
RESOLUTiON 2016-5

TRAVEL POしICY

A RESOしUTiON PROVIDING FOR THE REIMBURSEMENT OF REGISTRATION FEES, AND TRAVEし

EXPENSES FOR OFFICERS AND EMPしOYEES OF THE TOWN OF FORT BRANCH

WHEREAS, it may be necessary for o冊cers or empIoyees ofthe Town of Fort Branch to traveI in

the course of performingtheir duties.

NOW, THEREFORE′ BE IT RESOしVED bythe Fort Branch Town Council′ Gibson County′ Indiana

that:

An o冊cer or empIoyee may be reimbursed for miIeage at the federal govemment miIeage rate

forthe use of privateIy owned automobiles for o冊ciai business. However′ SuCh reimbursement

may be made onIy ifthe empioyee carries motor vehicIe IiabiIity insurance as required by law′

and demonstrates proofofsaid insu「ance.

Mileage w紺be reimbursed at the federaI rate.

An o怖cer or empIoyee must fiIe aII receipts on appropriate forms. The o怖cer or empIoyee

must state origin and destination ofeach trip in su怖cient detaiI to account forthe miIeage

cIaimed. GoogIe or other intemet mapping directions showing round trip mileage are

acceptab-e in place ofodometer readings. No reimbursements are payable for traveI between

home and o怖ce. Travel between Town HaIl and F冊h Third Bank, Fo直Branchto make deposits

and anyothe「 banking business and the Fort Branch Post Officefor ma= pick up and drop o師s

to be reimbursed forthe Cierk-Treasurer and her empIoyees. Travel expense repo直S, Which

incIude traveI expenses, incurred more than th而y (30〉 days before the voucher date must be

accompanied by a letter ofexplanation deta冊gthe reason.

If using a town credit card or paying expenses person訓y′ a= cIaims and receipts must be tumed

into the CIerk-丁reasurer within seven (7) days ofthe trip.

Personal expenses incurred in traveIing are not reimbursabie′ incIuding but not Iimited to′

persona- teIephone calls′ Iaundry′ entertainment′ and alcoholic beverages.

When trave-ing outside the Iocal units′ boundaries on o怖ciaI business′ O冊cers and empioyees

maY aIso be 「eimbursed for iodging′ meaIs′ Parking fees and registration for events. The claim

for reimbursement of lodging and registration shouId be supported by itemized receipts and

proofof registration. A-l meaI receipts must show itemization of purchase and all receipts must

be tumed into the CIerk-Treasurer with seven (7〉 days ofthe trip"

Accordingto IRS Regu-ations′ While traveIing on business′ uniess empIoyee has ovemight

accommodation, meaIs w川be taxable.



Perthe State Board ofAccounts, minimum meai payment is as fo=ows: ;6.50 for breakfast,

;6.与O for Iunch, and ;13.00 for supper. The council now sets maximum meaI payments as

fo=ows: $40,00 per day, With receipts required.

EmpIoyees must present a SaIes Tax Exempt Ce面ficate at time ofcheck in at motels/hoteIs, aS

Sales tax is non-reimbursabie.

Ovem鳴ht Iodging w川be `Paid fortrips that are fifty (50) miies or more from the town, Or if

Permission is obtained from the counciI priortotraveI, for IACT or lLMCT conferences that may

be heid in Evansv川e, indianathat are morethan one (1) day.

Cierk-Treasu「e「 may attend ILMC丁conferences, IAC丁conferences, HR UnIimited CIasses, OCRA

Classes′ lACT cIasses′ Keystone cIasses, State Board of Accounts cIasses, indiana Rurai Water

Association cIasses′ and A冊ance of Rurai Water classes, and any otherwater, WaSteWater Or

StOrm Water CIasses as she deems necessaryto keep cu「「ent on requirements of herjob, With

Said expenses incIuding registration, miIeage, rOOm eXPenSeS, Parking expense and meais to be

reimbursabIe as set out above. These expenses may be sp=t between the Town, Water and

Wastewater depa直ments where appIicable.

iN WITNESS WHEREOF, the Fo巾Branch Town CounciI hereunto set their hands that this

resolution be deemed effective this 19th day of May, 2016.

FORT BRANCH TOWN COUNCIL

Tom HauschiId, Councii Member

A丁「EST:


