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Executive Summary

In accordance with the City Auditor’s 2007-08 Audit Workplan, we have
completed 4An Audit of Retirement Services Travel Expenses. We conducted this
performance audit in accordance with generally accepted government auditing
standards. Those standards require that we plan and perform the audit to obtain
sufficient, appropriate evidence to provide a reasonable basis for our findings and
conclusions based on our audit objectives. We believe that the evidence obtained
provides a reasonable basis for our findings and conclusions based on our audit
objectives. We limited our work to those areas specified in the Audit Objective,
Scope, and Methodology section of this report.

Finding I Tighter Policies Could Have Resulted In More
Economical Travel

Government entities are held to a high standard in ensuring that public funds are
used efficiently and effectively, and that the uses of such funds are transparent to
the public. Toward this objective, Board-related travel expenses should be
reasonable and in line with what a prudent person would incur when conducting
official business. However, our review of the travel expenses between July 2005
and February 2008 revealed numerous instances in which Boardmembers and
Retirement Services Department staff (Boardmembers and Staff) sought and
received reimbursement for travel expenses that we considered uneconomical.

Specifically, we found:

e Boardmembers and Staff sought and received reimbursement for costly
airfare, lodging, and food expenses even when less costly alternatives
were available;

e Boardmembers and Staff did not take advantage of opportunities to
reduce costs;

e The Boards’ travel policies are insufficient; and

e Boardmembers and Staff increased travel expenses by making “last-
minute” travel arrangements.

As a result, higher than necessary expenses were allowed and reimbursed to
Boardmembers and Staff at the expense of the retirement pension plans.

In comparison to the travel policies of the City of San José and other government
entities, the travel policies of the Federated City Employees’ Retirement System
(Federated) and the Police and Fire Department Retirement Plan (Police and Fire)
are too general and fail to address or establish the necessary controls to ensure
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prudent and reasonable travel. In order to reduce the likelihood of future
imprudent travel expenses, the Boards should adopt the City of San José
Employee Travel Policy, encourage the most economical and practical travel
accommodations, and better promote a culture of fiscal prudence.

RECOMMENDATIONS

Recommendation #1

Recommendation #2

Recommendation #3

Recommendation #4

Recommendation #5

Recommendation #6

Recommendation #7

ii

We recommend the Boards:

Promote a culture of fiscal prudence and encourage the most
economical and practical travel accommodations. (Priority 3)

We recommend the Retirement Services Department Director and the
Finance Department:

Require travelers to provide written justification when exceeding
the estimated travel costs noted on the Travel Request Form.

(Priority 2)
We recommend the Boards:

Actively seek conference rates, government rates, and other general
travel discounts. (Priority 3)

We recommend the Retirement Services Department:

Use a competitive process to identify an appropriate travel agency.
(Priority 2)

We recommend the Boards:

Adopt the City of San José Employee Travel Policy as their own.
(Priority 2)

Establish reasonable parameters for travel and training.

(Priority 3)

Require mandatory training on travel policies for Boardmembers
and Staff. (Priority 3)
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We recommend the Finance Department:

Recommendation #8 Incorporate language into the City of San José Employee Travel
Policy that requires written justification for last-minute travel
arrangements. (Priority 3)

Finding Il Some Travelers Received More In Travel
Reimbursements Than They Were Entitled To
Receive

Travel policies guide prospective travelers in their travel activities, and define
reasonable and necessary travel expenses. The Board of Administration for the
Federated City Employees Retirement System (Federated), the Board of
Administration for the Police and Fire Department Retirement Plan (Police and
Fire), and the City of San José have each adopted their own travel policies. All
three policies intend to define reasonable and necessary travel expenses, and
prohibit certain expenses deemed unreasonable and unnecessary. Despite the
travel policies’ prohibitions, we found that on several occasions, traveling
Boardmembers and Retirement Services Department staff (Boardmembers and
Staff) received travel reimbursements for expenses that were clearly not allowed
by their respective travel policies. Specifically, we found:

e Some Boardmembers and Staff were reimbursed for ineligible expenses
such as: 1) extended stays and other personal expenses, 2) expenses
unsupported by receipts, 3) excessive meals and inappropriate per
diems; and

e Some Boardmembers were reimbursed for expenses they did not incur.

In our opinion, ineligible expenses were reimbursed due to insufficient review of
travel activities and documents, and errors in completing travel forms. When we
notified Boardmembers and Staff about the ineligible reimbursements, all
individuals we notified submitted payments for the purpose of correcting
ineligible reimbursements they had received. Since discovering the ineligible
reimbursements, we have been working collaboratively with Boardmembers and
Staff to identify and prevent future ineligible expenses from being requested and
approved.

il
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RECOMMENDATIONS

Recommendation #9

Recommendation #10

Recommendation #11

Recommendation #12

Recommendation #13

Recommendation #14

Recommendation #15

iv

We recommend the Retirement Services Department:

Completely document its travel activity and improve the
organization of its travel files. (Priority 2)

We recommend the Finance Department:

Revise the City of San José Employee Travel Policy to require
travelers to include event brochures and itineraries with their
Travel Request Forms and Statements of Travel Expenses to help
approving officials verify that expenses are related to approved
travel activities. (Priority 3)

Provide training for RSD and City employees who process travel
documents. (Priority 3)

We recommend the Retirement Services Department and the Finance
Department:

Require actual receipts, proof of payment, or in unique
circumstances, written explanations for missing receipts or proof of
payment. (Priority 1)

We recommend the Finance Department:

Revise the City of San José Employee Travel Policy to require
travelers to clearly disclose, itemize, and account for group
expenses. (Priority 3)

We recommend the Retirement Services Department and the Boards:

Require Boardmembers and Staff to complete and sign their own
Travel Request Forms and Statements of Travel Expenses.

(Priority 2)
We recommend the Finance Department:

Add language to the Travel Request Form that requests signatories
to verify that all expenses will be incurred for the purpose of City
business. (Priority 1)
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Finding III Improvements Are Needed To Address Ethics,
Transparency, And Perceived Conflicts Of
Interest

While traveling on official business, Boardmembers are subject to local and State
regulations that are intended to ensure ethical and transparent behavior. These
regulations limit and define the gifts that City employees and decision-makers can
receive, and provide guidelines for acceptance and reporting of gifts. These
regulations also limit instances in which Boardmembers can gather outside of
regularly scheduled meetings — a potential issue when traveling in groups. During
our review, we noticed examples of travel activities that could be perceived as out
of compliance with the City’s gift ordinance and State law. Absent controls to
ensure compliance, Boardmembers may be at greater risk of running afoul of
critical legal provisions and creating the perception of impropriety.

Recommendation #16

Recommendation #17

Recommendation #18

Recommendation #19

Recommendation #20

We recommend the Boards:

Establish controls to ensure compliance with the San José
Municipal Code Chapter 12.08 Prohibition of Gifts. (Priority 2)

We recommend the Police and Fire Boards:

Consult with the Boards’ legal counsel to determine how to handle
the conference registration expense of $595. (Priority 2)

We recommend the Boardmembers and Staff:

Complete and submit outstanding Statements of Economic Interest,
and consider the need to amend previously submitted Statements of
Economic Interest. (Priority 1)

We recommend the City Clerk:

Consult with the FPPC to determine whether Boardmembers, the
RSD Director, the Chief Investment Officer, and other RSD
investment staff should be treated as covered by Government Code
Section 87200. (Priority 2)

Follow-up on outstanding Statements of Economic Interests and
report filing violations to the oversight entity and the appropriate
enforcement agency as required by the PRA. (Priority 2)



An Audit of Retirement Services Travel Expenses

Recommendation #21

Recommendation #22

Recommendation #23

Vi

We recommend the Boards:

Develop and enforce travel report guidelines for all board-funded
travel activities per AB 1234. (Priority 2)

Develop and publicly post periodic travel expense summaries.

(Priority 3)

Adopt supplemental policies to limit the number of Boardmembers
traveling together and post events as required by the Brown Act.

(Priority 3)



Introduction

In accordance with the City Auditor’s 2007-08 Audit Workplan, we have
completed An Audit of Retirement Services Travel Expenses. We conducted
this performance audit in accordance with generally accepted government
auditing standards. Those standards require that we plan and perform the
audit to obtain sufficient, appropriate evidence to provide a reasonable basis
for our findings and conclusions based on our audit objectives. We believe
that the evidence obtained provides a reasonable basis for our findings and
conclusions based on our audit objectives. We limited our work to those
areas specified in the Audit Objective, Scope, and Methodology section of
this report.

The City Auditor’s Office thanks the Retirement Services Department
(RSD), the Boardmembers of the Federated City Employees’ Retirement
System and the Police and Fire Department Retirement Plan, staff of the
City Clerk’s Office, and staff of the Finance Department who gave their
time, information, insight, and cooperation during the audit process.

Background

The City’s Pension Plans

City of San José employees are served by two pension plans — the Federated
City Employees’ Retirement System (Federated) and the Police and Fire
Department Retirement Plan (Police and Fire).

Both pension plans use investment income and employer and employee
contributions to provide eligible retirees with defined-benefit pensions
based on their years of service and highest compensation. The plans also
provide eligible retirees with medical benefits, and ““...survivor benefits and
permanent disability benefits to qualified members and their beneficiaries.”

While they serve the same function, the two pension plans differ from each
other in some key ways including their retirement eligibility requirements;
employee and employer contribution rates; eligibility for benefits for
retirees’ spouses, dependents, and beneficiaries; and compensation
formulas.

At the close of fiscal year 2006-07, the fair value of Federated’s
investments exceeded $1.86 billion. The fair value of Police and Fire’s
investments exceeded $2.7 billion.
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According to its 2006-07 Comprehensive Annual Financial Report (CAFR),
the time-weighted rates of return for Federated’s assets during fiscal year
2006-07 was 16.22 percent versus the Benchmark return of 15.69 percent,
which placed Federated’s total return in the second quartile of the Trust
Universe Comparison Service Public Fund (TUCS®) and in the third
quartile of the TUCS Master Trust Universe. Over long term periods, the
portfolio has earned total annualized returns of 11.74 percent over the past
three years and 11.78 percent over the past five years, and ranked in the 51st
and the 26th percentiles, respectively, of the TUCS Public Fund Universe.
During fiscal year 2006-07, Police and Fire earned a time-weighted rate of
return of 19.3 percent on investments, compared to 18.8 percent for its
benchmark and 17.6 percent for the Trust Universe Comparison Service
Public Fund Median.*

The Boards Of Administration

Per the San José Municipal Code, the two pension plans are managed,
administered, and controlled by their respective Boards of Administration.
The Boards’ specific duties include:

e Considering requests for retirement;

e Holding exclusive control of the administration and investment of
the retirement funds;

e Determining employees’ eligibility for membership in the pension
plans; and

e Determining employees’ eligibility for retirement benefits.

The Boards hold sole fiduciary responsibility for the security of members’
pension resources. In fulfilling their fiduciary responsibilities, the Boards
enlist outside consultants for an array of professional services. The Boards
possess broad and flexible investment authority. They also possess the
authority to make and enforce reasonable rules and regulations for the
administration, management, and control of the pension plans. The
following exhibitions detail the Boards’ composition.

! According to the current RSD Director, “Different consultants lead to different asset allocations based on
their return/risk assumptions. The index returns for each of those allocations roll up to a unique trust fund
benchmark. Not unusual in the trust fund world, where even within families of funds, different boards lead to
very different results.”
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Exhibit 1: Membership Of The Two Boards Of Administration

Federated City Employees’ Police And Fire Department
Retirement System Retirement Plan

2 City of San José Councilmembers | 2 City of San José Councilmembers

1 Fire Department Employee

2 City Employees
1 Police Department Employee

1 Plan Retiree 1 Plan Retiree

1 Employee of the City of San José

1 Public Member Administration

1 Civil Service Commissioner 1 Civil Service Commissioner

Source: Generated using the San José Municipal Code.

Exhibit 2: Board Committees

Federated City Employees’ Police And Fire Department
Retirement System Retirement Plan

Joint Committee

Solutions to Retiree Health Care Committee

Committee Committee
Investment Committee Investment Committee
Real Estate Committee Real Estate Committee

Investment Committee of the Whole Investment Committee of the Whole

Audit Committee

Source: Generated from information provided by RSD Staff.

The Retirement Services Department

RSD’s core service is to “Administer Retirement Plans” by implementing
“policies and procedures to deliver retirement benefits and maintain the
retirement plans.” In delivering this core service, RSD performs the
following key functions:

Supervises the Investment of Plan Assets. RSD’s investment staff
work with and monitor external investment managers and ensure
that they are complying with the Boards’ investment policies and
guidelines.

Provides Retirement Planning and Counseling. RSD advises
current and former City employees and their beneficiaries on their
retirement benefits. RSD provides these services through in-person
consultations as well as through seminars, courses, and other group
educational events.
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APPENDIX E

City of San Jose City Policy Manual

Employee Travel Section 1.8.2

6.2 Travel Expenses

Where two or more employees are authorized to attend the same event and ground transportation is
to be utilized during any porticn of travel, the department shall coordinate travel arrangements to
maximize the use of such ground transportation by the employees involved in order to minimize the
expense to the City. Refusal by employees involved to coordinate travel arrangements may be the
basis for non-payment of transportation reimbursement. Payment for the use of any particular mode
of transportation is determined by the Director of Finance based on the least total cost to the City.

Payment for travel expenses is limited as follows:

6.2.1 Private Vehicle

6.2.1.1 When an employee uses their private vehicle for transportation to and from a point of
destination, payment is at the City’'s mileage reimbursement rate. (See City Policy
Manual section 1.8.3, Private Vehicle Mileage Reimbursement Policy)

6.2.1.2 When an employee uses their private vehicle for transportation to and from scheduled
carrier services (airport, etc.) or for intra-City transportation, payment is at the City
mileage reimbursement rate. (See City Policy Manual section 1.8.3. Private Vehicle
Mileage Reimbursement Policy)

6.2.1.3 When, for personal reasons, an employee elects to travel by private vehicle to and
from a point of destination rather than flying, the employee will be reimbursed for the
least expensive mode of transportation. Employees shall provide documentation for
the lowest cost of public transportation along with the Travel Request. In addition,
parking and taxis may be reimbursed if these expenses would have been provided as
reimbursements if the employee had used public transportation and the expenses
would be reimbursed in other sections of this policy.

6.2.2 Scheduled Carrier Service

Employees shall fly coach class on the lowest cost flight(s) available. Any additional cost
incurred for deviation from the most direct route will not be reimbursed unless incurred for
the benefit of the City, as determined by the Director of Finance. The City will pay only the
most direct route necessary to accomplish the purpose of the City travel. Any additional
costs because of a route change for the convenience of the employee will be paid by the
employee. Employees that choose to use their personal frequent flyer miles for City
business shall not be reimbursed for the value of the tickets.

6.2.3 All Other Modes of Transportation

Employees shall choose the lowest cost for all other modes of transportation.

6.2.4 Rental Cars

Rental cars are only allowed for business reasons (i.e.: travel to and from a hotel and a
conference) and with prior approval by the Department Director and/or the City
Manager/designee, or Council Appointee/designee. If a rental car is approved, it is the
employee’s responsibility to reduce the total cost of car rental by reducing optional costs

Revised Date: 7/31/2006
Original Effective Date: 09/01/1978

E-4
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City of San Jose City Policy Manual

Employee Travel Section 1.8.2

6.2.5

6.2.6

6.2.7

6.2.8

6.2.9

related to appropriate size for number of employees using the car, other vehicle options, and
re-fueling the rental car prior to returning the rental car, if additional charges will apply for re-
fueling.

Meals Provided at Event

When meals are provided as part of the cost of an event, employees will not be reimbursed
per diem or for actual expenses for the same meals. In exceptional cases, where the
employees can justify a legitimate business reason to not partake of the provided meal, the
employee may submit written justification as to why he or she should be reimbursed for the
cost of a separate meal. The Director of Finance shall decide if reimbursement is
appropriate on a case by case basis.

Incidental Expenses

Incidental expenses include reasonable fees and tips given to porters, baggage carriers,
bellhops, hotel maids, stewards or stewardesses and others on ships, and hotel servants in
foreign countries, transportation between places of lodging or business and places where
meals are taken if suitable meals cannot be obtained at the temporary duty site, and mailing
costs associated with filing travel vouchers. Itemized receipts are not required to be
submitted when using the applicable per diem rate for reimbursement of meals and
incidental expenses.

Reimbursement requests for actual incidental expenses require an itemized list of the
incidental expenses. The request for reimbursement of incidental expenses must include a
listing of the date, type of expense, and expense amount. The maximum amount of
reimbursement shall be 150% of the standard CONUS (Continental United States) per diem
rate for Incidentals, established by the United States General Services Administration.
Please refer to Section 7.1.3.

Personal Phone Calls

The City will reimburse employees for personal phone calls up to $10 per day with proper
documentation (i.e. hotel statement showing phone usage).

Parking

Actual costs will be reimbursed when supported by itemized receipts. Staff should use
lowest cost alternative for parking within a reasonable area from destination.

Alcoholic Beverages

Under no circumstances will expenses for alcoholic beverages be reimbursed by the City
except as specified below.

6.2.9.1 Reimbursement or Expenditures for Alcoholic Beverages Exceptions

Purchases of alcoholic beverages may be expended or reimbursed for very limited
economic development functions and events only with the prior approval of the City
Manager. A Department or Office Director requesting an expenditure or
reimbursement for the purchase of alcoholic beverages for a City sponsored event
shall send a memorandum to the City Manager, prior to the purchase of any
alcoholic beverages, explaining why the purchase of said beverages is appropriate

Revised Date: 7/31/2006
Original Effective Date- 09/01/1978

E-5
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City of San Jose City Policy Manual

Employee Travel Section 1.8.2

and necessary for a specific event. Payment for expenditures or reimbursement for
the purchase of alcoholic beverages will not be made without prior written approval
from the City Manager.

Notwithstanding these exceptions, all City employees must comply with the
Substance Abuse Program & Policy (City Policy Manual Section 1.4.2 or as included
in the applicable MOA) and the Alcohol Use at City Facilities Policy (City Policy
Manual Section 1.4.4).

6.2.10 Personal Expenses

Personal expenses such as in-room movies or other entertainment costs such as games,
etc are not eligible for reimbursement.

6.2.11 Excess Baggage Charges

Excess baggage charges are generally not eligible for reimbursement. A valid business
related justification must be provided for these charges with a valid airline receipt for the
excess baggage charge for the day of employee travel.

6.2.12 Laundry and Dry Cleaning

Laundry services and Dry Cleaning are generally not eligible for reimbursement. In rare
circumstances of an extended business trip over 7 calendar days and where the
employee is required to conduct City business in excess of 5 days, reasonable laundry
expenses may be reimbursed for necessary business wear. If the business trip extends
over 7 days, due to personal extension (see section 6.1) no laundry services or dry
cleaning expenses will be reimbursed. The Director of Finance or designee shall decide
if reimbursement is appropriate on a case by case basis.

6.3 Cash Advances

If a cash advance is required, fill out the cash advance portion of the Travel Request Form

and submit to the Finance Department at least fourteen (14) days prior to departure. Cash
advances will be included in the employee’s paycheck prior to departure date when the Travel
Request Form is submitted to the Finance Department at least fourteen (14) days in advance of
travel. Cash advances will not be provided if the Travel Request Form is submitted less than
fourteen (14) days in advance of travel. Petty Cash may not be used to advance funds for travel.

Requesting and receiving a cash advance provides the City authorization to deduct the amount of
the advance from the employee’s wages if a Statement of Travel Expenses is not received by the
Finance Department within fourteen (14) days of return.

If the advance is less than actual expenses, submit the approved Statement of Travel

Expenses to the Finance Department for reimbursement within 14 days of return from travel.
Reimbursement will be included in the employee’s next paycheck after verification and processing
by the Finance Department.

If the advance exceeds the actual expenses, submit the Statement of Travel Expenses to the
Finance Department within fourteen (14) days of return from travel. The amount owed will be

Revised Date: 7/31/2006
Original Effective Date: 09/01/1978
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City of San Jose City Policy Manual

Employee Travel Section 1.8.2

automatically deducted from the employee’s next paycheck after verification and processing by the
Finance Department.

6.4 Mandatory Use of Norman Y. Mineta San Jose International Airport
Employees traveling on City business by scheduled air carrier are required to use Norman Y.
Mineta San Jose International Airport as the point of departure and return unless:

6.4.1 Scheduled air carrier service to or from the destination is not available from Norman Y. Mineta
San Jose International Airport.

6.4.2 There is more than a 1-1/2 hour scheduled layover at any intermediate airport before reaching
the final destination from flights arriving or departing from Norman Y. Mineta San Jose
International Airport compared to flights arriving or departing from other Bay Area airports.

6.4.3 The total cost of travel to or from Norman Y. Mineta San Jose International Airport exceeds
the cost of travel to or from an alternative airport. In determining whether to approve the use
of an alternate airport, consideration should be given to all costs associated with travel to and
from such airport.

6.4.4 If for City business reasons, an employee is not in San Jose and is closer to an alternate
airport.

Should an employee not use Norman Y. Mineta San Jose International Airport for one of the
exemptions stated above, they shall submit a written explanation to the Finance Department along
with their Statement of Travel Expenses, indicating the specific exemption for using an alternate
airport.

7. REIMBURSEMENT AND DOCUMENTATION

7.1 Statement of Travel Expenses

A completed Statement of Travel Expenses must accompany claims for travel expenses whether or
not an amount is owed to the employee. The Statement of Travel Expenses must account for all
expenses, including City paid, prepaid amounts and / or credit card transactions, (e.g., airfare,
registration). All City Procurement Card (Credit Card) purchase transactions must follow the City’s
Procurement Card Policy.

If a cash advance has been issued to staff on a Travel Request, a Statement of Travel Expenses
must be filed. All Statement of Travel Expenses required under this policy must be submitted fo the
Finance Department within 14 calendar days after returning from travel.

7.1.1 Employees may be reimbursed for meals and incidentals on a per diem basis(excluding Local
Travel) or by submitting itemized receipts. An employee’s choice to be reimbursed by per
diem or for actual expenses by submitting itemized receipts will apply to the entire trip and
cannct vary from day-to-day.

Revised Date: 7/31/2006
Orniginal Effective Date: 09/01/1978
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7.1.2 The Director of Finance shall have the responsibility to determine the appropriateness and
reasonableness of all reimbursement expenses and may review questionable, unusual or
extraordinary expenses with the City Manager or designee to seek final approval.

7.1.3 All expenses cother then Per Diem and Incidentals must be supported by itemized receipts,
regardless of the payment method.

7.2 Amounts Owed to Employee or City

If an amount is owed to the employee, the amount must be noted on the Statement of Travel
Expenses which must be submitted to the Finance Department within 14 days of return from travel.
Upon verification and processing by the Finance Department, any amount owed to the employee will
be reimbursed on the employee’s next pay check.

If an amount is owed to the City, submit the Statement of Travel Expenses to the Finance
Department within 14 days of return from travel. The amount owed will be automatically deducted
from the employee’s next paycheck after verification and processing by the Finance Department.

7.3 Meals and Incidental Expenses

7.3.1 Per Diem

The per diem allowance applies only to meals and incidental expenses. Incidental expenses
are defined in section 6.2.6 above. If an employee submits meal and incidental expenses on
a per diem basis, no receipts are required. An employee can only be reimbursed beyond the
applicable per diem rate for parking fees and personal phone calls as specified in this policy.

The City shall use the standard CONUS (Continental United States) per diem rate established
by the United States General Services Administration for meals and incidental expenses
unless traveling to a non-standard area (the standard CONUS per diem rate is $39 as of June
2, 2006). If the travel destination is to a non-standard area, the per diem rate for meals and
incidental expense for that area is to be used. The Domestic Per Diem Rates Schedule
(http://www.gsa.gov/) shall be used to determine if a travel destination is listed as a non-
standard area and to determine the apprepriate per diem rate. Employees may be
reimbursed for approved expenses incurred beyond the per diem rate when supported by
itemized receipts.

To determine if a travel destination is in a standard or non-standard area, click on the
Domestic Per Diem Rates Schedule above. Select the state that your travel destination is in,
and then scroll down to find your destination. If your destination is listed, it is considered a
non-standard area, and the rate listed in the M&IE Rate column is to be used. If your
destination is not listed, it is considered a standard area, and the standard CONUS per-diem
rate is to be used.

7.3.2 Prorating Per Diem

The per diem allowance shall be prorated in accordance with established federal guidelines.
On the first and last day of travel, an employee is allowed 75% of the applicable per diem.

Revised Date: 7/31/2006
Original Effective Date 09/01/1978
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7.3.3 Local Travel

Employees traveling locally may not request per diem reimbursement for meals and
incidentals. For this trip category, only reasonable meal and parking expenses shall be
reimbursed at actual cost when supported by itemized receipts. Upon verification and

processing by the Finance Department, any amount owed to the employee will be reimbursed

on the employee’ next pay check.

7.3.4 Reimbursement for Actual Expenses

Actual costs for meals shall be reimbursed when supported by itemized receipts up to 150%
of the applicable Per Diem rate for Meals. Actual cost of incidental expenses shall be
reimbursed when supported by itemized list up to 150% of the applicable Per Diem rate for

Incidentals.

7.4 Travel Forms

The Travel Request Form and Statement of Travel Expenses Form are available on the Finance
Department’s intranet site.

TRAVEL REQUEST FORM PROCEDURES (FORM 100-9)

Description: Click the link above for the Travel Request Form. This form is used for the approval of the

following categories of City travel by employees: Local Travel, In-state Travel and Out-of-
state. If the employee needs an “Advance” for travel expenses, the request must also be
made on this form and approved. An approval must be obtained prior to travel. For
specific level of approval required, please see Section 6.0 of the Employee Travel policy.

RESPONSIBILITY

ACTION

Requestor 1.

2.
Department Director 3.

Department 4.
Travel Coordinator

City Manager 5.
(If applicable)

6.
Department 7.

Travel Coordinator

Prepare and sign “Travel Request” (Form 100-9) indicating whether or
not an advance of funds is required.

Forward to Department Director for approval.
Review appropriateness of travel and sign request if approved.
a. Forin-state travel: Proceed to Step 7.
b. For out-of-state travel: Forward to City Manager.
Approve or deny request.
Return approved Travel Request Form to Department Director.

Forward original Travel Request Form to the Finance Department —
Accounts Payable, Atin: Travel

Revised Date: 7/31/2006
Qriginal Effective Date: 09/01/1978
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8. Retain and file a copy of the Travel Request Form for departmental records.
9. Return a copy of the Travel Request Form to the requestor.

10. Attach a copy of the approved Travel Request Form to all advance payments
documents related to travel, i.e. registration, airfare, and credit card statements.

Finance 11. Review Travel Request Form for authorization, allowable expenses and proper
documentation.

12. Log all travel advances in the travel advance tracking system.

13. Forward Travel Request Form to Payroll for processing.

STATEMENT OF TRAVEL EXPENSES FORM PROCEDURES (FORM 100-6)
Click the link above for the Statement of Travel Expenses Form.

All Statement of Travel Expenses must be submitted to the Finance Department within 14
calendar days after returning from travel.

RESPONSIBILITY ACTION

Requestor 1. Prepare and sign “Statement of Travel Expenses Form” (Form 100-6)
Attach all receipts and documentation pertaining to travel.

2. Forward to department Director for approval.

Employee 3. Attach original Statement of Travel Expenses and all supporting documentation
o a copy of the Travel Request Form and forward to Finance/Accounts Payable,
Attn: Travel Desk.

Department Director 4. Approved Statement of Travel Expense Form and associated expenses with
signature on completed form.

Finance /

Disbursements 5. Review Statement of Travel Expenses for authorization, allowable expenses and
proper documentation in compliance with Travel Policy Section 7.1.2.

6. Reconcile all travel advances to the travel advance tracking system.

Revised Date: 7/31/2006
Original Effective Date: 09/01/1978
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7. Forward Statement of Travel Expenses to Payroll for processing.

8. Any questionable expense or exceptions to the City’s Travel Policy will be
reviewed by the Director of Finance to determine the appropriateness and
reasonableness of the expenses. Approval my be contingent upon the Director of
Finance’s review of questionable, unusual or extraordinary expenses with the City
Manager or designee to seek final approval

Approved:
/s/ _Kay Winer July 31. 2006
Deputy City Manager Date
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APPENDIX F

KEY CONCEPTS IN TRAVEL POLICIES

Some key concepts covered by the other policies that are excluded or unclear in
the Retirement Boards' Policies

City of San José Employee Travel Policy

Employees shall fly coach class on the lowest cost flight available

Employees shall choose the lowest cost for all other modes of transportation

Rental cars are only allowed for business (to and from a hotel and conference)

Employees are responsible for reducing rental costs

When meals are provided at an event, employees will not be eligible for per diem

Maximum amount reimbursable for incidental and meals is 150% of CONUS standard

Alcoholic beverages expenses are not allowed

All expenses other than per diem and incidentals must be supported by itemized receipts

Prorate per diem allowance for the first and last day of travel (75%)

Local travel is not eligible for a per diem

Los Angeles City Employees' Retirement System Education & Travel Policy

Requires new trustees to participate in an orientation program

Restricts that no more than 2 boardmembers will attend a single event

Recognizes that travelers need to travel in a cost-effective manner, minimizing costs wherever possible

Head of the department certifies the expenses incurred were for official business

Requires a report back to the board

Requires an end of year travel activity summary report

Adopts the travel policy of the Controller's Office with few exceptions

Falsification of documents will be grounds for appropriate disciplinary action

City of Fresno Retirement Systems Continuing Education and Due Diligence Visitations Policy

Restricts that no more than 2 boardmembers will meet for business purposes without appropriate public
notice

Does not allow per diems if meals are provided

Consider conference start date the first day that significant content is covered

Notes that boardmembers are responsible for complying with the Political Reform Act

City of Compton Expense and Reimbursement Policy

Clearly lists items that the City will not reimburse

Emphasizes the need to seek the most economical mode of transportation

Reservations should be made at least 14 days in advance

Rental vehicles should be justified with a business reason or economic benefit to support rental

Lodging expenses should not exceed the group or conference rate

Travelers should seek government rates

Requires ethics training

Lists consequences for violating the policy

City of Gatlinburg Travel Policy

Adjusts mileage reimbursement to account for what one would normally travel to work

Notes that whenever possible, employees should refuel before returning rental vehicles

Lodging expenses are restricted to those established in CONUS

California State Teachers' Retirement System Proposed Travel Expense Policy

Emphasizes that only reasonable and necessary expenses should be incurred

Discloses that all boardmembers and staff are subject to the disclosure and reporting requirements of the
System’s Conflict of Interest Code and Fair Political Practices Commission regulations

No per diem allowed when third parties provide meals






