursement will be calculated 
based on the distance from the traveler's residence or normal designated 
workstation to his/her destination, dependent on where traveler leaves from and 
returns to. 


ii.  Travel to and from a common carrier terminal or station is based on the same 


criteria as in (a) through (c) above. 



b. RATES 

Travelers will be reimbursed for travel mileage incident to the authorized use of a privately owned vehicle on Association business.  Such reimbursement will be at the rate currently prescribed by IRS regulation.   Effective December 2009, the IRS reimbursable mileage rate is $.550 per mile.   Such reimbursement will be considered complete payment of actual and necessary expenses incident to the use of a privately owned vehicle, including insurance, repairs, and all other transportation related costs.  Individuals shall not receive reimbursement for gasoline purchases whenever that individual expects to claim the per mile reimbursement rate for private vehicles. 



c. COMMERCIAL AUTO RENTAL 


i.  Travelers will be reimbursed for the actual and necessary cost of such rental 
when substantiated by an invoice.  The size of the auto rented shall be the least 
expensive appropriate to the use required by the traveler.  No rental insurance 
should be taken.  Luxury cars are not authorized under any circumstance. 


ii. Rental vehicles should be refueled before being returned to the rental agency if 

at all possible.  


3. AIR TRAVEL 



a. SCHEDULED COMMERCIAL AIRLINES 

i.  When reimbursement is claimed for transportation via scheduled commercial 
airlines, reimbursement will be limited to the cost of travel by air coach.  

ii. When making claims for reimbursement, the traveler should submit the E-ticket 
copy or itinery with the claim. 

iii. The traveler shall attempt to use the lowest airline rates available.  
Reservations should be made as far in advance as possible to take advantage of 
discounts available. 

iv.  Airline or other travel insurance is not reimbursable. 



b. COMMERCIAL CHARTER AIRCRAFT 

Travel via commercial charter aircraft shall be limited to instances in which travel via scheduled airline is impractical or more expensive.  Travelers are encouraged to investigate the use of charter aircraft if three or more persons are traveling to the same destination for a one-day trip within the state.  Due to insurance requirements, charter aircraft must have no more than twenty (20) seats including crew.  Authorized commercial charter flights will be reimbursed at the actual cost of the service as supported by validated receipts. 


4. RAILROAD TRANSPORTATION 

Travelers will be reimbursed for the actual cost of the fare as evidence by validated receipts and the latest published common carrier tariff on the date of travel.  Round trip rates shall be used whenever possible.  Reimbursement for roomette Pullman accommodations is authorized when such accommodations are deemed to be advantageous to the Association by the President. 


5. TAXIS AND OTHER LOCAL TRANSPORTATION 

The cost of taxis or carfare to and from places of business, hotels, airports, or railroad station in connection with business activities will be reimbursed by the Association.  Taxis will not be used for travel to restaurants unless food service is not available at your hotel/motel.  Use of taxis is permitted only when suitable, and more economical services are not reasonably available.  Whenever available, travelers must attempt to utilize existing hotel/motel van or taxi services.  All local transportation expenses in excess of $10.00 must be accompanied by a receipt to be considered a legitimate reimbursable charge. 

D. BUSINESS EXPENSES 

1. Business expenses are all expenses incident to official travel other than transportation, lodging, and meals.  Receipts shall be required for all business expenses in excess of $10.00. 

2. Travelers will be reimbursed for actual and necessary business expenses, provided that such expenses are directly related to the purpose of travel.  Business expenses shall not include the cost of discretionary items intended for the personal benefit or pleasure of the traveler, such as entertainment, or barber and beauty shop charges.  Business expenses normally include, but are not limited to, expenditures for the following: 

a. Conference Registration Fees (if not previously paid by a separate claim). 

b. Documented telephone, telegraph, fax and internet charges for official business. 

c. Limited personal telephone calls.  A traveler on official business, which requires overnight travel, will be allowed one limited personal long distance telephone call to his/her family each night.  These telephone calls should be limited to no more then five minutes.  Hotel charges for local calls made for Association business are reimbursable. 

d. Amounts paid to baggage handlers, porters, and other service personnel not to exceed $10 per seven (7) consecutive days.  Gratuities for meal service should be included in costs of meals claimed. 


3. EXPENSES NOT REQUIRING RECEIPTS 

Receipts and vouchers shall be required for all claimed expenses, except for the following: 

a. Parking fees, fares for taxi, streetcar, bus, ferryboat and tolls for roads and bridges of less than $10.00 each. 

b. Amounts paid to baggage handlers, porters, and other service personnel not to exceed $10 per seven (7) consecutive days. 

