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6.1

Introduction

The Navajo County Travel Policy is to be used for all authorized County travel. Non-
compliance with the Navajo County Travel Policy including the improper claim of
expenses may result in appropriate disciplinary action up to and including termination.

The purpose of the Navajo County Travel Policy is to ensure:

A.

B.

E.

6.2

Compliance with State of Arizona Revised Statutes.
Compliance with applicable sections of the U.S. Internal Revenue Code.

Travel expenses incurred while conducting official business of Navajo County are
appropriate and necessary.

Reasonable accommodations and expense reimbursements are provided to
Navajo County employees.

Compliance with the County’s formally adopted budget.

Statutory Authority

Arizona statutes allow for the reimbursement of travel expenses for state employees and
officers under A.R.S. 838-621 thru 838-637. Navajo County generally follows the
provisions of these statutes.

6.3

A.

Definitions

Authorized travel — Travel for official County business that has been budgeted and
approved by the appropriate Elected Official, Department Director or the County
Manager.

Conference Designated Lodging - The hotel(s) where a conference, convention,
seminar, training, affiliate or association meeting is being held as specified in the
brochure. Accommodations at alternate hotels in the immediate vicinity of these
functions may be considered as conference designated lodging when no
vacancies exist at the recommended hotel(s).

Duty Post - The place an officer or employee spends the largest portion of his
regular working time or the place to which they return on completion of a special
assignment. An employee who has more than one place of work on a regular basis
is deemed to have multiple duty posts. In accordance with A.R.S 811-215 the duty
post for members of the Board of Supervisors shall be their principal residence.
The duty post for members of other boards, commissions, advisory committees
and volunteers who are not employees of the County shall be their principal
residence.



6.5

D. Normal Work Day - The typical period of time an employee is at work.
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E. Business Meal - A meal that is consumed while conducting official County
business.

F. Per Diem - The maximum daily allowance for meals and travel related expenses.

G. Travel Status - An employee is considered to be on travel status when traveling on
County business outside of Navajo County and more than fifty miles from their duty
post or personal residence if closer to the destination.

H. Local Mileage - Personal vehicle mileage that is eligible for reimbursement when
an employee is not on travel status.

Conference — Refers to conferences, conventions, seminars, trainings, and affiliate
or association meetings.

J. Volunteer - A person that is giving their time, assistance and expertise to the county
without compensation.

6.4 Travel Policy

A. All authorized travelers may claim expenses as provided in this policy.

B. Maximum Mileage, Lodging and Meal Reimbursement rates are established by the
Navajo County Board of Supervisors (see Section 6.10).

C. The Elected Official, Department Director or their designee must authorize all
employee travel. All out-of-State travel must have prior approval of the Elected
Official or County Manager.

D. A Navajo County purchasing card is the preferred method of payment for all
authorized travel expenditures. If a traveler requires an advance or reimbursement
only one check will be issued for each authorized travel.

E. Each department is responsible for providing direction and information concerning
travel to their personnel, subject to the limitations of the travel policy.

F. The Elected Official or County Manager may authorize exceptions to the provisions

of this travel policy for extraordinary circumstances. Such exceptions must be
documented.

Conferences



Reaqistration expenses for conferences should be paid with a purchasing card in
advance. When purchasing cards are not accepted a purchase order for the
registration should be submitted early enough for routine processing through the
accounts payable system.
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B.

6.6

Lodging at a conference hotel may be for an amount in excess of the Maximum
Travel Reimbursement Rate if approved by the Elected Official or Department
Director. If the conference hotel rate is more than 110% of the amount allowed
under the Maximum Travel Reimbursement Rate prior approval of the Elected
Official or County Manager is required.

Transportation
Allowable expenses include common carrier fares, privately owned motor vehicle

mileage, bridge and road tolls, necessary taxi, bus or streetcar fares, motor vehicle
rental, and reasonable baggage handling expenses.

The means of transportation should be the most economical and in the best
interests of the County. Any portion of travel by an indirect route or for personal
business is not an allowable expense. Excess travel time must be charged to
annual leave.

A valid Arizona driver's license is required if an employee is driving any motor
vehicle while on County business. The employee must enter their driver’s license
number on the Employee Travel Form.

County Vehicles

1. County vehicles must be used for travel when possible. Elected Officials
and Department Directors may approve the use of private vehicles when
necessary. Local mileage may be approved for employees not on travel
status to conduct county business if a county vehicle is not available.

2. Out-of-state use of County-owned motor vehicles must be approved by the
Elected Official or County Manager.

3. County fuel and maintenance facilities should be used whenever possible.
County purchasing cards may be used for the purchase of fuel, oil and minor
repairs of County vehicles if necessary. Each department is responsible for
the costs of operating their County-owned motor vehicles, including fuel,
parking, maintenance and repairs.

Privately-Owned Motor Vehicle

1. Out-of-state travel using a privately owned motor vehicle may be allowed
with approval by the Elected Official or County Manager. Mileage will be
authorized at the lesser of either the mileage times the adopted mileage
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2.

rate or air coach fare to the same destination plus applicable ground
transportation costs. If a privately-owned vehicle for out-of-state travel is
used for the convenience of the employee per diem should not exceed
amounts allowed by the most efficient means of travel. Any additional time
taken to drive a private vehicle out-of-state must be taken as annual leave.

Mileage reimbursements may be authorized for in-state travel at the current
mileage reimbursement rate (Section 6.10). Mileage can be calculated
using actual odometer readings, official maps or internet mileage
calculations. Documentation supporting mileage should be included with
the Employee Travel Form.

Purchasing cards are not to be used to purchase fuel for privately owned
vehicles.

Personal insurance is required for all employees operating a privately-
owned vehicle on County business as required by ARS 828- 4135. If an
employee does not carry motor vehicle liability they will be prohibited from
using their privately-owned motor vehicle on County business.

Liability for an accident in a privately owned motor vehicle while on County
business is covered by the employee’s liability insurance policy. If the
accident liability exceeds their personal liability coverage the County's
insurance program may provide some coverage. The County will not
reimburse an employee for any physical damage to a personal motor
vehicle involved in an accident, regardless of fault.

F. Rented Motor Vehicles

1.

3.

Rented motor vehicles must be for the benefit of the County and not for the
personal convenience of the employee. The Elected Official or Department
Director is responsible for determining that a rented motor vehicle is the
best option.

When an employee rents a motor vehicle on County business they are
automatically insured for liability and physical damage losses. Therefore,
rented motor vehicle insurance costs incurred by the traveler are not
reimbursable.

Gasoline purchases should be made with a purchasing card.

G. Airlines

1.

Allowable expenses for commercial air travel shall be limited to the lowest
fare available. The cost may exceed the lowest fare if air travel at a higher
cost results in a clear benefit to the County.

Flight insurance can only be purchased at the employee’s expense.



3. Commuter flights from local areas to Phoenix are an acceptable mode of
travel when such travel is prudent and reasonable. Commuter flights must
be pre-approved by the Elected Official or Department Director.

H. Chartered Aircraft

1. Chartered aircraft travel is allowed provided a common carrier is not feasible
or an alternate mode of travel is impractical.
2. Use of chartered aircraft must be pre-approved by the Elected Official or
County Manager.
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3. Chartered air service may only be obtained from FAA licensed commercial

flight operators.

Privately Owned Aircraft - Requires prior Elected Official or County Manager
approval. Mileage reimbursements are based on statute miles at adopted rates
(see Section 6.10). Mileage should be determined using the most direct air route.
Landing and parking fees are allowed except at the location where the aircraft is
normally based.

J. Railroads and Buses - Railroad or bus travel may be used when convenient or
economical and their use will not involve excessive travel time.

K. Local Transportation, Tolls and Parking - Taxi, bus, limousine and streetcar use is
classified as local transportation and can be reimbursed. Other expenses such as
tolls and parking are also reimbursable. Purchasing cards should be used where
possible.

L. County Liability Insurance

1. County Administration has established programs to handle all claims for
property damage, public liability and workers' compensation involving the
County, its property and employees.

2. Should an employee become involved in an accident that results in damage
to County property, damage to property of others, bodily injury or some
other form of damage to an individual or organization, the situation should
reported immediately by phone to administration. A full written report must
be submitted to administration on the risk management incident form.
Personal injury must be reported on the Workers Compensation form.

3. In addition to the above information, the employee directly or indirectly
involved in an accident, shall not talk about the accident to anyone other
than the appropriate individual(s) within their department, administration or
an attorney representing the County. Other than these people, no
discussion should take place concerning the accident, nor should any
reports be given to any other individuals.



6.7 Lodging

A. In-County lodging will not be reimbursed unless (1) an emergency exists and
lodging is approved by the Elected Official or Department Director or (2) lodging
costs are associated with a conference being held in County and is more than 50
miles away from the employee’s home.

B. Out-of-County lodging may be authorized when the employee is in travel status
and their work day is extended beyond 13 hours.
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C. Lodging must be at a commercial establishment at the lowest available rate such
as state government, corporate, commercial or internet special. Maximum
allowable lodging rates are included in Section 6.10.

D. Reimbursement for lodging shared with an individual not on County business
(such as a spouse) will be at the single room rate.

6.8 Meals

A. Eligibility for authorized meal expense reimbursement - Employees must be in
authorized travel status to be eligible for meals. Authorized meal expense is
limited to actual expense up to the daily per diem amount. Employees must be in
travel status a minimum of five hours to be eligible for meal allowances.

B. Travel Advances — Travel advances will be issued for per diem amounts only upon
prior approval of the Elected Official or County Manager.

C. Meals provided by Hotel, Meeting or Conference - No allowance will be authorized
when meals are provided by the hotel or organization as a part of a conference or
meeting.

D. Meals provided while traveling without an overnight stay is taxable. Meals provided

while on travel status with an overnight stay is not taxable.

1. Breakfast — Is not allowed on the first day of travel unless approved in
advance by the Elected Official or County Manager.
2. Other Meals — Allowance of lunch and dinner on the first and last days of

travel must be approved by the Elected Official or Department Director
considering an employee’s authorized hours of travel.

3. Overnight Travel within Navajo County — If travel is authorized under Travel
Policy Section 6.7(A) meals will be allowed.




4, Emergency Meals - Under emergency circumstances meals or meal
allowances may be provided by Navajo County with the approval of the
Elected Official or County Manager.

5. Business Meals - When required to conduct official County business prior
approval of the Elected Official or County Manager must be obtained.
Documentation to justify the validity of a business meal should include a list
the names of the persons who attended the meeting and an agenda or
statement as to the business purpose of the meeting.

6. Volunteer Reimbursements - In accordance with A.R.S 811-251(49) the
Planning & Zoning Commission, Board Of Adjustment, Workforce
Investment Board and other boards comprised of volunteer members are
authorized per diem at the dinner rate, regardless of the meeting time.
Round trip mileage to a meeting from their personal residence is also
allowed. See Section 6.10 for meal and mileage reimbursement rates.
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7. Tips — Reasonable tips may be allowed and are included in the maximum
meal reimbursement rates (see 6.10(C)).
6.9 TRAVEL RECONCILIATION

The Elected Official or Department Director or their designee should ensure:

1. That all travel expenditures are within their adopted budget.

2. The travel complies with the County Travel Policy and has been properly
approved.

3. Adequate travel documentation is maintained.
a. A commercial establishment's original purchase order, invoice and

receipts as applicable are required for travel expenses including
conference registrations, transportation, lodging, meals and other
miscellaneous charges.

b. Copies of all registration forms, meeting schedules, brochures or
agendas shall be submitted with the Travel Form.
C. Copies of purchase made with the County purchasing card can be

included with the Travel Form. Original P-card receipts are retained
with the monthly P-card reconciliation.

4, The Employee Travel Form is properly completed and signed by the
employee and department official.
5. The original Employee Travel Form including supporting documentation is

maintained by the department. An electronic copy of the Employee Travel
Form and supporting documentation will be maintained on-line for audit and
review purposes.



6. When a travel reimbursement amount is due to an employee a copy of the
Employee travel form will be submitted to Finance where the payment will
be processed promptly through the County’s accounts payable system.

7. Amounts due to the County are repaid within a reasonable amount of time.
If amounts are not repaid timely they may be withheld from the employee’s
bi-weekly payroll.

6.10 Maximum Travel Reimbursement Rates — Updated August 1, 2016

A. Personal vehicle mileage reimbursement: 44.5 cents per mile
B. Privately-owned aircraft 99.5 cents per statute mile
C. Meals $50 per day for all locations
e Breakfast $10.00
e Lunch $15.00
e Dinner $25.00
(6.10 Cont.)
D. Lodging — See the State of Arizona Accounting Manual for current lodging rates

https://gao.az.gov/sites/default/files/5095%20Reimbursement%20Rates%20160328.pdf



https://gao.az.gov/sites/default/files/5095%20Reimbursement%20Rates%20160328.pdf

