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MEMORANDUM

TO: Mayor Jerry L. Demings
-AND-
County Commissioners

FROM: Jeffrey J. Newton, County Attorney %‘\L
Kate Latorre, Senior Assistant County Attorney W/
Contact: (407) 836-7320

DATE: September 23, 2022

SUBJECT: Consent Agenda Item for October 11, 2022, Revised
Administrative Regulation 7.10, titled "Local Mileage"
and Administrative Regulation 7.12, titled "Non-Local
Travel And Training"

I EXPLANATION & SUMMARY OF PROPOSED REGULATION:

The regulation was reviewed in depth and revisions were made to ensure that the
regulation is consistent with current practices and procedures.

IL ACTION REQUESTED:

Approval of proposed revisions to Administrative Regulation 7.10, titled "Local
Mileage" and Administrative Regulation 7.12, titled "Non-Local Travel And Training"

AMC
Attachment

c: Byron Brooks, County Administrator
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Title: LOCAL MILEAGE Page 1 of 4
POLICY

.All persons traveling on official County business are expected to follow procedures and exercise
good judgment in incurring expenses. It is the responsibility of each Department Director and
Division Manager to ensure compliance with these Regulations. Exceptions and/or variations from
these Regulations require approval from the Orange County Administrator or designee. Except as
otherwise noted, these Regulations shall apply to all Orange County employees and all others who
are authorized to travel on County business. The Department Director, Division Manager or
designee approving the local mileage shall be responsible for ensuring all approved expenses are
necessary and reasonable.

Travel and training outside the boundaries of Orange, Osceola, Lake, Seminole and Brevard
counties is considered non-local travel and shall be governed by Administrative Regulation 7.12.
Travel and training inside the boundaries of Orange, Osceola, Lake, Seminole and Brevard counties
is considered local travel and shall be governed by Administrative Regulation 7.11.

PROCEDURES
A. Definitions.

. Local Mileage shall mean all travel inside the boundaries of Orange, Osceola,
Lake, Seminole and Brevard counties for official business, in which mileage, tolls
and/or parking are the only expenses. The travel must be in connection with the
official business of the County or the activity must provide a direct, job-related
educational benefit for the employee, or the employee must have been requested
by a sponsoring organization to participate in the official program. However, an
educational class, which the employee is voluntarily enrolled in, does not fall under
this Regulation.

. Non-Local Travel and Training shall mean all official travel and training outside
the boundaries of Orange, Osceola, Lake, Seminole and Brevard counties, which
involves the expenditure of County funds. This includes travel related to a
conference, convention, seminar, training sessions, etc. Non-local travel and
training is governed by Administration Regulation 7.12.

. Local Travel and Training shall mean all official travel inside the boundaries of
Orange, Osceola, Lake, Seminole and Brevard counties, which involve the
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expenditure of County funds for items other than mileage, tolls and parking. Local
travel and training is governed by Administrative Regulation 7.11.

Receipt shall mean a document showing payment in full.

Eligible Expenses

1.

" Mileage reimbursement is allowable when the traveler uses their personal vehicle
to conduct official County business. It is the responsibility of the traveler to report
the actual miles traveled on the Statement of Local Mileage Traveling Expense
Form (Expense Form).

Parking charges may be reimbursed. When available, receipts for all parking
charges should be attached to the Expense Form.

Reimbursement for bridge, road, and tunnel tolls is allowable. Tolls must be either
noted as paid by transponder (Sun Pass, E-Pass, etc.) or actual receipts should be
attached when paid by cash. '

Charges for gasoline, lubricants, repairs, towing, etc. may be reimbursed if
necessary for the use of a County vehicle. In this case, receipts must be attached
to the Expense Form.

Lost Receipts — In the event that any receipts are lost or not provided for
miscellaneous expenses such as tolls, parking, etc., then the traveler will be
reimbursed provided that they attach documentation explaining the situation and
clarifying the amount to be reimbursed.. This documentation must have the
signature of the traveler and the approval of the Department Director or designee
in order to be accepted by Finance.

Ineligible Expenses

1.

2.

Mileage for personal reasons is not reimbursable.

Gratuitous Transportation — No traveler shall be allowed either mileage expenses
when gratuitously transported by another person or when transported by another
traveler who is entitled to the mileage. -

Charges for gasoline, Ilubricants, repairs, towing, etc., w111 not be reimbursed for
use of privately-owned vehicles.

Commuter miles (to/from residence and/or to/from work site) are not reimbursable.
Commuter miles shall be defined as mileage from an employee’s residence to
assigned work site and the return trip, regardless of work site location as long as
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the work site is inside the boundaries of Orange County. However, if continuing
on to thé usual post-of-duty afterward, then mileage will be allowed for that portion
of that trip, as clarified in example one below. In addition, if the traveler is
attending a meeting, training, site visit, etc. outside of the boundaries of Orange
County, then they will be entitled to a portion of the mileage as clarified in the
second example below.

Example One - An employee/traveler whose normal work site is the County
Administration Center, leaves home and drives directly to Apopka for a business
meeting and then reports to the Administration Center. The employee is not
entitled to mileage from their home to the meeting because this is considered
commuter mileage with the meeting in Apopka being their “assigned work site”
for the morning. However, they are entitled to mileage from the meeting to the
Administration Center.

Example Two - An employee/traveler is leaving directly from their home to attend
an all day workshop in Brevard County and returning directly home. In this case,
the employee/traveler is entitled to the mileage in the amount of either (a) the
round-trip distance between their usual post-of-duty and the workshop or (b) the
round-trip distance from their residence to the workshop, whichever is less. This
scenario only applies as an exception to commuter miles because the workshop is
located outside of Orange County. If the workshop had been inside Orange
County, no mileage would be allowed.

D. Process for Obtaining Reimbursement

1.

An Expense Form shall be completed when a traveler wishes to seek
reimbursement for allowable expenses, as described in section B above.

The Expense Form should be totaled at the end of each month and submitted to the
Comptroller’s Finance and Accounting Department (Finance) by the last day of
the following month. For example, travel during March 1% - 31%t should be
submitted to Finance by April 30, In the event that this timeframe cannot be met
due to unusual circumstances, a memo explaining the situation that is signed by
the traveler, Division Manager, and the Department Director or designees should
be attached to the Expense Form.

In an effort to avoid processing checks of less than $5, the following guideline has
been established. When the traveler is unable to accumulate a total of at least $5
during the month, they may choose to hold their Expense Form until they have
accumulated at least $5 for a period of 90-days, whichever occurs first.

The origin and destination shall be identified by the name/title of location and the
physical address.
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5. Mileage shall be totaled and shown from point-of-origin to point-of-destination.

6. The purpose of travel shall identify the work-related acﬁvity (i.e., training,
meeting, site visit, etc.).

7. Department/Division and traveler’s name shall be printed or typed clearly in the
appropriate space. :

;
8. The Expense Form shall be forwarded to Finance with appropriate signature
authorizations completed.

E. Miscellaneous

12. Employees receiving Administrative Travel Requirement Allowance cannot claim
mileage if that mileage is confined to Orange County.

23. Any local traffic or parking violations are the traveler’s responsibility.

34. Refer to Administrative Regulations 2.12.03 and 2.12.08 for more information on
private vehicle usage for County business.

FOR MORE INFORMATION CONTACT: Comptroller’s Finance & Accounting Department; Office
. of Management and Budget

REFERENCE: Administrative Regulations 7.12,7.11, 7.12,2.12.03, and
. 2.12.08 Federal Mileage Rates , :
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POLICY

All persons traveling on official County business are expected to follow procedures and exercise
good judgment in incurring expenses. It is the responsibility of each Department Director and
Division Manager to ensure compliance with these Regulations. The Department Directors or
designees approving the travel request shall be held responsible for all approved expenses as being
necessary and reasonable. Exceptions and/or variations from these Regulations require approval
from the Orange County Administrator or designee. Except as otherwise noted, these Regulations
shall apply to all Orange County employees and all others who are authorized to travel on County
business.

Travel and training inside the boundaries of Orange, Osceola, Lake, Seminole, and Brevard

counties is considered local travel and shall be governed by Administrative Regulation 7.11. Local
mileage shall be governed by Administrative Regulation 7.10.

PROCEDURES

\\-
\

A Definitions

. Non-Local Travel and Training shall mean all official travel and training outside
the boundaries of Orange, Osceola, Lake, Seminole and Brevard counties, which
involves the expenditure of County funds. - This includes travel related to a
conference, convention, seminar, training sessions, meeting, site visit, etc. The
travel must be in connection with the official business of the County or the activity
must provide a direct, job-related benefit for the employee, or the employee must
have been requested by a sponsoring organization to participate in the program.

However, an educational class in which the employee is voluntarily enrolled in

does not fall under this Regulation. In certain limited circumstances, the County
Administrator or designee may approve lodging for travel within the boundaries
of Osceola, Lake, Seminole, and Brevard counties; in these limited situations such
travel shall be governed by this Regulation as Non-Local Travel and Training.

. Local T ra§e1 and Training shall mean all official travel inside the boundaries of
Orange, Osceola, Lake, Seminole, and Brevard counties, which involves the
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expenditure of County funds for items other than mileage, tolls, and parking. Local
travel and training shall be governed by Administrative Regulation 7.11.

Local Mileage shall mean all travel inside the borders of Orange, Osceola, Lake,
Seminole, and Brevard counties for official business in which mileage, tolls, and/or

. parking are the only expenses. Local mileage shall be governed by Administrative
Regulation 7.10.

Receipt shall mean a document showing payment in full.

Process for Requesting Non-Local Travel (Estimate of Travel Expenses)

1.

Prior to travel, a Travel Request and Reimbursement Form (Travel Form) must be
completed for any authorized travel where costs to the County are anticipated
unless specific prior approval is received from the County Administrator or
designee. This form may be obtained from the County’s intranet site. Costs should
be estimated carefully because if the actual costs exceed the estimate by more than
20%, approval for reimbursement will be required by the County Administrator or
designee.

Documentation should be attached to the Travel Form that includes information
on the nature and purpose of the activity. For example travel requests for a
conference, convention, seminar, etc., must include a copy of the program or
agenda that states the registration fees and whether any meal or lodging is included
in the registration fee. If a program or agenda is not available, a written
justification for travel should be submitted with the Travel Form.

The original Travel Form should be completed and submitted to the Comptroller’s
Finance and Accounting Department (Finance) at least thirty (30) calendar days in
advance of the scheduled departure date, along with the required documentation
and original signature approvals of the traveler, Division Manager or designee, and
Department Director or designee. For travel submitted less than thirty (30) days in
advance, an advance payment may not be provided. Employees are encouraged to
seek “early bird” registration discounts by submitting their requests in a timely
fashion. The Division shall retain a copy of the completed Travel Form in order
to close-out the travel later in the process (including cancellation if the need should
arise).

Travel advances for less than $25 shall not be provided.

The rates for mileage will be the standard mileage rates for business established
by the IRS effective January 1 or as amended during the year, to take effect when

the new County fiscal year begins on October 1. The-Office-of Management-and
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Departure and return dates including times — Travel time begins or ends when the
traveler leaves from or returns to the traveler’s home or official headquarters,
whichever is closest (see “destination miles” below at section 8-d). A reasonable
check-in time at the airport will be allowed.

Registration Fee — The County will pay for activities included in the basic
registration fee. Additional charges for activities that are not included in the basic
registration fee will be covered by the County if determined to be a benefit to the
County by the Department Director or designee. For such activities, the cost and
activity shall be separately identified. -

Transportation

a. If travel involves the need for a common carrier, rental car, etc., the
traveler should make tentative arrangements and attach a copy of the
tentative® arrangements to the Travel Form. Upon approval from the
Department Director or designee, the travel arrangements should be
confirmed.

b. All travel must be by-a standard travel route. If a person travels by an
indirect route or extends the stay for his or her own convenience, any extra
costs shall be the responsibility of the traveler. The most economical and
efficient mode of transportation shall be used. Both travel costs and time
will be considered. Documentation of the additional cost shall be provided
prior to travel.

c. Airline — Commercial air travel is permitted when it is advantageous to the
County. All travelers shall purchase the least expensive fare if possible.
The County encourages the use of non-refundable fares when the travel
plans are certain. First-class or business-class fare shall be paid by the
County only when the traveler certifies and provides documentation that
states less expensive accommodations were not available and the traveler
must travel at that particular time. A traveler choosing to use first-class or
business-class air transportation when coach class is available will be
‘responsible for the additional cost. Additional accident or life insurance
for persons traveling by common carrier will not be reimbursed.

d. Private Vehicle — The use of privately-owned vehicles for the travel must
be authorized by a Department Director or designee. For additional
information regarding the use of a private vehicle for County business, see
Administrative Regulations 2.12.03 and 2.12.08.
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Charges for gasoline, lubricants, repairs, towing, etc. will not be paid when
using a privately-owned vehicle. However, you may claim destination
miles or vicinity miles, or a combination of both, as explained below.

. Destination Miles — Mileage shall be shown from point-of-origin
to point-of-destination. =~ When leaving from the official
headquarters, the point-of-origin is the official headquarters. If
leaving from the traveler’s residence, the point-of-origin is the
official headquarters or the traveler’s residence, whichever is
closer to the point-of-destination. A printout showing the mileage

- calculations should be attached.

. Vicinity Miles — Vicinity mileage necessary to conduct official

‘ business is allowable and must be shown as a separate item on the
travel request. A vicinity mileage form shall be attached that
shows the mileage calculations. This form can be found on the
County Intranet.

e. County vehicle — The use of County-owned vehicles shall be authorized
‘by a Department Director or designee, when feasible.

For additional information regarding the use of County vehicles for
County business, see Administrative Regulations 2.12.04 and 2.12.08.

If the use of a County vehicle is authorized, enter the vehicle number on
the Travel Form. Also, the traveler may estimate their expenses for gas in
advance of the trip, or may wait until returning to be reimbursed. If the
traveler chooses to estimate, the amount should be entered on the
appropriate line. The traveler shall obtain receipts.

f. Taxi — Limousine, taxi, ride share, and mass transit fares necessary for
official County business are allowable and receipts should be obtained.
Gratuities for such services up to 15% of the total will be paid if so stated
on the receipt.

g Rental Car — Rental cars are allowed only if approved by the Department
Director or designee.

For additional information regarding rental car procedures, see
Administrative Regulation 2.12.08. ‘

Automobiles rented by an employee should be rented in the County’s
name with the employee’s name following. Employees should not accept
any insurance coverage for the rental car, as coverage is provided by the
County’s self-insurance program. Risk Management can provide a
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Certificate of Insurance if requested. = Any such insurance coverage
accepted by the traveler will not be reimbursed.

h.  Gratuitous Transportation — No traveler shall be allowed either mileage or
transportation expenses when gratuitously transported by another person
or when transported by another traveler who is entitled to the mileage.

9. Lodging and Meals — Actual Cost Method: Travelers with continuous travel

' involving an overnight absence from official headquarters, may request actual cost
or per diem method, but not both. For travelers choosing the actual cost method,
this section will apply. The actual cost method will cover the actual cost of lodging
as well as provide a meal allowance for individual meals in accordance with
section 9-b below. Travel that does not include overnight lodging is not eligible
for meal allowances.

a. . Lodging

. Actual expenses for lodging, substantiated by receipts, shall be
paid at the single-occupancy rate unless authorized-County
travelers share a room, at which time the double-occupancy rate
shall be allowed. '

.. Travelers shall not be given advance payments or reimbursements
for any lodging included in a convention or conference
registration fee paid by the County. '

. The Couhty shall not pay lodging expenses for a traveler who is
sponsored or reimbursed by another person or organization.
. Travelers will not be given advance payments or reimbursement

i for lodging when the lodging receipt is in someone else’s name
other than the employee, unless it is a shared room with an
authorized County traveler. - Only the employee whose name is on
the receipt should request advance payment or reimbursement.

. Lodging in Orange, Osceola, Lake, Seminole, and Brevard
Counties is not permitted. Exceptions may be approved by the
County Administrator or designee with written justification.
Where such approval has been granted by the County
Administrator or designee, the traveler shall comply with this
Regulation (7.12) in its entirety instead of Administration
Regulation 7.11 (Local Travel and Training).

. Only business calls will be reimbursed, if noted accordingly on
the lodging receipt.
. Orange County is exempt from the Florida Sales and Use Tax and

the Tourist Development Tax when the lodging is paid directly by
County funds. When possible, advance payments for this purpose
will be made upon request. A copy of the Sale and Use Tax
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Division Consumer’s Certificate of Exemption should be
presented to the hotel/motel at check-in. Every effort should be
made by the traveler to obtain an exemption from these taxes;
however, if the traveler is unable to do so, a written explanation
of that fact should be included with the travel request.

b. Meal Allowances

*  Travelers utilizing the actual cost method will receive a meal.
allowance for each individual meal while on County business .
using the U.S. General Services Administration (“GSA”) meals
expenses second highest tier rates, at the time the expense is
incurred. as may be amended. The meal allowance shall be used
towards all meals, taxes, and service/gratuity charges. Meal
allowance rates, as set forth below, are established pursuant to the
authority provided in Section 112.061, Florida Statutes, as
amended from time to time in accordance with Section B-5 above.
Convention Center Sales Representatives will be reimbursed for
meals in accordance with Administrative Regulation 11.03.01.

- When travel begins by 6:00 a.m. and extends beyond 8:00
a.m., the traveler will receive the GSA second highest tier
meal rate$6-00 toward breakfast.

- When travel begins by 12:00 noon and extends beyond
2:00 pam., the traveler will receive the GSA second
highest tier meal rate$31-00 toward lunch.

- When travel begins by 6:00 p.m. and extends beyond 8:00

' p.m., the traveler will receive the GSA second highest tier
rate$19-00 toward dinner.

. Travelers shall not be paid for any meals included in a convention
~ or conference registration fee paid by the County with the
exception of continental breakfast(s), which is not considered a

meal for purposes of this policy. If the traveler elects to eat
elsewhere, the meal will be at the traveler’s expense.

...... &a _NrOVIA a
1800—1

. " Food provided by an airline service will not be considered a meal.
. Receipts are not required in order to receive a meal allowance.

10. Lodging and Meals — Per Diem Method: Travelers with continuous travel
involving an overnight absence from official headquarters may request per diem
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or actual cost method, but not both. For those choosing the per diem method, this
section will apply. Receipts are not required in order to receive a per diem. The
per diem method will cover meals and lodging and is paid at a rate of $20 for each
full or partial quarter of day (for a total of $80 per day). Per diem rates, as set forth
above, are established pursuant to the authority provided in Section 112.061,
Florida Statutes, as amended from time to time in accordance with Section B-5
above.

a. Daily quarters are designated as 12:00 midnight to 6:00 a.m., 6:00 a.m. to
12:00 noon, 12:00 noon to 6:00 p.m., 6:00 p.m. to 12:00 midnight.

b. Travelers shall not be paid for any meals included in a convention or
conference registration fee paid by the County with the exception of
continental breakfast(s), which is not considered a meal for purposes of

o this policy. In this case, travelers will not receive the $20 per diem amount

for the quarter in which a meal was prov1dedﬂaese—mealswﬂ-1—be—dedueted

11. Miscellaneous — The following charges should be included on the Estimate of
Expenses.

a. Parking: Parking charges should be estimated and recelpts should be
obtamed :

b. Tolls: Charges for bndge, road and tunnel tolls should be estimated.
Receipts for out-of-state tolls must be obtained. In-state tolls must be
either noted as paid by transponder (Sun Pass, E-Pass, etc.) or actual
receipts obtained. :

c. Other: Miscellaneous expenses such as business center usage, internet
fees, books, tapes, etc. shall be held to the minimum amount required for
efficient County business. Receipts should be obtained.

For overhight travel, each traveler is allowed a maximum of $10 per trip
, for gratuities such as bellhops, skycaps, or valet. Receipts are not required
for this.

C. Non-Authorized and Non-Reimbursable Expensés Such expenses include, but are not
limited to the following:
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laundry and dry cleaning -
~ personal telephone calls
gratuities in excess of $10 per trip
entertainment and alcoholic beverages
room service
meal allowance when travel does not include overnight lodging
any other non-business related expense that does not provide a direct benefit to the
County.

Nk Wb

D. Process for Closing Out Travel Once Completed (Actual Travel Expenses)

1. In. order to close out the Travel Form, the remaining section of the Travel Form -
(Actual Travel Expenses section) should be completed and submitted to Finance
within ten (10) business days of the return of the traveler. The Actual Travel -
Expenses section of the form shall have the original signatures of the traveler, .
Division Manager or designee, and Department Director or designee. The form
shall be submitted to Finance for review and processing, unless the actual amount
of the travel expenses exceeds the amount approved on the estimate by more than

- 20%. In this case, the form shall be forwarded to the County Administrator or
- designee for approval prior to forwarding to Finance. In addition, any out-of-state
travel without pre-approval shall require signature approval of the County

Administrator or designee.
2. Documentation shall be attached, including but not limited to the following, if
applicable:
. Proof of attendance
. Transportation, lodging, registration receipts
. Any additional receipts or documentation for reimbursement as described .
’ in Procedure Section B _
. If using a County vehicle, charges for gasoline, lubricants, repairs, towing,

etc., will be reimbursed if supported by receipts

3. Lost Receipts — In the event that any receipts are lost or not provided for
miscellaneous expenses such as tolls, parking, etc., then the traveler will be
reimbursed provided that they attach documentation to the Travel Form explaining
the situation and clarifying the amount of the reimbursement. This documentation
must have the signature of the traveler, and the approval of the Department
Director or designee in order to be accepted by Finance. !

4 The traveler has the option to decline a reimbursement if under $5. The appropriate
box should be marked if the reimbursement is to be declined.
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5. Employees are not required to reimburse the County for reimbursement amounts
of $5 or less.

6. For international travel, all expenditures should be made in the currency of the
foreign country. These expenditures should be converted to U.S. dollars prior to
completing the Actual Travel Expenses section of the Travel Form. A detailed
conversion must be attached as back up.

E. Canceling the Travel

In the event that a Travel Form has been approved and the traveler becomes unable to travel
for any reason, the following procedure should be followed:

» The traveler should make all possible attempts at obtaining reimbursement for any

. payments that have been made by the County. Examples of this would include

pre-payments for hotel, airfare, or registration fees. Any attempts to obtain
reimbursement should be documented and attached. :

* Departments/Divisions are responsible for tracking credits related to un-
used/canceled transportation tickets and registration fees.

» The traveler shall ensure that the Travel Form is completed by placing the words
“Travel Canceled” on the Actual Travel Expenses section of the form. The Travel
Form must be approved and show the original signature of the Department Director
or designee and then must be submitted to Finance in order to close out and finalize
the travel.

» In certain circumstances at the discretion of the Department Director, employees
may be required to reimburse the County for canceled travel expenses and may be
subject to disciplinary actions.

FOR MORE INFORMATION CONTACT: Office of Manégement and Budget;
Comptroller’s Finance and Accounting
Department; Risk Management Division

REFERENCE: FSS 112.061 .
Administrative Regulations 7.10, 7.11, 2.12.03,
2.12.04, and 2.12.08





