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POLICY

The Solano County Board of Supervisors is committed to the principles of integrity, dignity,«
excellence, and accountability. -The Board is also committed to employing a workforce
that is professionally competent, active in their respective professional associations, well-
trained, and capable of providing the highest quality services to the residents of Solano
County. -It is the policy of the Board of Supervisors that all persons in the service of the
County will use due diligence in determining and evaluating the need for travel in carrying
out the County’s business. -Each instance of travel should be clearly justifiable as to the
cost, the value derived, and the number of individuals required to attend. -Every effort
should be made to assure that the key elements or results of any meetings, conferences,
workshops, or other presentations obtained while in a travel status are disseminated to
other staff so they may also benefit.

itis further the policy of the Board that det artments heads-will budx.et monitor, and control
travel expenditures, except in emergencies,

pursuant to the rules adopted by the Board and as admmlslered and dlrected by the
County Administrator and/or the Auditor-Controller, as appropriate.

As provided by state Sstate law, any elected or appointed official and all other individuals
in the service of the County who are required to travel in the performance of their official
duties shall be reimbursed for all authorized and necessary expenses incurred, subject to
the limitations set forth in this Travel Policy. and a and-all-Memoranda of Understanding
or the Personnel and Salary Resolution, as applicable. -andBenefits Summaries:

All persons in the service of the County are expected to secure transportation, lodging,
meals, and other incidental expenses as economically as is reasonably possible.

This Travel gPolicy is—intendedto—addresses fravel expenseseeosts incurred by in

sonjuaction-with-the travel-ofall persons in the service of the County. However, this Travel

pPolicy does not supersede any contractual or other agreement between the County and
any of its bargaining units, employees, or other persons in the service of the County.

1.1.56 All prier-existingprevious County travel policies, practices. and procedures are hereby

1.2.0

1.2.1

repealed and replaced by this Travel Policy. -The County Administrator and the Auditor-
Controller shall, periodically and as otherwise necessary, review this Travel Policy and
make appropriate revisions as needed.

DEFINITIONS

For the purpose of administering this Travel pPolicy, the following words and phrases are
defined:

18

“Authorized County Activities” as-used-herein-includemeans: travel within and outside of«--.

the County of Solano to conferences, meetings, presentations, seminars, workshops,
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training sessions, periodic field visits, and such other activities as are necessary to
conduct the County’s business. For members of the Board of Supervisors. this may
include networking events with _other _intergovernmentalpublic agencies or
intergovernmental organizations.

A P
B. “Budgeted Funds” means funds appropriated in a department's budget for travel, funds in
adepartment bu hat could be made available for travel. or rovided n entit

other than the County.

B.C. “County Administrator’ and “department head” shall include histhertheir authorized

representatives_or designee(s).

. “County Administrator or the Chair of the Board of Supervisors, as agpropriate” means+

-

that for all persons in the service of the County, except the County Administrator,_the
County Counsel and the members of the Board of Supervisors, the approval/appeal
authority is the-Department Head—and/orthe County Administrator. For the County
Administrator_and County Counsel-and-the-members—of-the Board-of-Supervisors, the

approval/appeal authority is the Chair of the Board of Supervisors. For members of the
Board of Supervisors, the approval/appeal authority is-andfer the full Board.

Vi I s work site on a given day and any side tnps or travel m laken
for reasons of personal business. or other non-County business.

E.F.  “Persons in the Service of the County” shal-ineludemeans all employees including elected-
and appointed officials, County department heads, contract employees in the County
payroll system, and all non-salaried persons serving on County boards, commissions,
advisory agencies, and committees, as well as persons donating services to the County.
Independent contractors do not fall under this definition. Any reimbursement granted to
contractors must be specifically provided for in their contract, and they shall not be entitled
to rely on this Travel pPolicy as the legal basis for such reimbursement.

G. “Primary Work Location” shall-means the location where the gerson in the service of the<------
County is assigned -by-the-Ddepariment Hhead or their designee-to perform the routine
duties of their office; employment. or service. The primary work location may change and
shall be communicated to the employee as soon as reasonably possible, Should an _..--
employee be temporarily assigned to a different location other than their primary work
location. their elic
and the primary location, if applicable. is subject to the respective Memorandum of
Understanding or the Personnel Salary Resolution grovisions applicable for their position.

RN
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costs for in-Ceunty—travel within _the County. However, such individuals may be

reimbursed for eligible travel expenses incurred while traveling outside the County.
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1.3.24 All claims for travel expenses shall-must be submitied-approved by the Deparment
department Head-head and submitted to the Auditor-Controller for review and payment.
The Auditor-Controller shall ensure all claims authorized for payment comply with this
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Travel Policy. -Claims denied by the Auditor-Controller may be appealed to the County
Administrator or to the Chair of the Board of Supervisors, as appropriate.

All travel requests shall-must be submitted to the Beparimentdepariment Headheader

histher-designee(s) and aporoved in advance jorprier-approvak using the ‘Authorization
for_Travel Authorization-Reguestand Expenses’ Fermform,; included in-this—pelicy—as
Attachment EA of this Travel Policy.

The selected mode(s) of transportation selected-must be censistent-with-sconenmy—and«

efficiencyas _economical as is—reasonably possible. If a person chooses, with prior

department head authorization, to drive a personal vehicle instead-eftaking-anotherform
e_f—&&e—kanspeﬁaﬁenmstead of ﬂvlnq4e thedeshﬂatm relmbursementwm be I|m|ted to
the_lower of either sh

eﬁﬂen-lewer—eibetween—the mlleaqe reim bursement andor the cost of alrfare (see sectlon
1.7.2). AII travel expense 5

erelmbursements ier—tFaaael—e_*@nses—are also sub|ect to sSectlon 1 3. 3 of thls
Travel pPolicy.}
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1.3.7_When a Beparment-department Head-head is traveling outside of-the County; on+---- -/ | “Formatted: Indent: Left: 0, Hanging: 0.5",

County business, he/shethey must shall-inform advise-the most senior management
individual(s) in their department of his/hertheir travel plans to ensure se-that-he/shethey
can be reached if necessary. When a Bepartmentdepartment Head-head is fraveling out
of the-State-state or out of the Ceuntrrcountry (whether on County or personal business).
helshethey must shall-notify advise-the County Administrator or the Chair of the Board of
Supervisors, as appropriate, in_addition to as—well-as—the most senior management

individual(s) in their depaﬁment%dheﬁhew—traveLplans—se—he#she&e&nbe%eaeheé
Hresessany

AUTHORIZED TRAVEL

Persons in the service of the County arepermitied-tomay travel within California -state
and-to the Reno/Tahoe area. or en-out-of-state travelwhen reguired to comgply with a court
order or federal/Sstate laws {e.q.. sush-as-extraditions. compliance checks, etc.), with prior
approval of their department head. :—without—prier aApproval from the County
Admlnlstrator or the Chalr of the Board of Supemsors-as—app{:epnate—as—leng—as—sa\ld

not neer—saawreqwred in those cases. The necessnv ed—mustof such travel must be clearli

documented in the travel report for audit purposes.

Except for-the-Reno/ake-Tahoe-area-as noted in sSection 1.4.1, all etherrequests for
discretionary out-of-state travel require prior approval from both the Depariment
department Head-head and the County Administrator or the Chair of the Board of

numbenng

| Formatted: Tab stops: Not at 0.5"

No bullets or



Inception Date: 7/6/1953
ast Revision Date: 2/28/2042 10/1/2025 |j

A-1 TRAVEL POLICY YY) bard of SupervisersCounty Administrator

Page: 5 of 18|

Supervisors, as appropriate, for-consideration-and-processing-to-justifythe-out-of-state
travel-using the Fravel-Autherization-Request FormAuthorization for Travel and Expenses
form, included in—this—poliey—as Attachment EA to this Travel Policy. The County
Administrator or Chair of the Board will determine if the out-of-state travel is justified.

1.4.3 Travel by members of official County committees, commissions, and boards shall be
approved by the Deparmentdepartiment Head-head overseeing the funding for such
entities. -Such travel shali be within the limits of appropriations. and subiect to all other
requirements of this Travel pPolicy.-

- Formatted: Indent: Left: 0", Hanging: 0.5", Tab stops: Not
1.4.4 Travel and other expenses incurred by members of the Grand Jury, including any special«--. at 0.5" _
Grand Jury, -shall be approved by the Superior Court Executive Officer. -Claims shall be | Formatted: Tab stops: Not at 0.5"
submitted monthly on a Grand Jury Travel Claim Form, specifically and exclusively for use
by the Grand Jury, which ensures the confidentiality of the Grand Jury’s acfivities.
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mgloyees outside of normal work hours travelmg to tralnlngs megtlngs andfor
assignments at-anyat locations other than the primary work location is generaily not

compensable time except as unlessotherwise addressed in the applicablesffective
Memorandum of Understandmg—sevemg—the—mdmdual(—s)qnvelved ~TheFair-Laber
i Time spent in travel away

from home outside of regular working hours as a passenger on an airplane, train, boat,
bus, or automobile is not compensable work fime *
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1.51

by—pPersons travellng in the service of the County should use the least expensive mo de
of transportation that appropriately_meets the need of the travel. -They Persons-inthe
sew;se—ef—the—@euﬂty—are encouraged to use their personal vehicles private-means—of
iranspertation-when doing so H-is the most efficient and least-cost-effectiveexpensive
option for the County. Department Heads-heads should monitor individual mileage
reimbursement claims to determine whether the use iof a County vehicle would be more
cost-—effective.

1.5.2  Generally, if an individual chooses, with prior department head approval, to use a personal
vehicle instead of flying to the destination, reimbursement shall not exceed the lower of
the following:
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e The mileage reimbursement based on the County’s approved rate; or
e _The cost of the most economical available airfare.

The department should perform a cost comparison between using a personal vehicle and«------| Formatted: Indent: First line: 0"
public transportation using the most economical rate for comparison and attach the
comparison to the travel claim.

=== Formatted: Tab stops: Not at 0.5"

1.5.23 Private vehicles used for County business shall-must be equipped with seat belts, and all
passengers must use them as required by law - and-tThe
vehicle must be currently registered and insured as reguired by state law.-

*------ ' Formatted: Indent: Left: 0", Hanging: 0.5", Tab stops: Not
1.5.24 The County shall not be liable for any claims related to-for vehicle rental, ervehicle-repair<-- at 0.5
or restoration as-a-resulting efanfrom accidents, vandalism, or any other ferm-of-damage | Formatted: Tab stops: Not at 0.5" )

arising eut-offrom the use of a privately owned vehicle for County business. except for
reimbursements -for expenses-asspecifically provided underby this Travel pPolicy and the
effestive-applicable Memorandum of Understanding covering the individual involved. Risk
Management recommends the—purchasinge—of additional auto insurance coverage,
including coverage -that-allows-for loss of use of a personal vehicle, to protect against
potential gaps while using their private vehicle for County business.

R | Formatted: Indent: Left 0", Hanging: 0.5", Tab stops: Not
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to, including—parking, moving, and equipment violations efunder state or local laws,
regardless of whether the vehicle was used for County business.
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1.6.1 Persons in the service of the County whe-use depariment-assigned-Ceunty-vehicles—or -~ | Formatted: Tab stops: Not at 0.5"

who-use-County-Fleet- Management-poel-vehicles-typically use County vehicles de-so
when their duties -pature of their-Ceuntyservicerequiresinvolve extensive driving, client

transportation, ardfor the use of specialized equipment required for County business.

-County vehicles are assigned to departments based on operationzl need and available
funding. -and—the-Repartment-dDepartment Head-heads isare responsible for the
assigningment and monitoring ef County vehicles within their Bdepartmentgepartment.
To ensure cost-effective use of County resources, department heads should evaluate
Lowthe utilization of assugned County vehlcles sheulé—be—eva%ua&ed—annually%

County Fleet Management may independently alse-track vehicle utilization and may adjust
a department's vehicle allocation if it is determined that a vehicle is not sufficiently utilized
enocugh-to justifyication itsthe engoing cost to the County, or if the need for the specialized
equipment no longer exists.
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1.6.2 When traveling outside of Solano County, gaselinefuel, eiectric/hybrid vehicle charging
costs, and repair expenses incurred in the operation of a County Fleet-Management
vehicle erinthe speration of a-department-owned-vehicle-will be reimbursed as follows:

A~ Gaseline—Fuel and Electric/Hybrid Vehicle Expenses for a County Fleet Management-- | Formatted: No underline =
Vehicle Assigned to a Department or for a Department- -Owned Vehicle— Depariments will | Formatted: Indent: Left: 0", Tab stops: Not at 1.25" i

reimburse employees A-persop-incuming-gacoline-for fuel expanses-or eleclric/hybrid
vehicle charging expenses incurred during the authorized in-the-operation of a County

Fleet-Maragementvehicle.-assigned-to-a- department-orinthe-operation-of a-depariment-
owned vehicle-will be-reimbursed-by his-or-hertheir department:
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s Formatted: Font: Font color: Black
CrFor addltlonal mformatlon and requnrements Gh@gﬁeﬁw& Formatted: Indent: Left: 0", Hanging: 0.5, No bullets or
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D.  Repair Expenses for a County Fleet Management Vehicle Assigned to a Department or . | Formatted: No undertine
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under $250 to the vehicle (i.e., flat tires, fan belts, radiator, heater hoses, etc.) by a
competent dealer, repair shop, or service station shall be reimbursed by County Fleet
Management. -Repairs to the vehicle estimated to exceed $250 must be pre-approved by
County Fleet Management, and collect calls to County Fleet Management will be accepted
for this purpose.
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All requests for reimbursement for gaseline-fuel or repair expenses shall-musi be

accompanied by original receipts for the actual costs.
oo  Formatted: Tab stops: Not at 0.5"

1.6.3

County vehlcles may not be used to transport mdrwduals who

are not employed by or otherwise officially engaged in service to the County. Exceptions
are permitted when transporting non-County individuals is an essential function of an
employee's official duties. For example. in roles like —lr-seme-casesthe-nature-ofan
empleyee—s—werk—(—r—e—@correctlonal Qofflcer Ddeputy Sshenff or Ssocial Wworker etc)

%herr—}ebs—requ#e—%ha{—theyeln such cases transuortatlon of lndlvrduals le.q.. transpert
individuals-{i.e—foster children, clients, prisenersdetaineesd persons, etc.) is allowed when
directly related to County-authorized responsibilities.

Under no cwcumstances may Countw veh|cles be used to transoort as—rt—per—tams—te

oF famlly members or other unauthonzed mdlvrduals for personal reasons. —A_ny
Eexceptions to this sestion-of the-policy must be approved in advance by the department
head or the|r designee and must be con5|stent wrth the individual's official County duties.

464164  County vehicles may be taken home and routinely driven to and from work | Formatted: Indent: Left: 0", Hanging: 0.5", No bullets or
only if specifically authorized by the County Administrator or the Chair of the Board of _numbering
Supervisors, as appropriate. -{Refer to the Take Home Vehicle Policy (A-3) for additional
information.}

1.7.0 PUBLIC TRANSPORTATION

1.7.1 Travel by Aair (coach class), train, or other means of public_transportation may be+—- Formatted: Tab stops: Not at 0.5"

authorized by the Department-department Head-head when it is in the best interests of
the County. —(All travel involving chartered or; privately operated planes, or boats-ips
requires prior approval from the County Administrator or the Chair of the Board of
Supervisors, as appropriate.; Departments should schedule air and rail transpertation
travel sufficiently in advance of travel to take advantage of discount fares, whenever
appropriate. -In such-cases;iTickets should be purchased using procedures that result in
the lowest cost. -Common carrier expenses are reimbursable at the actual cost of tickets.
Unused tickets, or portions of tickets, are to be returned to the travel-agent-selling
agensyvendor and a credit must be secured.

An—individualCounty employees wheo—reseivesmay retain a promotional item (such as
including-frequent flyer miles, upgrades, erand access to airline or carrier loungeselubs-er

faerhtres) earned throuqh as—a—r:esui-t—ei—usme}offmal travel pa|d for b; the Count\, oF
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same terms as-theseoffersdavailable to the general public, #nd-{ii} at no additional cost
to the County. Jadividuals-reselving-promotional-items-shall-fully-observeEmplovees must
comply with applicable governmental prinsiples-of-ethics standards in—gevernment-and
travel regulations to avoid that-prevent-unnecessary eded-or inefficient official-travel.
(Reference Public Law 107-107, December 28, 2001, Section 1116, Retention of Travel
Promotional ltems)
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options such as airport shuttles, hotel courtesy vans, rideshare services (Uber/Lyft) or
taxis rather than rental cars whenever feasible. Expenses incurred for personal preference
or_non-business persenal-reasons will not be reimbursed. ¥When traveling together
individuals should carpool with-each-other whenever possible to reduce costs.

A rental car may be authorized with prior -Hewever-Wwith-approval from the Department

department Head-head when:
o _Formatted: Indent: Left: 0.5", Tab stops: Not at 0.5"
o The total cost of necessarv public transportation exceeds the cost of a rental*------ Formatted: Indent: Left: 0.75", Bulleted + Level: 1 +
vehicle: or Aligned at: 0.25" + Indent at: 0.5", Tab stops: Not at 0.5"

tr-aﬂspeptahen—meées—er—when—ﬂravel away from the conference sﬂe or hotel is
required_for County business.-the-expense-of-a-rental-carisreimbursable:

Rl Formatted: Indent: Hanging: 0.5", Tab stops: Not at 0.5"
—Rental car reservations shall be made by the department prior to travel and shall not be-- - rormatted: Tab stops: Not at 0. 5 a
modified without apgroval-from—the Department-department Headhead approval. —a
selecting-arentalcar-tThe department must shal-select the least g_genswe eesﬂy—vehlcle
that whishis-reasonably meets the business needs of the tripappropriateforthe-intended
needs. Departments should evaluate the-car rental rates with the County’s negotiated
rental car provider. CheskRefer to the County’s SharePaint site for current rates and
provider informationmere-irformation.
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e Formatted: Indent: Hang?g: 0.5", T_ab stops: Not at 0.5"

When retaining-renting a vehicle for County business, individuals must shall-purchase the Loss* - Formatted: Tab stops: Not at 0.5
Damage Wa|ver (LDW) in-erderto eliminate liability for any—damage to the rental car. No o

f Formatted: Indent: Left: 0", Hanging: 0.5", Tab stops: Not

1.8.0 MILEAGE REIMBURSEMENT |at 0.5"
1.8.1 The County’s mileage reimbursement rate shall be the standard rate established by the«-—-- | Formatted: Tab stops: Not at 0.5"

Internal Revenue Service (IRS). Necessary tolls and parking fees are also reimbursable.
Information regarding IRS mileace and Pper Bdiem rates can be accessed er-thetriermel
at www.gsa.gov.

1.8.2 Mileage reimbursement shall be made only for necessary travel direcily related to en
County business, less any personal use mileage.; Claims and-must be submitted erusing
athe Mileage Reimbursement formelais, included in this policy as-Attachment C.

Formatted: Indent: Left: 0", Hanging: 0.5", Tab stops: Not
at 0.5"

If the-travel involves inclided-any-expenses ether-than-travel-eestsbevond mileage li.e~-.
meals, lodging, registration fees). then a Vendor Travel Claim form {Attachment C} should | Formatted: Tab stops: Not at 0.5"

be used.

1.8.3 Personal use mlleage as deﬂned in thls l;ollc, is not ehmble for rembursementable

Formatted: Tab stops: Not at 0.5" + 0.69"

1.8.4 ln-theseeases—where \When a person in the service of the County drives-uses theire--- - | Formatted: Tab stops: Not at 0.5"
personal vehicle to travel directly from his/hertheir residence to the site of a meeting or
another County—authorized activity efficialpurpesethatis not located at their-thatpersen’s
primary work location, mileage reimbursement is allowedable for the actual miles driven,
less any personal use miles, and must shail-be for the shortest practical route.

For example, a person living in Vacaville with ~whesea primary work location is-in Fairfield;
who drives to Sacramento and back home on County business, weuldis-be eligible to claim
receive-mileage reimbursement for the round-trip mileage to-and-frombetween Vacaville
and Sacramento via 1-80, -frer-Vasavilleplusincluding any applicable connecting streets
and-plus-any parking fees. |f Tthe same person driveings to and from San Francisco from
Vacaville, -and-bask-homethe reimbursable mileage would be based -wewld-claim-on the

A= =R AL

round--trip distance mileage-between Fairfield and San Francisco via I-80, plus parking
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fees and tolls. Any Ppersonal use miles must be deducted from the total claimed mileage

1.8.5 Persons in the service of the County may earnot claim mileage reimbursement for the

business use of personal rivate-vehicles in-the-following-instanceswhen:

A. When—the—individualis—Riding with someone who will be claiming mileage- | Formatted: Tab stops: Not at 0.94" + 1"
reimbursement for-the-vehicle’s-use-from the County or seme-another au ! a E =mm—n
source. B

- Formatted: Tab stops: Not at 1"
B. \When-the-individualisTraveling in a County-owned or other government vehicle.«-----_ | Formatted: Tab stops: Not at 0.94" + 1"
-

C. When the-individual is tTraveling in a rental vehicle County-reimbursed by the Formatted; Tab stops: Not at 1*

Count!‘:en.ted_vehielel | Formatted: Tab stops: Not at 0.94" + 1"
*onm] | Formatted: Tab stops: Not at 1"

D. When-the-individuatin-the-service-of-the-Ceunty-rReceivinges other compensation«----- | Formatted: Tab stops: Not at 0.94" + 1"

for County business travel.

i Formatted: Indent: Left: (", Hanging: 0.5",

at 1"
| Formatted: Tab stops: Not at 0.5"

Tab stops: Not |

| Formatted: Indent: Left: 0", Hanging: 0.5",

at 1"

1.9.0 INSURANCE/AUTO ACCIDENTS

Tab stops: Not |

1.9.1 Persons in the service of the County shall-must provide evidence of valid auto insurance+-| Formatted: Tab stops: Not at 0.5"
to their Department department Head-head prior to operating a personal vehicle on County
business and annually thereafter.

It is the responsibility of each persons in-the-service-of-the-County-to verify Geﬂﬂ%Wlth‘ at 0.5"

their insurance provider company-that their policy includes prevides-coverage for business | Formatted: Tab stops: Not at 0.5"

use. -In addition, persons submitting claims for mileage reimbursement witb-must certify
that they maintain pessessien-of-adequate auto insurance coverage.

1.9.2 The County ‘sRisk-Management Division-requires the following minimum auto insurance«-.. at 0.5" B
coverage for individuals driving their personal vehicles orfor official County business, | Formatted: Tab stops: Not at 0.5"

unlessexeept—as otherwise specified provided—in the applicable Memorandum  of
Understanding-applicable-to-sush-individualc-employment:

"""" Formatted: Indent: Left: 0", Hanging: 0._5",

oeen | Formatted: Indent: Left: 0", Hanging: 0.5,

Tab stops: Not |

Tab stops: Not |

Personal Injury: $100,000 per person/$300,000 aggregate < | Formatted: Tab stops: Not at 0.5" + 2.75"
Uninsured Motorist: $100,000 per person/$300,000 aggregate - —
Property Damage: $50,000
Oror
Combined Single Limit: $300,000
1.9.3 Driving a personal vehicle inthe-service-of-theon County business without the required | Formatted: Tab stops: Not at 0.5"
minimum insurance coverage mavwill-_result in disciplinary action, up to and including - a

termination.
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1.9.4 Persons in the service of the County may slect-choose not to purchase collision coverage
on their personal vehicle. -In such instances, the County’s maximum reimbursement for
collision-related losses shall be limited to a total of $500 per accident, or sushthe amount

specified provided-in the effective-applicable Memorandum of Understanding-cevering-the
individual-invelved. —Any non-recoverable losses besause—due foef lack of collision
coverage are the individual’s sole responsibility.

1.9.5 Reimbursement affor insurance deductibles claims-will not be allowed if aathe individual
receives a traffic citation or if-itis determined fo be at fault thatthe-individuakisrespensible

for the accident.

1.9.6 Claims for reimbursement will-must be submitted filed-withio the Clerk of the Board of
Supervisors and will be administered by Risk-ManagementCounty Counsel

1.9.7 All auto accidents, whether in a County vehicle, rental vehicle, or privately-ewnedpersonal
vehicle, must shall-be reported immediately to local law enforcement, as required by law.

1.10.0 VALID CALIFORNIA DRIVER'S LICENSE

1.10.1 Persons in the service of the County shall-must file-submit a photocopy of their valid
California driver's license fowith their Depariment—depariment Head-head prior to
operating a personal vehicle on County business. -When-thelicense-ieUpon renewaled,
extensionded, or any changed to the licenseferanyreasen, an updated photocopy of-it
the license shallmust be submitted filed-with-to their department. -If the license is revoked
or suspended, the person m—the—semeeef—%he—Geunﬁ'—shaﬂmust immediately advise their
Departmentdepartment Headhead.

In-theaAlternatively, the department may visually confirm that the driver's license has
been renewed and record the confirmation i in make—a—netaﬂen—en—a Iog or other appropriate
document. -1k y

conducting this- verlflcatlony renewaL the department should also confrm proof of valid
evidence-ofinsurance.-should-also-be-verified-at the-same-time:

1.10.2 The County reserves the right to obtain driving records frommake—iﬁqaipy—te— the
Department of Motor Vehicles (DIMV}cegarding an-ndividual's deiving record and the

Ceurntyand participates in the DMV's Employer Pull Notice program. Refer to See-the
County’'s Driver Authorization and Driver Performance Policy (pafiey A-2) for more
information. -
bl | Formatted: Indent: Left: 0", Tab stops: Not at 0.5"
1.10.3 Driving in the service of the County without a valid California driver’s license will resultin<------| Formatted: Tab stops: Not at 0.5" -

disciplinary action up to and including termination.



. Inception Date: 7/6/1953
N2 ast Revision Date: 2/28/2042 10/1/2025
A-1 TRAVEL POLICY e b j County Administrator

Page: 13 0f 18

1.11.0 LODGING oo | Formatted: Keep with next, Tab stops: Not at 0.5”
1.11.1 With prior approval from the Bepartmentdepartment hHead, erthe-County Administrator,+---- | Formatted: Keep with next

or the Chair of the Board of Supervisors, as appropriate, lodging expenses incidental to
authorized travel shaliwill be reimbursed. -Consistent with relevantprovisions—of-the
Government Code section 532322, when lodging is required as a part of a County
authorized conference or meeting thatis netwithin-a-located more than 50- miles ragius
effrom the persenin service-to-the-Countyindividual's residence or primary County work
location, lodging expenses shall be reimbursed up to the maximum group rate published
by the conference or activity sponsor, provided that such group rate ledgingat-the-group

rateis available to the individualpersens-in-the service-of-the County. If the group rate is
not available, the individual persen-in-the-service-of-the-Ceuntyshallmust use-select

comparable lodging thatis-consistent with the general principles outlined in this policy.

Generally, lodqmr‘ relmbursement will not exceed the-persen-in-the-service-of the-County
the IRS per diem rate for ledgingin-theat area.
i i Exceptions to this
limit may be granted only when justified as necessary and typically requirewith-advance
prior_approval from the Depariment-Head-orBeard—Chair—as—apprepriate_Auditor-
Controller (ACO).— Prior ACO approval is not necessary when: (i) the conference or
meeting thatis the purpese-of-the traveltakesplace-in-is held at a hotel offering an official
conference ratewhere—1; or (i) —the-conferencerate—is—provided:—or2)-the cost of
transportation from a nether-less expensive sastiv-hotel exceeds any potential savings.
Adeguate documentation te—supporting the conference rate must be provided with the
Travel Request Form in lieu of the Excess Lodging Form. Lodging expenses incurred
within Solano County will not be reimbursed unless approved in advance by the County
Administrator or the Chair of the Board of SupervisorsBeard-Chair, as appropriate.

1.11.2 & Formatted: Tab stops: Not at 0.5"

Persons in the service of the County travelmr; on
County business may be eligible for exemption from the Transient Occupancy Tax (TOT)

imposed by many California count|es and cities on nltlhthf hotel and motel room rates.
To _minimize costs to the
County, all persons in the service of the Countv should utilize the available TOT exemption

certificate whenever possible. —to-save-the-County-this-additional-expense—The TOT
Exemption Certificate is included in this policy as Attachment ACD.

1.11.3 Persons in the service of the County shall request the lowest available rates or applicable
government rates when making lodging reservations. -A-persen-in-the-sepdee—-eithe
County-whe-is|f accompanied by a family member or friend._the individual is responsible
for any cost difference between the single reem-rate-and & double room rates. -When two
individuals covered by this policy share a room, only one person may be reimbursed at
the double occupancy rate;; butboth individuals persensmmay-cannot be reimbursed at the
single occupancy rate.-
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Reimbursement will not be provided for lodging in a private home or 2 shorf-term vacation
rental (e.q. @Airbnb, VRBO . etc.).

Lodging expenses may be eligible for reimbursedment beginmingstarting no sooner than+

1.12.0

1121

1.12.2

1.12.3

1.12.4

112,56

the evening prior to the beginning of the County—authorized activity and will generally end
the same day the activity endsas—the—ending—oftheCountyauthorized-activity. The
department head may make an exception if the County-—-apasaveduthorized activity ends

later than 6:00 p.m. aeserqu%%eﬂne—zene-whem%—aehw@v—takes—alaeelocal time.

18

PR

MEALS

This section is—intendedapplies to address—meals_expenses incurred ebtaiped—in
conjunction with authorized travel outside of-the County by all persons in the service of
the County. -For information on meals and/or refreshments etherthan-inouiside travel
situations, refer to the Meal/Refreshment Policy.

Expenses for meals, including tips, shall be reimbursed at the IRS per diem rate applicable
forto the_location area-whereof the Countv—authorized activity-will-be-held. -Hewever,
whvhen a meal is provided reguired-as a-part of a conference or meeting, meal-expenses
shall-be-reimbursementd shall be limited to —atthe group meal rate published by the
conference or meeting sponsor.

Under no circumstances will expenses for alcoholic beverages be reimbursed.

For the-purposes of determining—entilement-for-meal reimbursements_eligibility, in-the
examples below-it is assumed that individuals follow are-er-an 8:00 a.m. to 5:00 p.m.
work schedule on fravel days. —Individuals on alternative work schedules should
applyadiust these examples to their own work schedules.

Subject to the limitations set forth hereinbelow, when travel outside Solano County
prevents results-in-a person being-unable-tofrom havinge meals at their usual time and

place, where—they normally—have—them,—the County will reimburse the—persen—ier
thosereasonable meals_expenses.

To qualify for meal reimbursement:

A Breakfast. Te-gualify-ferbreakiastrReimbursement is allowed when ;travel must
begins at least two hours prior to the person’s hormal starting time.

. Formatted: No underiine

L.

Example: A person leavinges Fairfield at 5:45 a.m. to catch a flight in San
Francisco. is_eligible for —Bbreakfast is-reimbursmentable because the travel
started at least two hours before the person’s normal-usual starting time.

Formatted: No underline

Formatted: Indent: Left: 0", Hanging: 0.5", Tab stops: Not

at 0.5"

.Formatted: Tab stops: Not at 0.5"

Formatted: Underline

Formatted: Tab stops: Not at 0.5" + 0.94" + 1"

Formatted: Tab stops: Not at 1"

Formatted: Tab stops: Not at 0.5" + 1"
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precludes the person from having their normal mid-work meal at the usual time

and locationwhere-they-generally-have-thismeal. = -
Rt | Formatted: Tab stops: Not at 0.5" + 1"

Example: A person working in Vallejo is-reguired-to-attending a two-hour training«------ Formatted: Tab stops: Not at 1"
session in Sacramento stariing —which-begirs-at 10:00 a.m. gualifies for —Llunch — =
is-reimbursement, as able-besause the-attendance precludes the-person—from

having-their normal lunch-when-and-where-they-generally-have-thismeal.
*-oomm Formatted: Tab stops: Not at 0.5" + 1"

C. Dinner. Fe—gualify—ferdinner—+Reimbursement is allowed when; travel rmust
preventsclude the person from being within two hours' travel time of their primary

work location or home.

Example: -A person living and working in Fairfield is—+equired—te—attending a
conference in Sacramento from 9:00 a.m. to 4:45 p.m. in-Sacramente—The

persepwho returns te-theirhome in-Fairfield-areundby 6:00 p.m. is not eligible for
Ddinner reimbursement-is-retprevided.

D. Personal Time. If aA person whe-remains at the travel destination beyond the | Formatted: Underline
completion of County business by personal choice, theirown-cheosing will be >
considered-to-be-on-theirownany additional meals will be considered personal
expenses $ime-andshalland not be-reimbursableedferany-additional-meals.

i Formatted: Tab stops: Not at 0.5"
1.12.6 When a meal is included in the cost of a conference registration fee or is provided by the
event coordinator at no cost, the County will not grevide-a-separately reimbursementfor
that meal, whether or not the person inservice-te-the County-chooses to dine elsewhere.

1.12.7 ltisunderstead-thatiin special circumstances a person may be required to pay for meals«-—-—| | Formatted: Tab stops: Not at 0.5
in an amount thatin exceedsss-of the IRS Per Diem rate. -To request reimbursement for
such expenses, the Deparimentdepartment Head-head shallmust submit a memorandum
to the ACOAud&er—Gen&reHer—wMeh explalns _g the necessﬂy for exceedlng the IRS rates

recelpts for the actual exgensesees%s Relmbursement quI be Qgrovedmaée if the
ACOAuditsrContreller determines that the expense incurred was reasonable.

1.12.8 With prior approval from the Departmentdepartment Headhead. the County Administrator,
or the Chair of the Board of Supervisors, as appropriate, a person in the service of the i =
County who attends a breakfast, lunch, or dinner meeting within the County may be | Formatted: No underline
reimbursed up to the group rate published by the meeting sponsor only when attendance o
at thesuch-a meeting is incidenteemplementarydirectly related to their at-persen’sjob or
official duties. -All-cClaims for reimbursement of such meals within-the-County-shallmust
include a brief description of the meeting’s purpose-ef-the-meeting, its relevance to the
claimant’s job or official duties, and, if available, a meeting agenda or brochure.

B. Lunch. Te—qualify-ferlunch-—+Reimbursement is allowed --when travel muste-—- { Formatted: Tab stops: Not at 0.5" + 004" + 1"
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1.12.9 Under no circumstances will reimbursement be provided for friends, erfamily or any ether«------ Formatted: Justified, Indent: Left: 0", Hanging: 0.5"
persons not in service to the County.

1.13.0 MISCELLANEQUS
1.13.1 Departments shall generally limit attendance send-no-more-than-two-employeeste-theat. .---| Formatted: Font color: Auto =

any single-same training or conference to no more than two employees, Employees-who [ Formatted: Font color: Auto
aAttendees may share relevant information whatthey-havelearned-with their co- workers \‘| Formatted: Keep with next, Tab stops: Not at 0.5"
upon_their-return. Exceptions may be granted at the sole discretion of tFhe County " = f——— e
Administrator or Chair of the Board, as applicable, —-attheir sole-discretion-may.makean

exception-and-permit-additional-emplovees-to-attend-thetraining or-confereneceif it is
determined_that the County eanwill derive significant benefit from sending multiple .
attendees. “ | Formatted: Font color: Auto

“

1. Formatted: Font calor: Auto

'| Formatted: Font color: Auto

‘| Formatted: Font color: Auto

. _— . e - o -- | Formatted: Font color: Auto
In addition to the items addressed elsewhere in this policy. abever-the following expenses | ——— -

may be reimbursed slaimed ifwhen necessary and directly related to te-n-the performance | Farmétted: Font.colocAuta__ —
of-efficial County—authorized activitiesbusiness. Formatted: Font color: Accent 2
| Formatted: Tab stops: Not at 0.5"
A. Parking and vehicle storage fees. (Receipts required for fees-inany amounts------ Formatted: Tab stops: Not at 1"
excesdingss &~$10.00 per day.)

B. Light rail, bus, taxi, rideshare services (e.q Uber/Lyil). and other train fares. | Formatted: Tab stops: Notat 1"
(Receipts always required for reimbursement.}

C. Automobile rental. (Receipts always required for reimbursement.)

D.— - Ferry, bridge and road tolls. (Reseipts—required-exceptfortollswithinthe Bay _Formatted: Tab stops: Not at 1" il ]
Areas)

D. *=-mmm 1 Formatted Indent: Hanging: 0.5", Numbered + Level: 1 + |

- Numbering Style: A, B, C, ... + Start at: 1 + Alignment: Left + |
| Mignedat: 0.69" + Tab 1"+ Ind 1, Tab
E.  Telephone telegraph-andfax and internet charges en-required to conduct County= ™. | notat 1 abafters 1"+ Indent a1, b stops:

s nty i Iw NN ———— —————
bq iness_while traveling on Cou business. —(Receipts always required for . O L N DMt OrfmEring, Tab

reimbursement.) | stops: Notaat 1"

i . . IFormatted Tab stops: Not at 1" ]

F. Transportation of personal baggage. (Receipts always required for P — =

reimbursement.)
G. Registration and conference fees. (Receipts always required for reimbursement.)

| Formatted: Tab stops: Not at 0.5" + 1"

H. Other necessary and customary travel expenditures, including tips for taxies and

baggage handlers. (Receipts required if the total ifis-exceedsss-of $6.00 per day.)

No claim for personal services such as cleaning, laundering, barbering, or similar Formatted: Tab stops: Not at 0.5" + 1" + 106"
expenses will be reimbursed.
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Other charges. such as fees for additional -leg-room. early check-in. seat selection
or excess baggage weight; will not be reimbursed. :
K.  Changes to an itinerary for business reasons will be reimbursed and must be Formatted: Tab stops: Not at 0.5" + 1" + 1.06"
documented. Changes to an itinerary for personal reasons will not be reimbursed. =

[ [

i Formatted: Tab stops: Not at 0.5"
1.13.23 Travel expenses will be advanced at the per diem rates and/or ferother estimated costs o
upon the timely filing with the Auditor-Controller of a request for a travel advance signed
by the Department-depariment Head-head or designee, using the Vendor Claim—Travel
EormAuthorization for Travel and Expenses form, included in this policy as Attachment
BBA.

The minimum travel advance is $50. -In addition, the County may make pre-payments in
full for the following:

A. Lodging costs. R Formatted: Tab stops: Not at 1"
B. Air, train, and bus fares.
C. Conference registration fees.

1.13.24 Travel advances other than-at-the per-diem-rates-shall be reconciled to actual costs«—-— | Formatted: Tab stops: Not at 0.5”

within 30 days of the related travel. -If the amount of the advance differs from the amount -

of the actual costs. Suchresensiliation-may-be-by-personal payment of any reimbursement

due to the County shall be required. andor if the actual costs exceeds the advance. a

claim for additional reimbursement may be filed.byfiling-of-a—claim—for-any—additional

allowable cests, Advances atper-diemrates-shall also be reimbursed to the County enly

in those instances where the claimant was otherwise compensated. -For example, if a

meal for which the claimant received an advance perdiem-is paid for by another person,

the claimant must reimburse the County at the perdiemrate for which the advance was

received-rate for that meal.

1.13-45 Ifatrip is canceled, the travel advance shall be returned to the Auditor-Controller within
three business days of such cancellation.

1.14.0 CLAIMS

1.14.1 Claims for expenses incurred while traveling on official County business and for mileage
reimbursement shall be submitted by the Department depariment Head-head to the
Auditor-Controller in a timely manner within the fiscal year they are incurred. -Failure to
complete the forms as required or to submit the proper receipts may be grounds for
denying reimbursement. —Claims that are denied by the Auditor-Controller may be
appealed to the County Administrator or the Chair of the Board of Supervisors, as
appropriate.
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1.14.2 Original receipts for lodging, meals
cemmen carfier transportation.-/automobile rental, and conference registration fees shau
must accompany the claims. -Unless previously submitted with a request for advanced
travel expenses, the claim shall also include a brief description of the purpose of the trip,
the destination, and, if available, a meeting agenda or brochure.

1.14.3 Claims for personal mileage reimbursement may be submitted neither less frequently than
every three months nor more frequently than once a month. using the County’s Mileage
Reimbursement form (Attachment B}._Claims submitted on an annual basis shall be

rejected. =

1.14.4 Claims for special travel (i.e.; conferences, trade shows, etc.) including meals, lodging,
private mileage and/or other expenses shall be submitted on a single trip basis on a
Vendor Travel Claim Travel-fForm-previded-by—the-Auditer-Controller, included in this
policy as (Attachment BDC). -All the related expenses for each single trip are to be
combined on a single form.

1.14.5 Mileage reimbursement enby-may only be claimed on a Mileage Reimbursement
Eormform, included in this policy as (Attachment CBB). -Such claims are to be filed
separately from all other travel request/reimbursement forms.

1.14.6 All claims for expenses incurred in the use of vehicles owned by the County, including the

expenses for emergency repairs, shall include the license plate number of the vehicle
and/or the County vehicle number.

1.15.0 REPORTING REQUIREMENTS

1.15.1 As required by Government Code section 53232.3(d), each member of the Board of
Supervisors shall file a monthly meeting attendance report with the Clerk of the Board
listing all meetings or other activities for which ke/she-hasthey have received an expense
reimbursement or other compensation. -Such lists are not intended to reflect all of the
meetings and activities attended by the Supervisors, but only those for which
reimbursements or stipends were received. The monthly meeting attendance report shall
be filed on or before the 30'" day of the following month. The Monthly Meeting Attendance
Report Form is included in this policy as Attachment DE.
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