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1. PURPOSE
1.1 To establish policies and procedures for the payment of “in town” reimbursable
expenses incurred by City officials and employees while conducting City of San
Diego business.
2. DEFINITION
2.1 “In town” reimbursable expenses shall include the cost of meals, committee
meetings, civic meetings, training, departmental retreats, special recognition of
employees. groundbreaking ceremonies, personnel review boards, hotel and motel
expenses, and other miscellaneous expenses incurred while conducting City business
within San Diego County, Baja Norte in Mexico, or one-day trips not exceeding 200
miles one way and less than $200 per person (excluding registration). Claims for
these one-day trips must be signed by both the claimant and the Appointing
Authority. Mileage can be charged on the regular mileage claim.
22 City Fund Development Activities are those activities approved by the City Council,
City’s Chief Operating Officer, or non-mayoral department directors where City
emplayees seek additional revenue sources, donations, etc. to fund City business.
23 Appointing Authorities are elected officials, the City’s Chief Operating Officer,

department directors, assistant directors, deputy directors and program managers.
Appointing Authorities may delegate approval authority only in writing, except for
approval noted in Section 5.3 which may not be delegated.

(Supersedes Administrative Regulation 95.40, Issue 5, dated October 20, 1998)
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3. GENERAL POLICY

3.1
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Appointing Authorities are responsible for ensuring public funds are used for
public purposes and expenditures are reasonably based. Decisions as to what
services and purchases, including staff refreshment, are necessary within the
scope of their City responsibilities rest within the discretion of the Appointing
Authority.

While the method of payment may depend on particulars such as amount, the
following should be noted:

A The use of a City procurement card by an authorized cardholder is the
most efficient method of payment for allowable expenses less than $5,000.
Therefore, where appropriate, a City procurement card should be used.
Procurement card invoice payment is made at the end of each billing
cycle.

B. Where appropriate and when a City procurement card cannot be used,
petty cash should be used. To the extent possible, individual expenses
reimbursed by petty cash should be combined on one request provided the
request does not exceed the petty cash limit.

Reimbursements for personal expenses are prohibited. A City procurement card
can be used for payment only when the entire charge is an acceptable City
expenditure and no portion is a personal expense. A City procurement card cannot
be used for the purchase of alcohol.

Any expenses which result in a direct billing in the name of the City are
contractual obligations. Contractual obligations to be incurred, such as chartered
bus service, chartered excursions, contracts with caterers, etc., should be
processed through the Purchasing & Contracting Department in accordance with
established procedures.

The specific City purpose or benefit of the expenditure must be fully stated on the
request for reimbursement/payment. It will not be acceptable to use general terms
such as “departmental issues,” “City business,” etc. The purpose and date must be
specific. Whenever feasible and reasonable, the names and business affiliation of the
attendees should be listed.

Reimbursement requests must include original receipts for expenses. Exceptions to
this will be for expenses that normally don’t provide for receipts such as group, civic,
or professional organization meals.
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In those cases an approved statement detailing the City purpose and expense will
suffice.

“In-town” dinner and entertainment reimbursement expenses shall in all cases be
limited to documented costs incurred by City officials and employees while
conducting business for the City of San Diego.

MEALS

Generally, reimbursement for in-town meals is allowed only when necessary to
conduct City business. However, the City’s policy is to conduct business as much
as possible during regular working hours. The decision as to whether it is
necessary to conduct business during an in-town meal is within the discretion of
the Appointing Authority.

In-town meal expenses incurred by City employees are acceptable if it is
necessary to conduct business during meal hours. The primary purpose of the
meeting must be to conduct City business or to provide a specific City benefit. It
is not possible to define primary purpose in terms of length of time spent or
percentage of items discussed. Expenses are not reimbursable for persons not
closely connected with the business and should not be paid for. Department
directors are responsible for ensuring that this policy is complied with.
Appointing Authority approval is required for all in-town meal expenditures.

City officials and employees should obtain individual invoices for any expenses
incurred in connection with City business for reimbursement of such expenses or
when payment for authorized expenses is made with a City procurement card.

City employees may make payment with a City procurement card or receive
reimbursement for in-town meal expenses incurred with City Employees for
purposes as listed in section 2.1. Items over $15 require a paid receipt, if practical,
upon payment of bill. In instances previously indicated only, a statement of
specific purpose and amount approved by the Appointing Authority will be an
acceptable alternative.
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4.5 Meal expenses incurred while on City business will be reimbursed up to the
maximum allowance as set by the U.S. General Services Administration per diem
rates for San Diego. The current meal allowances can be found at www.gsa.gov.
Receipts for in-town meal reimbursements are required.
4.6 Generally, City Employees and their guests should try to adhere to the guidelines

set by the U.S. General Services Administration, www.gsa.gov. Circumstances
where these guidelines may be waived include, but are not limited to the
following:

A. Meal costs for volunteer City advisory boards, committees, commissions,
etc. These volunteers contribute many hours of City service and receive
nio monetary reimbursement form the City other than meals and parking
expense.

B. Meal costs for the purpose of City Fund Development, activities
authorized by the City Council, City’s Chief Operating Officer, or non-
mayoral department director.

C. Meal costs incurred in connection with training, civic/professional group
meetings, etc. which have a set price and for which the individual has little
or no choice in the amount paid. These costs usually include speaker,
facility, and meal costs. Also see section 5.2.

D. Meal costs which Appointing Authorities approve as being above the
general guidelines, e.g. visiting dignitaries.

5. COMMISSION/COMMITTEE/CIVIC/PROFESSIONAL/STAFF MEETINGS

5.1
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When departments host commission/committee meetings, or hold meetings with
the members of the public/staff for the conduct of City business, it is acceptable to
incur costs for refreshments and necessary supplies.

When City staff must attend civic/professional meetings, with Appointing
Authority approval, they may either use the City procurement card or be
reimbursed for their actual expense (this may include meals).

Only with prior written approval from the City’s Chief Operating Officer or a
department director, City employees may on occasion be reimbursed for costs for
spouses/guests if their attendance is appropriate at a special event.
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6.  PROMOTION/RECOGNITION

6.1 While it is not possible to define all ways to recognize people for appreciation of
public service or for those who have been promoted within the City. The
following are acceptable methods of recognition:

A,

Iegal Reference

Meal expense for employee acknowledgment for length of service,
exceptional performance, etc. This includes the department head,
management and supervisory employees in the chain of command.

Expenses for refreshments at groundbreaking ceremonies, receptions and
special recognition events, etc. are acceptable. Appointing Authority
approval is required for these types of expenditures.

Expenses for gifts (i.e. plaques, etc.) to members of City advisory groups
or sent in conjunction with City Fund Development Activities authorized
by the City Council, City's Chief Operating Officer, or non-managerial
department directors may be acceptable. Appointing Authority approval is
required for these types of expenses.

Gifis or expenses related to entertaining visiting dignitaries in promoting
the City are allowed when approved by Appointing Authorities.

Recognition awards are allowed only on approval of Appointing

Authorities. Also refer to Administrative Regulation 95.91, Employee
Recognition and Award Programs.

APPENDIX

Council Policy 000-27 amended by Resolution No. 267294 on December 15, 1986
Council Policy 000-28 adopted by Resolution No. 265586 April 28, 1986

Process Narrative PN-0011 Procurement Card (P-card) Invoice Payment Process
Administrative Regulation 95.55 Procurement Cards

Administrative Regulation 95.91 Employee Recognition and Award Programs

Administering Department

Office of the City Comptrolier
Purchasing & Contracting Department
Chief Operating Officer



Control No,

Meeting and Promotional Expense Report

Payee/Employee Last Name:
First Name & M.1:
AMRIS Dept: - ' ' AMRIS Org:
Object Account: Fiscal Year:
Date of Activity: . Document Reference:
Mo. Day Yr

Place: |
Cost Incurred: ' Exc: : (Auditor's Use Only)
Form of Payment: (01 = Petty Cash DP; 02 = Non-Pelly Cash DP; 03 = Credit Card; 04 = Purchase Order; 05 = Other)
Payment Date: (Auditor's Use Only)

Mo. Day Yr

Name(s) and affiliation(s) of other party:

Description of City business discussed/purpose and additional justification:

Receiptsfinvoices submiited? Yes Ne If not, why not?

Employee Signature: Approved by:
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