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To: FRCOG Council 
From: Personnel Committee 
Date:  October 10, 2019 
RE: Revisions to FRCOG Personnel Policy, Out of State Travel 
 
The Personnel Committee offers for First Reading the following revision to the FRCOG Personnel Policy. 

 

Subsection H., parts 1-7, make up the current travel reimbursement policy. 
 

Section III. COMPENSATION  
H. TRAVEL 
1. Mileage for work-related travel will be reimbursed at a rate established by the Executive 
Director.  Commuting distance and time to and from the primary work location is not 
reimbursable. If a work trip begins from home, all mileage and time, after an employee’s regular 
commute distance has been subtracted, can be submitted for reimbursement.  If required to 
commute to work more than once in a day or on non-scheduled work days such as weekends, all 
mileage will be reimbursable. 
 
2. Parking and Tolls shall be reimbursed on the basis of receipt with supervisor approval.   
 
3. Public Transportation Fees where no receipt is provided should be submitted to 
supervisor and will be approved within reason.  Employees are encouraged to use low-cost or 
free parking when available and reasonably convenient. 
 
4. Meals. If required to travel for more than one day while on FRCOG business, meals will 
be reimbursed on basis of receipt with a limit of $15 for breakfast, $20 for lunch and $30 for 
dinner, with a maximum reimbursement of $65 per day.  Higher amounts will be considered for 
reimbursement if allowed by federal or state travel guidelines.  For employees whose work is 
usually performed in one primary office location, meals may also be reimbursed, with prior 
approval of supervisor, at the same reimbursement rate described above, when they are 
attending meetings/events outside of the office.  Tips and meal tax may be reimbursed as long 
as the total is within the limits.  No reimbursement will be made for alcoholic beverages.  With 
the supervisor’s prior approval, an employee may be reimbursed for their meal and the meal of 
others if the meal was for business purposes. 
 
5. Advanced Payment.  An agency credit card is available through the Director of Finance 
for advance payments of hotel or transportation costs. Advance payments charged to a personal 
credit card can be reimbursed with a supervisor’s approval that notes the purpose of the trip and 
attaches a receipt that includes the payment, dates of travel, and description of 
accommodations.  FRCOG will only reimburse for coach (economy) class travel or its equivalent. 
 
6. Car Rental. A car rental agreement with a local company is available for travel when a trip 
is expected to exceed a minimum amount of miles (periodically determined and updated). 
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Requests need to have a supervisor’s approval and need to be authorized through a department 
head. More information can be obtained from your supervisor or a department head.   
 
7. Other Expenses. Any other business travel related expenses not expressly addressed in 
this policy must be pre-approved by the Executive Director.  The Executive Director has authority 
to approve travel if pre-approval was not possible due to unforeseen emergencies or other 
factors.  
 
 

Subsection I. is the Proposed Addition: 
 
 

I. OUT OF STATE TRAVEL 
 

1. Time.  Effort should be made to travel during normal workday hours.  When this is not 
possible either because of cost, timing of conference/event, or employee’s personal preference, 
travel itinerary should be approved in advance by employee’s immediate supervisor.  Unless 
negotiated in advance, a travel day will be capped at 10 hours of work, and anything in excess of 
7.5 hours will require justification.  Unless negotiated in advance, work time at a 
conference/event will be limited to 7.5 hours per day when not a travel day. 
 
2.  Hotel, flight and time.  Please note that cost of travel, hotel, and time should be 
considered in sum when planning a trip.  A more expensive flight could be less expensive for the 
agency overall.  The FRCOG will pay parking at airports at the economy lot rate and government 
rate at hotels. 
 
 

Justification: 
 
This addition to the section will set a standard policy for all staff, and set expectations for staff 
about length of work day and compensated time, prior to departure.  


