
RESOLUTION NO. C0 2- \ L 
DELETING CHAPTER 5.5 AND REPLACING CHAPTER 5.6 OF THE MASON 

COUNTY PERSONNEL POLICIES FOR TRAVEL EXPENSES 

WHEREAS, out of town travel and related business expenses are an integral and 
necessary component of the operation of local government; 

WHEREAS, Mason County's travel policies need to be updated to comply with the rules 
of the Washington State Auditor's BARS manual, Internal Revenue Service, Washington 
State Office ofFinancial Management (OFM) and US General Services Administration 
(GSA); 

NOW, THEREFORE BE IT RESOLVED, by the Mason County Commissioners to 
delete Chapter 5.5 and replace Chapter 5.6 with the amended Travel Policy (Attachment 
A) of the Mason County Personnel Policies. 

0 ~ ~d~ 
DATED this~ day ofNovember, 2012. 

ATTEST: 

~m· ~mre~r,,em~~~ 

Mill..~ Co<2.C\..f j -PfZ.(foe(_U\OIL 

c: All Mason County Departments 

BOARD OF COUNTY COMMISSIONERS 
MASON COUNTY, WASHINGTON 

~:~if~ 
·~ s·~ 

Tim sLeldon, Commissioner 
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N u l ll Attachment A 

Personnel Policy Chapter 5.5 
Mason County recognizes that out of town travel and related business expenses can be an 
integral and necessary component of the operatlon of local government. This pollcy is 
intended to establish equitable standards and to provide consistent and fair treatment to 
all employees who incur such expenses. It is also intended to establish and maintain 
effectlve controls over those expenses. 

County officials (department heads and elected officials) and County employees are 
expected to exercise prudent judgment when incurring travel expenses on behalf of the 
County doing official County business. The failure of employees to follow this policy, or 
incur excessive expenses, may be cause for disciplinary actlon. Non business related 
expenses and/or expenses not made in accordance with this policy will not be approved 
or reimbursed. 

All travel and associated expenses must be approved in advance by the department head 
or elected official. Employees will be reimbursed for reasonable and customary expenses 
actually incurred in connection with doing business on behalf of the County. These may 
include: meals, lodging, transportation and other necessary expenses while away from the 
office. These expenses may not include: alcoholic beverages; tobacco; tips exceeding 15%; 
meals, lodging or transportation provided for the employee by an outside entity as part of 
the employees participation; any expenses for a person(s) traveling with the employee; any 
expenses incurred that are not in connection with the business of the County 

All requests for payment of travel must be submitted to the Auditor's Financial Services 
department on forms approved and provided by the Auditor. All required documentation 
must also be submitted on the approved travel document form. Required travel documents 
include all itemized receipts, conference/seminar agendas, and all proof of costs incurred 
while doing business on behalf of the County. Travel documents should be presented to the 
Auditor's Financial Services department in the month the charges occur. 

If an employee chooses to travel to a destination in advance of the necessary time for arrival, 
or remain at the destination following the official closing of the event, there will be no 
additional per diem, lodging or miscellaneous expenses paid to the employee. 

All requests for payment must be signed by the department head or elected official and the 
employee that is requesting reimbursement. An employee may not request reimbursement 
on behalf of another employee. 

If an employee is compensated by an outside entity for any travel costs while traveling on 
behalf of Mason County, the employee will deposit those funds with the Mason County 
Treasurer. The employee will provide the Auditor's Financial Services department with a 
copy of the Treasurer's deposit receipt and a detail of the expenses covered. 

Any member of a board, committee or commission that is not a Mason County employee, 
but is an appointed member to do business on behalf of Mason County is subject to all 
travel rules and documentation noted herein. 
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PER DIEM (meal reimbursement) 
All requested meal reimbursement must have a detailed receipt. Meals will be reimbursed, 
minus any alcohol or a tip exceeding 15%, using the Washington State Office of Financial 
Management (OFM) per diem rates and, for out of state travel, the U.S. General Services 
Administratlon (GSA) per diem rates. The meals will be reimbursed to the allowable 
rate for the area and meal on those rate maps. Per diem will be reduced for any meals 
provided through conference registration, seminars or similar events. Reimbursement will 
not be made if the employee chooses not to eat the meal provided and eats elsewhere. 

Single Day Per Diem (meal reimbursement): 
Single day per diem occurs when no overnight stay is required. Single day meal 
reimbursements are considered to be taxable wages according to the IRS and will be 
included as gross taxable income of the employee. An employee must use the single day 
per diem form and include it with their payroll timesheet information. The department 
supervisor will forward the per diem form to the Auditor's Financial Services department. 
The meal will be added to their taxable gross wages and taxed accordingly. 

Per Diem (meal reimbursement) while in overnight travel status: 
If an overnight stay is required, per diem will be based on either OFM (in state) or GSA 
(out of state) rates for each day the employee is in full travel status. The per diem rate will 
be based on the location the employee is in for that meal. On days of departure and return 
an employee will apply the Three Hour Rule (see rule below). 

Three Hour RuLe for per diem (meal reimbursement): 
If an employee is in travel status for three hours beyond their regular work schedule for a 
single day, they may receive meal reimbursement. The three hours may consist of hours 
occurring before, after or a combination of both before and after the employee's regular 
work schedule for the day. The employee may not stop for a meal just to meet the three 
hour rule. 

Special Circumstances: 
During emergency situations such as, but not limited to, initial crime scene investigations, 
major crimes, emergency weather situation, natural disasters, etc, when employees are 
working extended hours and stopping for a meal break could worsen the emergency or 
increase costs to the County, departments may provide an on-scene meal of nominal cost. 
A detailed receipt, including names of all employees/volunteers involved, must be provided. 
All receipts and pertinent information involving the emergency situation must be included 
on the claim for payment voucher submitted to the Auditor's Financial Services department. 
An employee may not claim a per diem meal reimbursement if their County department 
is also submitting a claim for payment voucher for the same incident. 

All lodging is to be reserved using a government, or most economical, rate whenever 
possible. County credit cards may be used to secure lodging for a County employee. 
Reimbursement for lodging is allowed when the temporary duty station is located more 
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than f[fty (50) m[les, us[ng the most d[rect route, of the closer of e[ther the traveler's 
off[dal res[dence or off[dal work statlon. 

Re[mbursement w[ll be made for the actuallodg[ng expense and any appl[cable taxes. If 
there are add[tlonal charges for a person(s) travel[ng w[th the employee, who [s not travel[ng 
on behalf of County bus[ness, the employee [s respons[ble for all charges for that add[tlonal 
person(s) and [t w[ll not be re[mbursed. An [tem[zed statement [s requ[red for all charges. 

If an employee shares an accommodatlon w[th another employee or an employee of 
another entlty who [s attend[ng the same event, an equal share of the double room rate 
w[ll be pa[d on behalf of the Mason County employee. Each employee must subm[t an 
or[g[nal[nvo[ce show[ng the lodg[ng charge for the[r portlon of the room rate. 

Not el[g[ble for re[mbursement on a lodgtng rece[pt are, but not l[m[ted to: laundry serv[ces; 
valet serv[ce; enterta[nment expenses; athletlc room (gym) charges, [nternet charges (unless 
requ[red by the[r superv[sor). 

Any employee dr[v[ng a veh[cle (e[ther County car or personal veh[cle) must have and must 
be able to prov[de proof of valtd car [nsurance. 

Employees are encouraged to reserve and use a pool car from ER&R as much as poss[ble. 
All county veh[cles shall be used [n accordance w[th Mason County ER&R use pol[cy. 

If a personal veh[cle [s used, the m[leage w[ll be based on the current IRS standard POV rate. 
M[leage wtll be prohtbtted for normal travel between the usual place of bus[ness and 
employee's ma[n place of res[dence. When travel[ng on behalf of the County, m[leage w[ll 
be pa[d from e[ther the offldal work stat[on or the employee's ma[n res[dence, wh[chever 
[s the closer and most d[rect route of the two, to the travel destlnatlon. 

Mlleage shall not exceed what the sum of a round tr[p coach a[rfare from a common carr[er, 
any needed local ground transportatlon and other related costs for that destlnatlon. 

A[rfare (coach rate), car rentals, tra[ns, ferry, tolls, shuttle/tax[, etc w[ll be re[mbursed w[th a 
rece[pt and pa[d at actual costs. Personal travel[nsurance w[ll not be re[mbursed. T[ckets 
purchased w[th an employee's [nd[v[dual frequent flyer m[les w[ll not be re[mbursed. 

References: IRS, OFM SAAM rules, SAO BARS manual, County resolutlons: #37-07 & #150-07 
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