David Ash — Ckﬁn Schutte — Michael Hobert - Sharon Keeler — Chuck Bishop

AGENDA
Joint Administrative Services Board
- Monday October 6, 2014 1:00 p.m.
Joint Government Center

1. Call to Order.
2. Approval of Minutes. (August 25 Minutes Attached).
3. Travel Policy, Please consider the following;

The current policy is attached (pg. 7).

A survey of regional travel policies is attached (pg. 11).

GSA rate schedules are attached (pgl 12).

The board should decide whether detailed receipts should be required for

meals and incidentals. Previous discussions lean “yes”. Federal Regs say

only if over §75. Commonwealth says no. '

e. Ifitis determined that receipts for meals and incidentals should be required,
the board should decide:

i. Whether the applicable GSA per diem rate should be
reimbursed regardless of the receipt amount, or

ii. Whether the actual receipt amount should be reimbursed but
only up fo the GSA per diem rate.

f. The board should consider modifying the current policy concerning day
travel. Section 19.4 states that meals for day travel are generally not
reimbursable. However, the GSA policy to which we make reference is to
reimburse day travel meals at 75% of the GSA meal rate. This latter method
is preferred because there are instances of cleatly valid day travel meal
expenses (ex. Deputy transports patient to Waynesboro between 4 and 8 pm).
State regs make a law enforcement exception.

g. The board should decide whether: meal and incidental expenses should be
reimbursed to the employee, or whether a credit card can be used for these
expenses. The problems associated with the credit card have been discussed,
and if this method of meal reimbursement is permifted, a mechanism for
recouping overcharges under item ¢, above, should be determined (ex. Dock
pay, restrict further credit card use, dock future travel reimbursements).

h, The board should clarify whether airplane travel, and hotel reservations not
directly connected to a conference, should be arranged centrally, as opposed to
individual departments, to ensure the best rates.

i.  Some limitation on room-charges (room service, snacks, and restaurant meals)
was discussed in August, and bears further discussion.

j.  Regardless of decisions made on the above, it will be very important to

communicate to all employees in advance how the policy will be enforced

going forward. Employees need to understand that it is their responsibility to

e o
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seek valid reimbursements only, rather than making claims that go through all
approval levels before being denied by Accounts Payable.

4, ERP Update.
a. Employee Communication distributed.

b. Chart of Accounts successfully loaded to new system:
i. Will permit revenue/expenditure match by function (ex.
Swimming Pool or Lord Fairfax Tuition payments).
ii. Combines four systems into one: Finance, Treasury, Social
Services, and School Activity Funds.

iii. ‘Will permit tracking of projects (ex. International
Baccalaureate or Historic Preservation Grant) without addition
or continuance of accounts,

iv. Consolidates object codes (one object code for travel instead of
separate mileage, travel, and convention codes).

v. Will permit tracking and reporting of overlapping grants: some
~ grants are recurring (Title I or V-Stop) but each has separate
terms and conditions. Much of this is currently managed by
separate keying to spreadsheets to maintain proper accounting
{(no longer necessary). '

vi. Account structure conforms to Auditor of Public Accounts and
DOE standards permitting timely and less costly reporting.

¢. Sessions on conversion of finance data Tuesday-Friday of this week.
d. Forms {checks, invoices, statements) definition Tuesday of next week.

5. Director Performance Evaluation. The JAS Director performance evaluation,
by past practice, is due by the end of the calendar year, This has previously been
undertaken by a collaborative effort of the County Administrator and School
Superintendent then shared with the Board in closed session.

6. Next Meeting October 27,
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Draft for review Seplember 29, 2014

Joint Administrative Services Board
August 25, 2014 Regular Meeting 1:00 pm

At a regular meeting of the Joint Administrative Services Board held on Monday, August 25, 2014 at
1:00 pm in the Meeting Room AB, Berryville Clarke County Government Center, 101 Chalmers Court,
" 2nd Floor, Berryville, Virginia.

Members Present

David Ash; Chuck Bishop; J. Michael Hobert; Sharon Keeler; Chip Schutte

Members Absent

None

Staff Present

Emily Johnston; Tom Judge; Lora Walburn

Others Present

Tony Roper

1. Call To Order - Determination of Quorum
At 1:00 pm, Michael Hobert called the meeting fo order.

By consensus, the Board adopted the agenda as presented.

2. Approval of Minutes

Chip Schutte, seconded by Sharon Keeler, moved to approve the July 28, 2014 minutes as
presented. The motion carried by the following vote:

David Ash - Aye
Chuck Bishop - Aye
J. Michael Hobert - Aye
Sharon Keeler : - Aye
Charles "Chip” Schutte - Aye
Joint Administrative Services Board - Meeting Minutes - August 25, 2014 Page 1of4
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Draft for review September 29, 2014

3. Travel Policy

Emily Johnson, Accounts Payable Specialist, has recommended modifications fo our current trave! policies.
Two recommendafions directly address problems that have continued since the most recent revision of the
travel policy in 2010.

Those recommendations are:

A Payment of per diem rates for meals in cases of ovemight travel, rather than the current system of
reimbursement for individual meals.

B. 'Deveiopment and mandated use of a single form for capturing travel expenditures.

In addition fo these items, Ms. Johnson will review additional modifications fo current policy intended as
clarification of current policy. Please find the current {p. 2 } and proposed (p. 5) policies aftached, Action is
not requested af this meefing.

Tom Judge introduced Emily Johnson, Accounts Payable Coordinator, He briefly summarized
Mrs. Johnson’s recommendation advising that this would be an update under the purchasing
policy. Emily Johnson answered questions from the Board during the course of its discussion.
Highlights include: '

— Concerns expressed:

o Must continue to require documentation before and after including notation that the trip
was authorized and made during the established time period.

Mistaken additions to the credit card charges.
Per Diem rates require further review.
Consider assigning responsibility for overages to account managers.

o ©o 0 o

After-the-fact enforcement of overages or disputed charges.

—  Follow Up ltems: .
o Research policies in surrounding jurisdictions and provide comparisons.
o Develop process for handling special situations.
o Check VACo trip form,

4. ERP Update

Since the last meeting there has been two days of Chart of Accounts fraining and development, and one
half day of Cloud Administration training. '

There was also a meeting with Social Services fo set up a chart of accounts for CCSS and CSA.

This week there will be two days of training on System Administration, and next week two days of training
on Security and Workflow administration,

Joint Administrative Services Board ~ Meeting Minutes - August 25, 2014 Page 2 of 4
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Draft for review September 29, 2014
We plan to complete the Chart of Accounts draft by mid-September in advance of the annual financial
audit. Board members should now have access fo the Sharepoint site on which the project plan and -
calendar are laid out.

Aftached is a proposed communication fo employees regarding the new system (p. 22}. The Board should
discuss the text, as well as the best means of distributing .

Highlights of Tom Judge’s review and Board discussion include:
Completed the implementation plan discussed by the Board at its July 28 meeting:

o Made the requested changes fo the risk register.
o Uploaded the document.

Completed the project plan.

o Resolved date problems,

o Uploaded the document.

By consensus, the Board approved the text of the proposed memo as presented.

By consensus, the Board agreed to have the notice signed by David Ash and Chuck Bishop.

5. Pay and Classification Update

JAS job descriptions were reviewed and forwarded fo Evergreen. Evergreen is expected to respond in the
near future through Rick Catleft.

Highlights of Tom Judge’s review include:
— Reviewed Joint Administrative Services job descriptions.
—  Rick Catlett has submitted the job descriptions to Evergreen.

- Evergreen has not yet responded.

6. Set Next Meeting

Tom Judge advised that the next regularly scheduted meeting of the Board was set for Monday,
September 29, 2014,

Sharon Keeler and Mike Hobert advised that due to scheduling conflicts they were unable to
attend the September 29 meeting.

By consensus, the Board agreed to change the regular meeting date from September 29 to
October 6 at 1 at 1:00 pm in Meeting Room AB at the Berryville Clarke County Government
Center. :

Joint Administrative Services Board - Meefing Minules — August 25, 2014 - Page 3of 4
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Draft for review September 29, 2014

6. Adjournment

- At 1:50 pm, Chairman Hobert adjourned the meeting.

Minutes Recorded and Transcribed by: Lora B. Walburn

Joint Administrative Services Board ~ Mesting Minutes — August 25, 2014 Page 4 of4
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a. the contemporaneous employment or financial interest of the County employee -
has been publicly disclosed;

b. the County employee will be able to perform its procurement functions without

actual or apparent bias or favoritism; and

the award will be in the best interests of the County.

18.8. Use of Confidential Information. It shall be unethical for any employee or formér employee
knowingly to nse Gqnfidential information for actual or anticipated personal gafn, or for the actual
or anticipated persond, gain of any other person.

18.9. Sanctions. The County may impose any one or more of the following sgnctions on a County
emplovee for violations of théxthical standards in this Article:

a. oral ohwritten warnings or reprimands;

b. suspensi i i ified periods of time; or

c.
The Board of Supervisors and/or the Schoo ose any one or more of the following
sanctions on a nonemployee for violations of the ethical Atandards

a. wriiten warhings or re

b. termination of contracts;

¢ debarment or suspensiof as\provided in "Authority to Debar or Suspend”

conclusively presumed that the amgunt thereof was included in the price ot‘the subcontract or order
and ultimately borne by the Coupfy and will be recoverable hereunder from tite recipient. In
addition, that amount may also/be recovered from the subcontractor making suchJickbacks.
Recovery from one offending party shall not preclude recovery from other offending parties.

18.11. Disecrimination. In the soHcitation or awarding of contracts, the County shall not discrimipate
against a bidder or offefor because of race, religion, color, sex, national origin, age, disability,
status as a service disdbled veteran, or any other basis prohibited by state law relating to
discrimination in eriployment.

ARTICLE 19: TRAVEL, MEAL, AND MILEAGE REIMBURSEMENTS

Page 55-0f 55
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19.1, Planning for Trave]l. The County will reimburse employees traveling on official County business for
reasonable and necessary expenses involved, Travel expenses are open to the public and must be able
to sustain the test of public review. When planning and paying for travel, economy, discretion, and
necessity are of special importance. The use of County funds to accommodate personal comfort,
convenience, and taste is not permitted.

Travelers must keep receipts and accurate records of all expenses to ensure correct reporting and
submission of travel reimbursements.

The County will not act as a fiscal agent for expenses incurred by family members traveling with
employees.

19.2 Travel Requisition. All travel requires the completion of a Travel Requisition. Minor travel is travel
clearly totaling $800 or less for all expenses, and which includes no lodging or fare expense. Major
travel is travel likely to cost more than $800, or which includes lodging or fare expense. An Account
Manager must approve minor travel in advance. An Executive must approve major travel in advance.

The Requisition shall include a reason for the iravel, a hard-copy confirmation of any and all hotel
and airline expenses. The Requisition shall also include an estimate of meal expenses,
conference/seminar registrations, and any other travel costs.

19.3. Advance Payments. Advance payments for direct-billed hotel/motel expenses are discouraged. Use
of a County Credit Card is encouraged to secure room confirmations. Actual advance payments for
travel will not be reimbursed prior to the frip.

19.4. Meal Expenses. Generally, meals that do not involve an overnight stay are not reimbursable. When
staying overnight, the employee is permitted to request reimbursement for meals and incidental
expenses incurred during the trip. The rates allowed for meals and incidental expenses are set per the
1.8, General Services Administration. To view the rates, log onto www.pgsa.gov and click on “per diem
rates” and then click on Virginia. Please note that there are lower amounts allotted for first and last day
stays. The Executive is authorized to approve exceptions fo the GSA per diem rate provided that any
exception authorized by the Executive is to be documented in writing setting forth a reasonable
explanation for the exception.

To be reimbursed for any meal, the employee must have an Account Manager sign a completed
Reimbursement Voucher and attach a copy of the receipt and other applicable paperwork.

One exception when meals may be reimbursed when an overnight stay is not involved is business
meals. For the expense of a business meal to be reimbursed, the Reimbursement Voucher must include
an Account Manager signature, the original receipt, a summary of the business that was discussed, and
a list of all the individuals involved in the meal, The County employee initiating and sponsoring the
cost of the business meal must have prior authorization from an Executive to spend County funds fora
business meal. ' '

19.5. Incidental Travel Expenses. Examples of Incidental Travel Expenses that are eligible for
reimbursernent include: :

a. Taxes and surcharges paid by the traveler for lodging.

b. Business telephone calls and facsimiles made for official business purposes and paid for by
the traveler may be claimed on the travel reimbursement voucher. A full explanation must be
stated on the reimbursement voucher accompanied by supporting documentation, Individuals

Page 56 of 56
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using personally owned cellular telephones may be reimbursed for business calls when shown
to be cost beneficial or out of necessity. In this case, an itemized cell phone statement must
be included. In the eveni that free minutes are used for business calls, reimbursement is not
permitted.

c. Tolls and parking fees are reimbursable when paid for by the traveler in the course of
conducting official County business.

Examples of Incidental Travel Expenses that are not eligible for reimbursement include:

Lost or stolen articles

Aleoholic beverages

Damage to personal vehicles, clothing, or other items

Services to gain entry to a locked vehicle

Movies charged to hotel bills

All expenses related o the personal neghgence of the traveler, such as fines
Entertainment expenses

Personal vehicle towing charges

Expenses for children, spouses, and companions while on travel status,

FEGe T Ao o

The above list is not all-inclusive. Travelers should use prudent judgment and remember that all
fravel expenses are open to the public and must be able to sustain the {est of public review.,

19.6. County-Owned Vehicles. When an employee is scheduled to travel for official County business,
he/she is highly encouraged to contact the Maintenance Department to reserve one of the County-
owned vehicles, The employee is expected to provide the Maintenance Department with as much
advanced notice as possible,

When using a County-owned vehicle, the employee is expected 1o use the Fuel Card in the glove
compartment of the vehicle or as provided by the Maintenance Department to fill the velhicle with
fuel, as needed. Although rare, if an employee is in area that does not have a location that accepts the
fuel card, the employee may use their personal funds for fuel and may request reimbursement fuel
upon their return. However, the employee will be required to submit a copy of the receipt, a
description of their trip, and the reasoning for not using the County Fuel Card with his/her request,

1f possible, the emplovee should fill the County-owned vehicle with fuel before returning it to the
Maintenance Department.

19.7. Mileage Reimbursement. When traveling for official County business, emplovees are permitted to
use their persenally owned automobile when a County-owned vehicle is not available, or when the
use of a personally owned vehicle is cost-beneficial to the County. Employees electing to use their
personal vehicle may request reimbursernent for mileage by completing a Mileage Reimbursement
Form, The Mileage Reimbursement Form shall include a description of the trip and the number of
miles fraveled for business purposes only. The Mileage Reimbursement Form shall be submitted to
the Accounts Payable Department within thirty (30) days from the completion of the trip.

Mileage shall be reimbursed at the rate established by the Commonwealth of Virginia Department of
General Services.

19.8. Public Transportation. Public transportation travel includes rental car, plane, train (inctuding subway
or metro), bus, taxi/shuttle, or other “for hire transportation.” Public transportation rates must not

Page 57 of 57
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exceed those for tourist or coach class accommodations. Receipts for such expenses must be retained
for submission with the travel voucher. '

For taxis, meiro rail, subway, shuttle vans, and other forms of “for hire transportation,” receipts are
required only if the reimbursement claim exceeds $10.00.

Public transportation from place of lodging to other locations is only eligible for reimbursement if it
is for official County business purposes.

APPENDIX
Included in this appendix are procurement forms and documents that shall be used by all Couaty
employees. The County’s General Terms and Conditions are also included in this appendix. This

appendix is a part of this resolution.

1. General Terms and Conditions.
These terms and conditions are a part of this resolution and all vendors must adhere to them,

2. Procurement Forms will be redesigned and added to the appendix once the aforementioned polices
and procedures have been approved. '

Page 58 of 58
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Regional Travel Policy Survey 10/2/2014
Source: Joint Administrative Services

Itemized

Receipts
Locality Breakfast Lunch Dinner Incidentals Daily Lirnit Required  Additional Restricitions

Reimbursedon actuals for daily travel, use P-Cards except on
Frederick County GSA Rate GSA Rate GSA Rate (ESA Rate ESA Rate No meals
Frederick County Public Schools $10 510 $20 55 545 Yes will nat reimburse for meals in Frederick/Winchester
Warren County ) Actuals Actuals Actuals N/A $100 Meals/Lodging Yes BOS may authorize higher daily maximum
Fauquier County 510 $12 523 53 $45 No Reimbursed up to per diem
Faugquier County County Public Schools Refer to VA | ReferTo VA| Referto VA Refer To VA Refer to rates as established by VA travel regulations
Shenandoah County 36 $6 $20 $32 Yes Breakfast/Lunch combined to be no more then 312
No meals reimbursed for non overnight travel; maximum tip 20%,

Shenandoah County Public Schools N/A N/A N/A N/A $39 Yes no credit card use for meals
Winchester, VA 58 S10 522 Yes Emplovee pays out of pocket and get reimbursed
Clty of $taunton (Gov't/Schocls?) GS5A Rate GSA Rate GSA Rate GSA Rate GSA Rate No Nao meals reimbursed for non cvernight travel; maximum tip 20%
Prince George County $8/514 $12/517.50 | 525/543.30 $45/575 Yes Average Cost Area/High Cost Area
Gloucester County $12 518 $32 Yes
Augusta County Public Schools N/A N/A N/A N/A $30 Yes Tips not to exceed 20%
State of Virginia GSA Rate GSA Rate GSA Rate GSA Rate 5SA Rate No
Clarke County example .
Berryville/Winchester Rate 57 $11 523 35 $46 | Yes Reimburse up to per diem with receipts

October 6,.2014 Joint Administrative Services Board Packet
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Per Diem Rates Look-Up ) http://www.gsa.gov/portal/category/ 100120

Home | Mobis Site | Newsroom | Regons | Staff Direclery | Careers | Forms § e-Tools | Quickbinks

- Search,

1 14.5. General Services Administration

Homa > Policy & Requtations > Travel and Relocation Poficy > Per Diem > Per Diem Rales >

FY 2015 Per Diem Rates for Virginia ABDITIONAL PER DM TOPIGS

Meals & Incidentat Expenses Breakdoan (MRIE)

{October 2014 - September 2015} FAQs
. Slate Tax Exemption Forms
SEARCH BY CITY, STATE QR 2P CODE Faclors Influencing Lodging Rates
Enter your city " Enter your ZiP Code FY 2014 Per Diem Highlights

Fire Safe Hotels
OR Have a Per diem Queston?
— ) . Per Diem Map > Dawnloadable Per Diem Fles

Virginia

Ciies not appearing below may be located within a county for which rates are listed.

To determine what county a city Is located in, visit the Nationat Association of Counties (NACO) wiebsite (a non-federal websile}.

You searched for: Virginia
Wax lodging by Month {excluding taxes}

Meals
Primary Dastination® (1} County {2, 3) : &ine,
2014 2015 Exp.*
Oct Nov Dee Jan Feb Mar Apr May Jun Jul Aug Sep
Standard Rate Applies for all locations without 83 &3 83 83 83 83 83 83 83 83 83 83 46

specified rates

Abingdon Washington 96 96 96 96 € 96 95 96 @96 98 96 95 46
Blacksburg Montgomery 96 86 98 96 ] 96 95 96 98 96 9% 96 46
Charlottesvilie City of Chadottesville / Albemarle / 125 426 125 125 125 125 125 125 1126 125 125 125 56
Graena
District of Columbla Washington DC (also the ciies of 222 177 t77 177 77 228 229 228 229 {62 162 222 7t
Alexandiia, Falis Church and
Falrfax, and the counties of

Adingten and Fairfax, in Virginia;

and the counties of Montgomery

and Prince George's in Maryland}
Fredericksburg City of Fredericksburg / 84 84 84 84 B84 B84 84 B4 84 84 84 B4 56

Spotsylvaria { Stafferd § Carofine
Loudoun Loudoun g6 © 9 9% 9 98 96 96 86 o6 096 96 61
Lynchburg Campbell / Lynchburg City a0 o0 90 90 90 90 €0 ezt 80 90 4] S0 51
Norfolk / Portsmaouth Cities of Nodelk 7 Portsmouth a7 87 87 8 & 87 87 87T & &r 8 8 61
Prince Wiliam / Manassas Prince Wiliam / Cityof Manassas 85 85 85 8 8 85 85 8 85 85 8 85 56
Rlchmend City of Richmond 113 113 113 113 #3133 113 13 13 13 113 113 66
Roanoke ) City limits of Roanoke 102 102 102 102 {02 102 102 102 102 102 102 102 51
Virginia Beach City of Virginia Beach 94 94 94 94 94 94 94 94 72 172 172 94 56
Wallops island Accornack 92 92 92 982 9 92 92 92 92 147 147 92 56
Warzenton Fatuquier W08 168 108 108 108 108 408 108 198 106 108 08 46
Williamsburg / York James City  York Counies f Cltyof 83 83 83" 83 8 83 o © 9 98 o6 83 51

Williamsburg

* NOTE: Traveler relmbursement is based on the location of the work aclivities and not the accommeodations, unless lodging is not avallable at the work activity, then the
agency may authorize the rale where lodging Is obtalned,
* Meals and Incidental Expenses, see Breakdown of M&IE Expenses for Important information on first and last days of travel,

October 6, 2014 Joint Administrative Services Board Packet Page 12 of 16
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Meals and Incidental Expenses ( M&IE) Breakdown

hﬁp://www.gsa. gov/portal/content/101518

Home |} Mobie Site ] Mewsroom | Regions [ StaffDireclory | Careers § Forms | e-Tools | Cuicklnks

11.5. Generat Services Administration

Home > Pobey & Regulations > Travel and Relocation Policy > Per Ciem >

Per Blem

Overview

FY 2015 Per Dlem Highllghts
Per Dlem Moblle App

FAQ

Per Dlem Contacls

MEIE Breakdown

Fagtors Influencing Lodging
Rates

Fize Safe Hotels
Per Diem Rates
Per Dlem Fijes (Archlved)-

Per Diem Mobile Blackberry Flie
Download

Meals and Incidental Expenses ( M&IE)
Breakdown

The separate amounts for breakfast, lunch and dinner fisted in the chart are provided should
you need to deduct any of those meals from your trip voucher, For examgle, if your trip Includes
meals that are already paid for by the govemment {such as through a reglistration fee fora
conferance), you will need fo deduct those meals from your voucher. Refer to Section
301-11.18 of the Federal Travel Regulation for specific guidance on deducting these amounts
from your per dlem reimbursemant claims for meals furnished to you by the government. Other
organizations may have different rules that apply far thelr employees; please check with your
organization for more assistance.

The table lists the six M&IE tlers in the lower 48 continental United States {currently ranging
from $46 to $71). If you need to deduct a meal amount, first determine the location where you
will be working while on official ravel. You can fook up the location-specific information at
www.gsa.qoviperdiern. The M&IE rate for your location will be one of the six iers listed on this
table. Find the corresponding amount on the firstfine of the table (M&IE Total) and then lock
below for each specific meal deduction amount.

‘The table also fists the portion of the M&IE rate that is provided for incidental expenses
(currently $5 for alt flers).

Gontinental -
Total Breakfasi/ Lunch Dinner 1]
Breakfast
%46 $7 - 51 $23 5
$51 58 $12 $26 $5
§56 $8 513 $29 $5
$61 $10 315 31 $5
$66 $11 $16 s34 $5
71 §12 $18 §36 5

This table Hsts the amount federal employees receive for the first and fast calendar day of
travel. The first and last calendar day of travel Is calculated at 75 percent.

Total ’ First & Last Day of Travel
$46 . $34.50
$51 $38.25
$58 $42.00
561 $45.75
$66 $49.50
7 $53.25

Looking for the foreign and outside the continental United States (OCONUS) breakdown
chart? Visit FTR Appendix B. {(Note: Appendix B breakdowns do not apply to any locations In
the centinental United States; use the char iisted above.}

The shorlcut to this page Is www.gsa.govimie,

Last Revigwed 2014-08-156

QUESYIONS:

For afl travel policy questions, email
travelpolicy@gsa.gov.

RELATED GSA TOPILS
State Tax Exempton Forms
FedRooms®
Travel E-mad Notfication
POV Miteage Reimburserment Rates

GOVERNMENT LINKS
Fire Safety information

Help | Sitemop | AccessioiyAlds | Linking | Piivacy and Securlty | ContactUs
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Frequently Asked Questions, Per Diem

http:/fwww.gsa.gov/portal/content/ 1042638

Home | Mobde Site § Mewsroom | Reglons | Steff Directory | Careers | Forms 1 e-Tools | Quicklinks

3 U.S General Services Adminisiration

Home > Policy & Requlabons > Travel and Relocation Poficy > Per Diem >

Per Diem

Overview

FY 2015 Per Diem H-ighlighls
Per Diem Mobile App

FAQ

Per Dlem Contacts

M&IE Breakdown

Factors Inflzencing Ledging
Rates

Fire Safe Hotels

Per Dlem Rates

Per Dlem Files {Archived) 1
Per Dlam Mobila Blackberry File 1
Download i
1
1

1

1
1
t
1

Frequently Asked Questions, Per Diem

. Whatls per diem?

2. How do 1 find the per diem rate for {city/county, state)?

3, What is the difference between non-standard areas (NSA}) and standard CONUS
Jocations?

4, How are the CONUS per diem rates set for NSAs?

5. How can a CONUS non-standard area {NSA) receivs a special review?

6. How can | request the establishment of a new NSA?

7. What if a cily is ot listed on the CONUS Per Dlem website?

8. Can hotels refuse to konor the per diem rate fo federal govemment employess and federal
govemment contractors?

0. is the holefs GOV rate the same as the federal per diem rate?

0. Are lodging taxes included in the CONUS per dlem rate?

1. Are taxes and gratuity {fips} included In the Meals and Incidental {M&IE) expense rate?
2. What Is considesed an incidenial expense?

3. How often is a study conducted on the MAIE expense rates?

4. What is the M&IE relmbursement rate during the first and last traves day?

5. Can | combing the lodging and M3JE per diem rates ('mix and match™) in order to get a
nicer hotel room or spend mere on meals?

6. Do | need o provide receipis?

7. What do | do if there are no hotels available at per diem?

8, Do | receive a meal reimbursement for day travel away from my regular duty station?
9. How much per diem can | pay & contractor?

20. How much can a tucker deduct for meals per day?

Per Diem

-

. What is per diem?

Per diem Is the allowance for lodging {excluding taxes), meals and incidental expenses.
The General Senvices Administration (GSA) establishes per diem sales for destinations
within the Continental Unitedt States (CONUS). The Stale Department establishes the
foreige rates (for example, Russia, Aruba, Bahamas, Europe, elc.). The Department of
Defense (POD) eslablishes non-foreign rates such as Alaska, Hawall, Puerio Rico, and
Guam. For more Information on non-foreign rates, visit DOD's Per Diem, Travel, and
Transpaortation Allowance Commities at vwnw.defensetravel.dod.mil and foreign rates can
be found at hitp-faoprals.state.gov.

2. How dio | find the per diem rate for {cily/county, state)?

Please vislt www.gsa.goviperdiem fo find the rates. Click on the state you need to view
that state’s rates. Even though some cities are listed for your Jookup conventence, not alt
clfes can or wilt be listed, so look for the county where you will be working, To look up the
county, vislt www.naco.crg., If the city of county you are looking for Is not listed on the GSA
per diem rate page, then the standard CONUS rate of $83 for lodging and $48 for meals
applies.

3. What Is the difference between non-standard areas {NSA) and standard CONUS
locations?

Non-standard areas {NSAs} are frequently traveled by the federat community and are
reviewed on an annual basis. Standard CONUS locations are less frequently traveled by
the faderal communily and are not specifically listed an our web site. Cumently, the
standard CONUS per diem rate Is $83 for lodging, $46 for meals and ingidental expenses.

-

. How are the CONUS per diem rates set for NSAs?

Per diem rates are set based upon contractor-provided average daily rate (ADR) dala of
local lodging properties. The properties must be fire-safe and have a FEMA ID number.
The ADR is & fravel industry metdc that divides room sales rental revenus by the number
of rooms sold. Alt rates are evaluated to ensurs that they are fair and equitable in the GSA
ang Office of Management and Budget approval process, For more detailed information,
visit the Factors Influencing Lodging Rales pags.

th

. How can a CONUS non-standard area (NSA) receive a speclal review?

In order fer G5A to conduct a "speclal” review of a non-standard area {(NSA) during the
" current fiscal year, a Federal Agency Travel Manager or an equivalent individual in grade
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or fitte must submit a signed lstler on agency letterhead or stationery stating that the
present per dlem rate is Inadequate. The request should contaln the following information:

A. The geographical areas you want us lo study, especially ZIP codes.

B. The property names {Including addresses, ZIP codes, and rates) where your federal
travelers stay while on temporary duty trave! and those properties (including addresses,
ZIP codes, and rates) that will act honor the federat lodging per diem rate.

C. The number of times actual expenses were used and/or federat travelers had fo use
ancther jodging facilty to stay within the maximum allowable lodging per diem rate, which
resulted in additional fransportation expenses {rental car, taxi} being incurred.

All valid requests postmarked no later than 12/31 will be eligible for this review. All valid
requests recelved after 12/31, but before 4/1 will ba evaluated during the following fiscal
years annual review cycle. Afier all the requirements are submiited, GSA will obtain
updated data from our contractor to determinie whether a per diem rale should be
increased, decreased or remaln unchanged. We will conduct no more than one "speclal®
review for a parficular NSA annually. Letiers should be sent to: Per Diem Team Leadey,
Travel Management Policy {MTT}, General Services Administration, 1275 First Street, NE,
Washington, DC 20417. You can also email your request {a signed fetter on agency
letterhead must be attached) to jil.denningd@gsa.qov.

How can | request the establishment of a new NSA?

The procedure and the request deadline are the same as FAQ #5. However, requests
recelved after 3/31 will not be included In the following fiscal year's annual review cycla
because the annual review will have already begun,

. What if a city 1s not lisied on the CONUS Per Diem website?

If & city Is not Bsted, check to ensure that the county within which it is located is alse not
listed. Visit tha National Assodiation of Countles website at www.nacc.org to determine the
county a destination is focated in. If the city is not llsted, but the county is, then the per
diem rate Is the rate for that entire county. If the city and the county are not listed, then that
area receives the standard CONLUIS location rate, which Is currently $83 for lodging and
$46 for meals and incidental expenses.

. Can hotels refuse to honor the per diem rate to federal government empioyees and

federal government contractors?

Hote!s are not required fo honor the federal per dlem rales. it is each property’s business
decision whether or not {o offer the rate. Rotels also may or may not choose to extend the
rate to other individuals, such: as govermnment conlractors,

. 15 the hotel’s GOV rate the same as the federal per diem rate?

Hatels sometimes offer a "GOV rate, which might be different than the federal per diem
rate. If it Is higher, you need to receive approval for achsal expense prior to travel in order
ta receive full reimbursement. Itis the traveler's responsibility to know the federal per diem
reimbursement rates, and should not assume a GOV rate is the same as the federal per
diem rate. See the FTR Chapter 301, Subpart B-Actual Expense and fcllow your agency's
guidelines.

Are lodging taxes Included in the CONUS per dlem rate?

Lodging taxes are not included in the CONUS per diem rate. The Federal Travei
Regulation §301-11.27 states that in CONUS, lodging laxes paid by the federal traveler
are relmbursable as a miscalianeous travel expenss limited to the taxes on reimbursabie
lodging costs. For foreign areas, lodging taxes have not been removed from the foreign
per diem rates established by the Depariment of State, Separate claims for lodging taxes
Incureed in foreign areas nof allowed. Some states and local governments may exempt
federat travelers from the payment of taxes. For more information regarding 1ax exempt
status, travelers should visit the State Tax Forms page.

. Ara taxes and gratuity {ips} included In the Meals and Incidental {M&IE) expense

rate?

Yes, the meals and incidental expense (M&JE) rate does include taxes and tips in the rale,
so travelers will not be relmbursed separately for those ftems.

. What Is considered an Incldental expense?

The Federal Travel Regulation Chapter 300, Part 300-3,under Per Diem Allowancs,
describes Incldental expenses as: [Fiees and tips given to porters, baggage carriers, hotel
staff, and staff on ships.

How often is a study conducted on the M&IE expense rates?

A MAIE study is conducted approximately every three fo five years. In FY 09, GSA
conducted a nationwide meals study, effective In FY 10, to more accurately reflect actual
pricas charged by restaurants in areas frequented by federal travelers. Based upon data
raceived from more than 9,000 restaurants, the M&IE ters range from $46 - $71.

What is the M&IE reimbursement rate during the first and {ast travel day?

On the first and last ravel day, Federal employees are only sligible for 75 parcent of the
total M&IE rate for their temporary duly traved location (not the official duty station
location). For your convenience, the M&IE breakdown page has a table showing the
calevlated amount for the "First and Last Day of Travel."
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Can I combine the lodging and M&IE per dlem rates ("mix and match”) in order to
get a nicer hotel room or spend more on meals?

For federal employees, the Federal Travel Regulation {FTR} does not mzake a provision for
“mixing and matching” reimbursement rates. The lodging per diem rates are a maximum
amount; the fraveler only receivas actual fodging costs up fo that maximum rate.
Thierefore, there is no "exira” lodging per diem fo add to the M&IE rate. Likewise, the M&IE
per diem cannot be given up or transferred to lodging costs. Ses FTR §301-11.100 and
§301-11.101 for more information.

Do | need to provide receipts?

For any officiat temgorary travel destination, you must provide a recelpt to substantiate
your claimed travel expenses for lodging and receipts for any authorized exponses
Incurred costing over $75, or a reason acceptable to your agency explalning why you are
unabls to provide the necessary receipt (see Federat Travel Regulation §301-11.25).

What do | do [f there are no hotels availabie at per diem?

You may ask your agency o authorize the actual expense allowanca provision. The
Federal Travel Regulation {FTR) §§301-11.300 through 306 noles that if lodging s not
available at your temporary duty location, your agency may autherize or approve the
maximum per dism rate of up 1o 300% of per diem for the location where lodging Is
obtalned. You should also ensure you have checked www.fedrooms.com fo confirm there
are no rooms avallable at per diem In the area where you need to travel,

. Dot recelve a meal reimbursement for day travel away from my regular duty

siation?

According to the Federal Travel Regulation {FTR), travelers are entitled to 75% of the
prescribed meals and Incidentat expenses for one day iravel away from your officlal station
if it is fonger than 12 hours, Please see FTR §301-11.101.

How much per dlem can | pay a confractor?

GSA establishes per diem rates and related policies for federal travelers on offictat travel
only, and cannot address specific inquirias concerning the payment of contractors. If the
contractor is on a federal contract, check with the contracting officer to see what is stated
in thelr contract. Contractors should also check the travet regulations of their company.

How much can a trucker deduct for meals per day?

GSA establishes per diem rates, along with its policies for federal employees on official
travel only. Truck-related questions should be addressed either o the Depardment of
Teansportation {www.dat.gov} or the Internal Revenue Service (www.irs.gov).
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