
 
 10.1 Travel Policy  
 
Purpose: This policy is for authorization of travel by City employees and by elected and 
appointed officials for the sole purpose of conducting City Business.  
 
Travel on City business shall include trips within and outside the City, such as 
conferences, conventions, workshops, seminars and other City-related business 
meetings, which require an overnight stay. All travel must be authorized prior to travel in 
the following manner: City Council will approve all travel by Council members; the City 
Manager or Deputy City Manager shall approve out-of-state travel for staff. Out of state 
travel not requiring an overnight stay such as to Maryland or Washington, D.C., can be 
approved by the Department Director.  Department Directors will approve all other travel 
in State for staff.   
 
Authorized expenses include transportation, lodging, registration fees, meals and other 
incidental costs, such as a baggage charge (maximum 2 bags per flight). Persons 
traveling on City business will exercise the same care in incurring expenses that a 
prudent person would exercise if on personal business. To minimize costs to the City, 
the most economical rates and fares will be utilized, such as discount fares, government 
and coach rates, as well as travel by the most direct route. In addition, when two or 
more persons travel to the same destination, maximum use shall be made of special 
group travel discounts, joint use of taxicabs and joint use of City-owned, leased or 
privately owned vehicles.  
 
In situations where travel restrictions are governed by Federal or State regulations, 
laws, or grant conditions which conflict with City travel policy, Federal laws, regulations, 
and grant conditions control over local rules.  
 
Travel by private vehicle will be reimbursed at the current rate used by the Internal 
Revenue Service according to mileage by the most direct route, not to exceed the cost 
of the least expensive coach class airline ticket. This rate also applies to local travel 
when an employee regularly uses his or her own vehicle on City business and the 
Department Director approves the use of a privately owned vehicle. However, this does 
not apply to employees who receive a vehicle allowance. Employees who receive a 
vehicle allowance will only be reimbursed for using his or her own vehicle on official City 
business in excess of 200 miles one way.  
 
Use of a City vehicle is preferred over a privately owned vehicle if all occupants are on 
official business. If one or more passengers are not on City business, a private vehicle 
must be used and mileage will not be reimbursed. A rental car is to be used only when 
other means of transportation are unavailable, costly or impractical. The rental car must 
be approved by the Department Director prior to leasing. Rental car insurance should 
not be purchased, since it is covered under the City’s insurance policy. All tolls and 
parking fees are reimbursable at actual costs.  
 



Persons using commercial carriers will use an economy or coach class. Reimbursement 
will be on an actual cost basis. Taxis, limousine service and buses are allowable 
expenses provided the most economical and practical method is selected. 
 
Accommodations will be reimbursed at actual costs on a single-occupancy rate in 
hotels/motels generally patronized by business people. For conferences, the actual 
conference rate for lodgings will be reimbursed. Government rates should be requested 
and I.D. may be required.  
 
The City reimburses employees for meals and incidentals when the employee is on 
authorized travel at a per diem rate. Receipts are not required. The reimbursement rate 
includes incidentals such as gratuities and baggage tips. Per diem rates and travel 
policies related to per diems will follow the guidelines for Federal employees as 
specified by the General Services Administration (GSA) and found on their website 
www.gsa.gov.  Per diem is paid for all required days of travel; however,  day of 
departure and day of return are paid at 75% of the established per diem rate.  . See 
your department head for a list of cities and applicable reimbursement amounts prior to 
traveling.  
 
The value of meals that are included as part of the conference or training event should 
be deducted from the per diem for each applicable day of travel. However, if the 
employee has dietary restrictions, religious requirements, or is otherwise unable to 
consume the provided meals, these meal values do not need to be deducted.  
Employees and supervisors should exercise appropriate discretion to ensure that they 
are honoring the City’s core values of honesty and stewardship and that City funds are 
being used appropriately. 
 
Laundry and dry cleaning expenses are not reimbursable. However, one reasonable 
laundry expense is allowed for each six (6) consecutive days that travelers are away 
from the City.  
 
Telephone expenses are reimbursable when incurred in connection with City business. 
A personal “safe arrival” telephone call is a reimbursable expense.  
 
Personal entertainment expenses, such as pay-per-view movies, are not reimbursable. 
Expenses for spouses are not reimbursable with the exception of the reimbursement for 
City Council spouses for the annual Virginia Municipal League conference and the 
Municipal Electric Power Association of Virginia conference.  
 
Time spent by nonexempt employees (those covered by the minimum wage and 
overtime requirements of the Fair Labor Standards Act) in traveling away from home on 
City business during normal working hours is considered hours worked for pay 
purposes. Travel time on non-workdays is also considered work time if conducted 
during normal work hours. For example, a non-exempt employee who normally works 
8:30 AM to 5:00 PM Monday through Friday must be paid for time spent traveling on a 
Sunday if it occurs between 8:30 AM and 5:00 PM. The time an employee spends 



traveling outside of normal working hours, however, is not considered time worked, 
unless the employee is actually performing work while traveling.  
 
City Business Expense: With Department Director’s approval, purchase of meals by 
City employees for themselves or for non-City employees for the purpose of conducting 
City business is reimbursable. However, alcoholic beverages are not reimbursable 
expenses.  If the purchase of meals for the purpose of conducting City business occurs 
during travel, the per diem amounts for those meals should be deducted from the City 
employee’s per diem reimbursement request. 


