Kane County

Financial Policies

Travel Policy

Amended by the County Board: Res. 24-277, July 9, 2024

TRAVEL POLICY

1. Authorization; Schedule: Reimbursement for expenses of county board members, elected

officials and county employees traveling on county business shall be authorized and paid in

accordance with the following unless otherwise provided for by State Statute:

Overnight and Multi-Day Travel

a) Permitted Rates:

i.  Transportation:

a.

Private Auto: With prior supervisor approval Employee travel on County
business by private auto is reimbursable at the IRS mileage rate. Mileage
allowance is to compensate traveler for gas, oil, insurance and normal vehicle
operating expenses. There is no mileage reimbursement for the trip from home
to each employee’s assigned workplace, which is defined as commutation
mileage. Where private auto is used on out of town trips, the mileage
allowance is not to exceed the related cost of coach airfare. Travelers attending
the same conference or seminar should car pool. County vehicles should be
used whenever possible. Only reimbursement for out of pocket expenses when a
private vehicle is used. Travelers using their personal vehicle must carry auto
insurance equivalent to that maintained on county vehicles and must show
evidence that their policy is in force.

Airfare Or Train: The actual cost, not to exceed coach air fare. Private airplane
at private auto mileage rate but not to exceed the related cost of coach airfare.
Airfare shall normally assume seven (7) day advance purchase and non-
cancelable basis. Internet bookings should be used when available as the lowest
possible air fare for the destination. Exceptions must be explained and
approved by the elected official or department head.

Mode: All travel by the most economical mode of transportation available.

Rental Vehicles for county business: The actual cost for use of the vehicle,
which includes gas, taxes, optional insurance coverage and any other fees
imposed by the rental agency. When a vehicle is used for both business and
personal purposes, there must be a daily allocation with personal usage being
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ii.

fii.

iv.

paid by the employee. Vehicle must be an automobile with a classification not
to exceed that which is required by the county function for which the vehicle is
being used by the employee. If the employee selects a vehicle classification that
exceeds that which is required by the county function, the differential cost shall
be paid by the employee.

Reserved:

Meals:

Per diem for each day during which County personnel are performing official
business, which includes the day of departure and day of arrival. Per diem
allocation on arrival and departure date depends upon meals consumed at out-of-
town travel destination. The amount per day for breakfast, lunch and dinner is
established by the Human Service Committee and approved by the County Board.
Communication to employees is by the county auditor after County Board
approval. The daily per diem will be reduced by meals included in conference
registration or included in lodging costs.

Lodging:

Actual cost of a room with a maximum double occupancy capacity at the facility
where the seminar or conference is being held. The County will not reimburse for
more than the conference rate, if a conference rate is available. When rooms are
not available at this facility, room reservations are permitted at a nearby facility
with comparable room rates. For other business trips, actual cost of a room at a
facility location convenient to the business nature of the trip. Actual cost includes
all applicable taxes. Travelers are encouraged but not required to share lodging
accommodations. Receipts are necessary to support actual cost. Non
seminar/conference lodging rates are reimbursable up to the GSA CONUS per
diem lodging rate applicable to the location plus 20%. GSA CONUS per diem rates
are available at www.gsa.gov and a printout of the applicable per diem rate page
should be submitted with the PEV.

e. Other allowed and disallowed expenses:

Taxi / Limo fares, tolls and parking fees. Not allowable are parking and / or traffic
tickets, towing charges for removal from illegal parking zones. Not allowable are
entertainment, movie rentals, personal phone calls, alcoholic beverages and tips
in excess of twenty percent (20%) of the meal and beverage cost. Tips are not
allowed for per diems and meals included in the conference and or seminar cost.
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Local Travel

b)

Permitted Rates:

il.

fii.

iv.

Transportation:

Private Auto: with prior supervisor approval, employee travel on county business
by private auto is reimbursable at the IRS mileage rate which is communicated to
employees by the County Auditor. Mileage allowance is to compensate traveler
for gas, oil insurance and normal vehicle operating expenses. There is no mileage
reimbursement for the trip from home to each employee’s assigned workplace,
which is defined as commutation mileage. When the duties of the employee
require travel from the employee’s primary worksite to another worksite, mileage
driven in private auto will be reimbursed at the internal revenue service rate.
Travelers attending the same conference should carpool. County vehicles should
be used whenever possible. Only reimbursement for out of pocket expenses
when a private vehicle is used. Travelers using their personal vehicle must carry
auto insurance equivalent to that maintained on county vehicles and must show
evidence that their policy is in force.

Meals:

Meal cost reimbursement must not exceed the per diem for the meal and will be
reduced for meals included in registration fees. Employees traveling locally on
County business will not be reimbursed for meal cost unless reimbursement is
required by an applicable collective bargaining agreement or the elected
official/department head agrees (as indicated by their approval of the request)
that the circumstances related to the travel (such as time limitations or
conditions) prevented the employees from providing the meal they normally
would have provided for themselves at their workplace. Exceptions for grant
funded programs, collective bargaining agreements and other special
circumstances require the approval of the elected official or department head.

Guests:

Actual cost of meals, receipts necessary. Business purpose only. Guests do not
include elected officials, appointed officials and other county employees.

Department meetings and events:
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No county reimbursement for refreshments unless there is at least one guest in
attendance who is not a county employee. No reimbursement for mileage to and
from the meeting or event without prior department head approval.

v.  Other allowed and disallowed expenses:

Taxi/limo fares, tolls and parking fees. Not allowable are parking and/or traffic
tickets, towing charges for removal from illegal parking zones, laundry,
entertainment, movie rentals, personal phone calls, alcoholic beverages and tips
in excess of twenty percent (20%) of the meal and beverage cost. Tips are not
allowed for per diems and meals included in the conference and/or seminar cost.

¢) Required Documentation:

i.  Alltravel reimbursement claims must be documented on a personal expense
voucher:

a. Purpose of the trip including reason for expenses, dates and places.

Traveler identification including names of people and their business affiliation
at meals along with the reason they are being entertained.

c. Meal tickets when guests are being entertained.

d. Approval by an employee’s supervisor or other designated party and submitted
to the Auditor’s office along with supporting documentation within sixty (60)
days of the travel date. Reimbursable expenses that have been incurred in the
last quarter of the fiscal year must be submitted for reimbursement prior to
the assigned closing date in December.

e. Overnight and Multiday travel on personal expense voucher must also include
the attachment of motel/hotel bills, train/ plane tickets and auto rental bills.

f. Travel expense policy is administered by and any exceptions must be approved
by the auditor.

d) Reimbursement:

i.  Reimbursement of expenses shall include per diem payments, fees, mileage,
airfare / train tickets, meals, and any other county business expenses.

ii.  Travel expenses eligible for reimbursement by a non- county entity should be
reimbursed by this separate entity. No travel expenses are to be reimbursed by
more than one source. The Kane County Ethics regulation must be observed at all
times.
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Vi.

Vii.

If a person who has received reimbursement from the county receives any
reimbursement from any other source, any such other reimbursement must be
submitted to the county treasurer.

It is the duty of the person seeking reimbursement for expenses to obtain and
provide all documentation requested by the county auditor. Reimbursement will
be withheld until requested documentation is provided.

The duty to provide documentation shall be of a continuing nature and shall not
terminate once the county has paid the submitted claim.

Failure to comply with the requirements of this policy will be referred to the
State’s Attorney for disposition.

County government credit cards can be used for county business travel expenses.
Unauthorized usage or a history of lost credit cards will result in a forfeiture of
credit card privileges.

e) Arbitration:

Any dispute between the traveler and the auditor will be submitted to and
resolved by the county board chairman. (Ord. 94-118, 5-10-1994, eff. 12-1-1994;
Ord. 96-265, 10-8-1996; Ord. 97-256, 9-9-1997; Ord. 01-230, 7-10-2001; Ord. 03-
255, 8-12-2003; Ord. 07-78, 3-13-2007; Res. 07-338, 10-9-2007)

Elected Officials adopting their office policy must have a policy which is at least as
restrictive as the County policy. A copy of the elected official’s policy must be
submitted to the County Auditor. Any dispute between the traveler and the
auditor will be submitted to and resolved by the county elected official.

f) Required County Board Approval:

In accordance with the Local Government Travel Expense Control Act, 50 ILCS
150/1 et seq., (the “Travel Expense Control Act”), all reimbursements for travel,
meals and lodging of County Board members and County Board Chairman must be
approved by a roll call vote of the County Board. Such reimbursement requests
should be advanced through the Finance Committee and the Executive
Committee before submission to the County Board for approval.

County Board members will, before presenting a reimbursement for expenses
through the committee process, submit the personal expense voucher and any
supporting documentation, to the County Board Office for entry into New World
or other similar software for the Auditor’s Office for review. The Auditor’s Office
will advise the County Board Office or the Finance Department if adjustments to
the request are recommended.

19-5



In accordance with the Travel Expense Control Act, all reimbursements for travel,
meals and lodging that exceed the maximum amounts allowed under this policy —
including those incurred or approved by an elected official — must be approved by
a roll call vote of the County Board. Such reimbursement requests should be
advanced through the Standing Committee to which the department head or
elected official makes reports, the Finance Committee, and the Executive
Committee before submission to the County Board for approval.
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