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It is the policy of the City of Beloit to reimburse employees for reasonable and necessary expenditures made by employees on official City business.  Reimbursements shall include mileage at the rate established by the Internal Revenue Service (IRS), common carrier fares, lodging and meal expense and other related expenses including, but not limited to tools, books and materials, car rentals, telephone calls and internet access related to city business, tips not exceeding 20%, etc.
a.  Approval.  All expenses must be itemized and submitted to the City Administrator for approval on a City of Beloit Travel Request and Expense Report form with receipts attached.  All travel shall be budgeted and receive prior approval from the Department Head and the City Administrator.  Out of state travel beyond immediate adjoining State of Nebraska will not be approved unless specifically budgeted and approved as a line item for “travel” in the annual budget or as an exception to the budget as approved by the City Council and recommended by the City Administrator.
b. Travel Advances.  The City will pay travel advances only to third party providers to cover registration, hotel/motel costs and educational materials associated with educational training.
c. Lodging.  Hotel or motel accommodations shall be reasonable and shall be reimbursed on an actual cost basis consistent with facilities available in proximity to the location of the conference or business meeting to be attended.  Single occupancy rates will be reimbursed.  Employees should request the government rate and show their City of Beloit government identification when booking lodging.
d. Meals.  Meals and tips will be paid for out of city travel.  The maximum per diem allowance for meals shall be $50.00 per day for meals and tips, subject to future adjustments as recommended by the City Administrator and approved by the City Council.  Receipts are required in order to be reimbursed for meals.  Payment for in-city meals will be paid for banquets and/or programs involving special community events with prior approval of the City Administrator.
e. Transportation.  Transportation cost will be reimbursed as follows:
· Automobile mileage:  Reimbursed for the most direct route at the current mileage rate as approved by the City council.  
· Car rental:  Reimbursed for the most direct route if necessary to complete travel arrangements.
· Air travel:  Reimbursed at the rate of coach fare.  The use of discount fares is encouraged.
f.  Non-allowable Expenses.  Non-allowable expenses of City funds include, but are not limited to, tobacco, alcohol, personal telephone calls, first class travel accommodations, loss or damage of personal property, personal postage, cleaning, barber, beauty shops, toiletries, in room movies or any “entertainment” not related to the purpose of the travel.
g. Travel for Non-Exempt Employees.  Non-exempt employees will be paid at the normal rate equal to the normal work day for the time spent traveling overnight on out of City designated purposes.  If the employee is required to be out of City for a one day assignment rather than reporting to the regular site of employment, that does not involve an overnight stay, all travel time will be considered compensable work time.
