ADOPTED - MAY 12, 2015
AGENDA ITEM NO. 26

 SEQ CHAPTER \h \r 1Introduced by the County Services and Finance Committees of the:

INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION TO AMEND BUSINESS TRAVEL AND REIMBURSEMENT POLICY AND PROCUREMENT CARD POLICY
RESOLUTION # 15 - 173
WHEREAS, the Ingham County Board of Commissioners has adopted official policies and procedures to govern business travel and reimbursement (Resolution #10-327), and to set forth rules for use of a County-issued procurement card (Resolution #02-178); and

WHEREAS, a procedural conflict exists between these two policies for making airline reservations; and 
WHEREAS, a conflict exists in the Business Travel and Reimbursement Policy regarding meal reimbursements; and

WHEREAS, the Ingham County Board of Commissioners seeks to establish consistency among and between official policies and procedures of County government. 
THEREFORE BE IT RESOLVED, that the Ingham County Board of Commissioners hereby approves amendments to the Business Travel and Reimbursement Policy as follows:

J.
Meal Allowance

Meal reimbursement calculations are provided in Section N.9.

N.
Travel Arrangements

1.
General.  The Financial Services (FS) Department will have an employee trained in scheduling and purchasing air fare and hotel reservations.  All airline tickets and hotel reservation will be made by this individual.  The traveling employee will submit possible travel times and dates and the FS Department will attempt to find a cost beneficial arrangement within this schedule.  If the traveling employee and the FS Department cannot agree on travel times and dates, then the matter will be referred to the Controller for resolution.  The County will be liable for the employee’s travel expense and the direct billing for the County shall be for the employee only. Alternatively, these expenses can be provided through travel advances and normal reimburse procedures.  These provisions shall apply only to traveling employees and shall not apply to air travel required for other functions such as witnesses required by the Prosecuting Attorney.

3.
Air Travel.  The policy of Ingham County is that airline travel by County employees on official business shall, whenever financially prudent, originate from Capital Region International Airport (CRIA). If a flight out of a neighboring airport can be found at a materially lower rate, the flight will be booked from that airport.  If the CRIA flight exceeds the cost of a flight from a neighboring airport by more than $100 for an individual or $200 for a group, the flight will be booked from the neighboring airport. The $100 or $200 difference is for the inclusive cost of the flight including mileage and parking.

The use of commercial airlines is permitted when it is to the advantage of the County as measured by both comparative travel costs and the time of the traveler.  The FS Department should purchase the least expensive accommodations available on any one flight.  Persons choosing to use first class transportation when tourist class is available shall be responsible for the additional cost of first class accommodations.  First class fare will be allowable only when a ticket agency certifies that less expensive accommodations are not available.  Such certification must accompany the reimbursement voucher.

9.
Meal Reimbursement.  The cost of meals while traveling is an allowable expense.  If a meal is provided at the hotel or as part of the conference, no additional amount will be allowed.  The actual cost of any meal will be reimbursed up to the cost of the U.S. General Services Administration Meals and Incidental Expense (M&IE).  Appropriate detailed receipts must be submitted and maximum gratuity is 15%.  No reimbursement for alcoholic beverages will be allowed.



Maximum per diem allowance will be prorated as shown on the table below:

	Departure Time
	Return Time
	Maximum Allowance

	Before 8:00 a.m.
	After 6:00 p.m.
	100%

	After 8:00 a.m.
	After 6:00 p.m.
	80%

	Before 8:00 a.m.
	Before 5:00 p.m.
	50%

	After 8:00 a.m.
	Before 5:00 p.m.
	30%

	Before 12:00 Noon
	Before 12:00 Noon
	0%

	After 12:00 Noon
	After 12:00 Noon
	0%


The cost for any additional activities provided outside the conference will not be allowed.  The above schedule is allowable only during the day of departure or return.
BE IT FURTHER RESOLVED that the Board of Commissioners hereby approves amendments to the Procurement Card Policy as follows:

C.
Procurement Card Program Overview

8.
Cardholder may use the procurement card for some travel costs if pre-approved by their department head.  The travel costs that may be charged to their procurement card are: conference registration, hotel room charges and parking fees for applicable nights.  All items must be pre-approved and documented with receipts upon return.  All travel receipts must accompany cardholder’s procurement card statement along with any additional documentation required by the department head or financial card administrator.

COUNTY SERVICES:  Yeas:  Celentino, Koenig, Crenshaw, Banas, Bahar-Cook, Hope, Maiville

          Nays:  None     Absent:  None     Approved  5/05/15

FINANCE:  Yeas:  Anthony, Bahar-Cook, Tennis, Tsernoglou, McGrain, Schafer, Case Naeyaert

          Nays:  None     Absent:  None     Approved  5/06/15
