McLane/ Black Lake Fire Department Policy & Procedural Guideline — PPG # 2741

Subject: TRAVEL EXPENSES
Section: PPG# 2741
Chapter: Personnel

Effective Date: 7/1/98

POLICY

TRAVEL EXPENSES

The district shall reimburse a commissioner or District member for approved travel
expenses while in the conduct of the official business away from their designated
posts of duty.

TRANSPORTATION

1. If the travel is required by the district for any reason, the following shall apply:

a. The district shall provide a vehicle and service card to cover all costs; or

b. The district shall reimburse the driver/ owner of the vehicle in
accordance with the Washington State Office of Financial Management
(OFM) privately owned vehicle mileage reimbursement rate in place at
the time of travel.

2. If the travel is not required by the district but is requested by an individual, the
following shall apply at the option of the chief:

a. The district may provide a vehicle and fuel card to cover all
transportation costs; or

b. The district shall reimburse the driver/ owner for actual expenses
incurred.

MEAL PER DIEM

The district shall provide for meal per diem reimbursement in accordance with the
State OFM per diem meal rate tables in place at the time of travel. Out of State
reimbursement shall be made in accordance with the GSA rates at the time of travel.

a. Receipts are not required for individuals claiming meal per diem.

b. Meals provided through registration shall be deducted from the daily meal per
diem rate.
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LODGING
When possible, the District will arrange and pay for lodging.

Lodging shall be reimbursed at the single occupant rate. If double accommodations
are used along with another district member, the district shall pay the total charge.

Lodging receipts must accompany requests for reimbursement.

The district shall provide for lodging reimbursement in accordance with the
Washington State Office of Financial Management Per diem rate table for lodging in
place at the time of travel. Out of State reimbursement shall be made in accordance
with the GSA rates at the time of travel.

REIMBURSEMENT

All requests for reimbursement of expenses from district funds shall be submitted on
an expense form together with appropriate receipts where required. An expense form
shall be completed for each activity attended. The request for reimbursement shall be
submitted to the business office within five (5) days of completion of the authorized

travel.
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