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MEMORANDUM

Mayor Teresa Jacobs
and
Board of County Commissioners

l-

e
Jeffrey J. Newton, County Attorney ) J ¥
Scott Shevenell, Assistant County Attorney YS

March 24, 2017

Consent Agenda Item for the Board Meeting on April

11,2017

Proposed Revised Administrative Regulations 7.13.02, titled "Employee
And Volunteer Service Awards and Recognition” and 7.14, titled
"Working Meals And Refreshments At Events Relating To County
Business"

Attached for your review are proposed revisions to Administrative Regulations 7.13.02

and 7.14.

L

EXPLANATION & SUMMARY OF PROPOSED REGULATIONS:

The attached regulations were reviewed in depth and revisions were made to ensure that
the regulations are consistent with current practices and procedures.

It is my intent to place the proposal on the April 11,2017, Consent Agenda for approval
by the Board of County Commissioners. Please advise me of any questions, comments,
or modifications you may wish to make prior to that meeting.

II

ACTION REQUESTED:

Approval of proposed revisions to Administrative Regulations 7.13.02 and 7.14,

titled

"Employee And Volunteer Service Awards and Recognition" and "Working
Meals and Refreshments At Events Relating To County Business"

AMC
Attachment

cc: Ajit Lalchandani, County Administrator
Eric Gassman, Chief Accountability Officer
Jeftrey J. Newton, County Attorney



















































PROPOSED REVISIONS
01/06/17

No.: 7.13.02

ORANGE COUNTY Date: 6/2/98

ADMINISTRATIVE REGULATIONS Approved By: BCC
Revised: 12/1/98; 6/27/06

Title: EMPLOYEE AND VOLUNTEER SERVICE AWARDS Page 1 of 2

AND RECOGNITION
L POLICY

The Board of County Commissioners (BCC) recognizes the following:

A. The hiring and retention of high-quality officers, employees and volunteers is
necessary to ensure the most effective and efficient County government possible
for the citizens of the-Orange County.

B. In addition to normal compensation, certain fringe benefits such as mementos for
prolonged service with the County, retirement gifts, and awards/recognition for
periods or occasions of outstanding service, and-te-recognizecharitable work and
contributions, all serve to encourage County employees and volunteers to
continue rendering service to the citizens and government of the County.

C. A valid public and County purpose is served by expending reasonable sums of
money for the items-in-accordance—with-A and_reasons set forth in Paragraph B,
above.

IL PROCEDURE
A. The Beard-BCC hereby authorizes the County Administrator or designees and

Department Directors or designees to appropriate and expend money from time to
time in the same manner as other County expenditures for the following:

l. Mementos for prolonged service with the County_as set forth in Section
II.B. The cost of a memento, unless otherwise stated, shall not exceed
$20.00. Mementos may be awarded in 5 year increments of service
beginning at 20 vears of service.

2. Gifts for (Florida Retirement System recognized) retirement from County
employment, coordinated through the Human Resources Benefits Section.
Retiring employees with 25 or more years of continuous service with the
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County may receive a $100 gift card presented by the Human Resources
Divison, on behalf of the BCC, at the time of separation.

3. Awards/Recognition for periods or occasions of outstanding service to the
County government.

B. Mementos, gifts and awards/recognition may consist of the following:

. a designated number of hours off work with pay (up to one regular work

day)

certificates

trophies

plaques

small gifts (such as hats, shirts, paperweights, mugs)

gift certificates of nominal amount for restaurants, movies, merchandise,

etc.

J recognition ceremonies_other than retiree service recognition ceremonies,
which may include refreshments (e.g. desserts, healthy—snacks_foods,
baked goods. fruit, coffee, tea, sodabeverages), but not meals_unless the
County Mayor and/or _one or more County Commissioners is in
attendance*

J Rretiree Sservice Rrecognition Pregram-—gitts-(value-based-on-employee’s
years—of-servieejceremonies which may include refreshments consistent
with the examples provided above, but not meals unless the County Mayor
and/or one or more County Commissioners is in attendance*

* Costs for refreshments. or meals when applicable, will be limited to a
reasonable amount based on the expected number of attendees and will be
processed in accordance with Admin. Reg. 7.14——

C. Department Directors are responsible for monitoring expenses, ensuring expenses
are within their budget and that awards are administered in a manner consistent
with this policy.

FOR MORE INFORMATION CONTACT: Human Resources
REFERENCE: None

s:\official\rev 2006 versn\proposed new or revised admin-execord\7-13-02.doc



DRAFT REVISIONS
01/06/17

No.: 7.14

ORANGE COUNTY Date: 12/17/91

ADMINISTRATIVE REGULATIONS | Approved By: BCC
Revised: 04/06/93; 06/02/98;
6/27/06

Title: WORKING MEALS AND REFRESHMENTS AND Page 1 of 4
AT EVENTS,

RELATING TO COUNTY BUSINESS

L POLICY

Pursuant to Section 2-94 of the Orange County Code, expenditure of public funds for working
meals, refreshments, and attending civic/community social occasions in connection with County
business is permissible. As such, the County shall reimburse elected and appointed officials and
staff (“employees” for purposes of this Regulation) for these costs at functions where the
employee is designated as representing the County and which serve a valid public purpose. This
Regulation governs situations involving reimbursement to employees for working meals and
refreshments and attending events incident to execution of County business; it does not
supersede current purchasing or travel regulations for other expenses relating to sponsoring an
event.

IL PROCEDURES

A. The Mayor and the Board of County Commissioners authorize Department Directors and
their designees to approve and authorize payment at County expense for certain working
meals and refreshments at events incident to the execution of County business. The
County Administrator or designee shall be authorized to approve payment at County
expense to cover the cost of civic/community social or charitable occasions.

1. Working meals are_meals intended to facilitate_the increased productivity of
attendees of business conferences and other meetings by previding—meals—in
orderhelping to ensure efficiency, effectiveness, or compliance with deadlines.
Generally, Wworking meals begin or end during the following periods:
Breakfast - 6:00 a.m. - 9:00 a.m.; Lunch - 12:00 p.m. - 2:00 p.m.; Dinner - 5:00
p.m. - 8:00 p.m.

2. Refreshments are defined-as-relatively light fare food type-items (ie.eg., healthy
snack foods, baked goods, fruits, etc.) and non-alcoholic beverages (ic.eg.,
coffee, tea, soda, etc.). -Refreshments—are intended to facilitate an_employee’s
inereased ability to gainknowledgelearn, participate, and inereasebe productive
ity—of—employees—involved—induring training sessions (ie.eg., seminars,

conferences, workshops).
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B. Eligible expenses include, but are not limited to:

1. meal and refreshment costs for non-compensated individuals donating their time,
such as County Aadvisory Bboard committees;

2. meal and refreshment costs served at training sessions or retreats, where
appropriate (e.g., Sstrategic Pplanning objectives training session, etc.);

3. meal and refreshment costs at meetings, usually on County premises, where
County business is conducted and business is required to meet specific
deadlines; or make efficientdy utitizeuse of staff time, or_is otherwise relevant for
after hours discussion (e.g., Pplanning Rresearch €corporate lunch meeting);

4. meal and refreshment costs associated with attendance at a public function
directly connected to County business or as a designated representative of the
County, including reimbursement for one guest when function is held outside of
normal working hours (8:00 a.m. - 5:00 p.m., Monday through Friday);

5. meal and refreshment costs at offsite meetings with dignitaries, community
leaders, or other high-level visitors; andtor

6. the cost to sponsor a civic/community charitable event (for example, corporate
tables)-; and/or

7. meal and refreshment costs at employee recognition events in accordance with
Admin. Reg. 7.13.02,

C. Ineligible expenses include, but are not limited to:
1. meal and refreshment costs of social or political gatherings;
2. alcoholic beverages;
3. tips for meal service in excess of 15% (rounded to the next whole dollar);
4. meal and refreshment costs which are included in a registration fee;
5. meal and refreshment costs at regular meetings attended solely by County staff

for the purpose of internal communication;

6. meal and refreshment costs for food and beverage consumed away from the work
or training site where business is being conducted, except as noted above in
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aumbers3-and-5-of Procedures-sSection I1.B.;

7. meal and refreshment costs for vendors or potential vendors, except for engaged
vendors and consultants working on-site with County employees for County
business purposes (e.g., system installation); and

8. meal and refreshment costs at any other meetings which do not comply with this
Regulation or Section 2-94 of the Orange County Code.

An-elected-official-er-othereEmployees seeking_to pay a vendor or be reimbursedment
for the cost of a meal_or refreshments should complete a Sponsorship of Events/Working
Meals Form and secure approval—atleast—seven—(—days prior to the event. —A
Sponsorship of Events/Working Meals Form is the form usedtilized tofer gaining
approval for, and process,ing-ef food related expenditures particular to working meals
and refreshments. The Sponsorship of Events/Working Meals Form should indicate the
amount-of reimbursement-requested; the purpose of the meeting or name of the event,
date held, and-start and finish times of the function, and an estimate of expenses. -The
form should _also list attendees’ names, titles, and eempanycompanies/departments in the
spaces provided (use “numerous” for countywide events), provide—an—estimate—of
expense; the accounting line to be charged; and the name of the requester and date
requested. Non-elected employees should submit the form to their department directors
or designees for approval.

An employee shall retain the approval form for payment/reimbursement until after
completion of the event. Upon completion of the event, the employee shall complete the
actual expense amount, vendor name, invoice number (if applicable), sign and date in the
“Received by” section of the form and attach all receipts, invoices, etc. -If the meal_or
refreshments wereas paid for by an individual, the individual requesting reimbursement
must validate by signing the form in the appropriate area.
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F. Once the Department Director or designee approves payment, he/she shall sign and date
in the “payment approval” space on the form and forward all documentation, including
all itemized receipts and invoices etc., to the Orange County Comptroller’s Finance_and
Accounting Department for processing.

G. When payment/reimbursement is being requested by the Mayor or Board of County
Commissioners after completion of an event, the completed and signed form, with all
itemized receipts and invoices etc., should be forwarded directly to the Orange County
Comptroller’s Finance and Accounting Department for processing.

FOR MORE INFORMATION CONTACT: Office of Management and Budget;
Comptroller’s Finance and Accounting
Department
REFERENCES: Orange County Code, Section 2-94

s:\official\rev 2006 versn\proposed new or revised admin-execord\7-14.doc





