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1.0
PURPOSE
To define the use and management of the District’s Advance Travel Fund.
2.0
REVISION HISTORY

Original Document
3.0
ATTACHMENTS

4.0
PERSONS AFFECTED
All personnel.
5.0
POLICY
5.1
The District shall establish an Advance Travel Fund for per diem 
funds to be issued to employees engaged in District approved travel. 
5.2
The per diem rate will be established by following the annually set U.S. General Services Administration guidelines. 

5.3
Funds shall be maintained in a checking account approved by the 
Kitsap County Treasurer and in accordance with guidelines 
established by the state auditor.  
5.4 The Board of Fire Commissioners shall designate the name, amount, and approved signatories of any such fund.  
5.5 The Administrative Services Manager shall serve as the custodian of the fund. Advance Travel Funds are to be issued only to individuals approved for District travel.  Per diem funds will not include the cost of meals included with conference registration.
6.0 DEFINITIONS

6.1
Per Diem – pre-approved and issued funds for District authorized travel meals and expenses, if known.

6.2
GSA – U.S. General Services Administration found at www.gsa.gov/ 

6.3
Affidavit of Lost/Missing Receipt – A Kitsap County generated form available from the Finance Manager or Administrative Services Manager to be used in lieu of a receipt when it has been lost or is unavailable as may be the case when parking at the Bainbridge Island ferry terminal, etc.
7.0
PROCEDURE OR GUIDELINES
7.1 Account Amount and Administration
7.1.1
The Advance Travel Account shall not exceed $2,000 and shall be replenished as needed by an itemized voucher submitted to the county treasurer by the Finance Manager.

7.1.2.
The account shall be administered through a check book system and be signed by at least two authorized staff and/or Board members.

7.1.2.1  The payee, date, amount and purpose shall be recorded in the check register.

7.2 Account Authorization

7.2.1  Advance Travel shall be approved by the Training Officer, ASM, or Fire Chief subject to the authorization established in the adopted annual budget.

7.2.2
If the ASM or Fire Chief approves an Advance Travel payment, they shall immediately notify the Training Chief of same.

7.2.3 The authorizing party shall notify the Administrative Services Manager in writing with the name of the employee, the name and location of the conference, and dates of travel.  
7.2.4  A copy of the training registration or a web-site link to the training information will also be provided for verification of any included meals and training dates.
7.3 Processing a Request
7.3.1  When a request for per diem has been received by the Administrative Services Manager, he/she shall fill out a Kitsap County TC-50 Expense Form (4008-7.2 A).
7.3.2  Per diem rates shall be established by using the GSA rates 
found at www.gsa.gov/ for the appropriate state and city or county.  If a city or county is not listed, the GSA recommended per diem rate for those circumstances will be used.

7.3.2.1  Meal allowances are as follows:

Breakfast:
20%

Lunch:

30%

Dinner:

50%
7.3.3
Any meals included with the cost of the training will be noted 
in its appropriate spot on the TC-50 with the notation “Incl” and those funds will not be included in the total per diem calculation.
7.3.4  Once the TC-50 has been completed with the total per diem request, an Advance Travel check will be issued to the individual.

7.4
Additional Expenses Reimbursement Procedure
7.4.1
If there are any additional reasonable out-of-pocket expenses incurred by the individual, that total will be reimbursed via the regular voucher process to the individual.
7.4.1.1  Receipts and/or proof of expenditure (e.g. a signed Affidavit of Lost/Missing Receipt) must be provided for expense reimbursement.

7.4.1.2  Additional expenses not pre-authorized will be evaluated on a case-by-case basis for reimbursement eligibility.

7.4.2  If there are additional authorized expenses due personnel, the original TC-50 will be modified to reflect those expenses.  Changes will be initialed by the Finance Manager and the individual requesting reimbursement.  A copy of the TC-50 will then be submitted for Advance Travel Fund reimbursement and a copy will be submitted for the individual’s reimbursement.  Both reimbursements will be conducted through the regular voucher process system at the next available regular Board of Commissioners meeting.
7.5
Reconciliation of Account
7.5.1 After every transaction with the Advanced Travel Account, the 

Administrative Services Manger shall reconcile the account and request replenishment through the regular voucher process. 

7.5.2
The Fund will also be reconciled on a monthly basis by the Finance Manager.
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