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It shall be the policy of the City of Fayetteville to provide funds for the Mayor and City Council members to attend meetings, conferences, or undertake other activities in order to better equip them to carry out their duties and responsibilities.  Council members shall contact the staff person responsible for travel arrangements immediately if there are any changes in travel plans which could result in the City paying for unused registration, air fare, or accommodations.  Council members must reimburse the City for any unused registration, airfare, or accommodations, unless the cause is sickness, an emergency or other reason, as approved by the Mayor.  


Travel expenses for City Council members, as set forth herein, shall be budgeted each year by City Council.  Council members may carry forward funds from previous budget years; however, the carry forward amount available shall not exceed the current fiscal year’s original budget amount for individual Council member travel without prior approval by the City Council. The prior approval stipulation does not include the Mayor or the Mayor's designee.


Upon taking office, newly elected Council members’ travel budgets will be established at the original budget amount for each Council member in that fiscal year.


Generally, the types of expenses that may be incurred at City expense while attending these various activities are as follows:


(1)
Transportation - Reimbursement for travel for out‑of‑town events.  The City will fund the most economical and reasonable method of travel.  This could include air fare, train fare, payment for use of personal auto at established per mile rate set by the City, cost of transportation to and from transportation center, to lodging or conference, and transportation to and from meals.


(2)
Registration - All cost associated with registration expense, seminar fees, books, meeting supplies, etc., will be reimbursed.


(3)
Lodging - The cost of accommodations for overnight trips will be reimbursed.


(4)
Meals – Reimbursement for meals may be based on receipts or approved per diem rates for a destination city.  Only one method or reimbursement may be used for the entire duration of a trip.  It should be noted that under both methods of reimbursement, hotel receipts are required.  



When calculating the per diem amount for a trip, the following federal travel regulations should be followed:

· 75% of per diem rate for day of departure

· 75% of per diem rate for day of return

· 100% of per diem rate for days in between

Also, when meals are furnished at no additional cost to the City or are included in the registration fee, the applicable per diem rate will be reduced based on federal travel regulations.  Deduction for continental breakfast is not required.  


(5)
Tips or gratuities – Customary and usual tips and gratuities are acceptable and will be reimbursed.


Generally, the types of expenses that may not be charged to the City or must be reimbursed to the City are as follows:


(1)
Any expense incurred for spouses, family members, or guests unless such guests are guests of the City such as state or federal officials or others having an official or business relationship with the City.


(2)
Expenses incurred of a personal nature such as personal sightseeing not associated with a conference, personal telephone calls, entertainment (unless included in conference), and purchases of personal items.


(3)
Expenses incurred for meals consumed in lieu of meals provided by the conference or for alcoholic beverages.


When the Mayor or a City Council member incurs expenses pursuant to this policy, he or she shall provide a statement to the City within a reasonable time indicating the types and amounts of expenses incurred and requesting reimbursement therefore.  If funds are provided in advance of the event, the official may be entitled to additional funds if expenses exceed the amount advanced.  Conversely, any advanced funds not used with the exception of the per diem are to be returned.  Reimbursement for such expenses shall be at the same rates as established for other City officers and employees.



The Finance Department will deduct state and federal taxes and FICA from any travel allowance where required by law or Internal Revenue Service Regulation.

