
Agenda Item #11 
Attachment C  

Page 1 of 5 
 

LOCAL AGENCY FORMATION COMMISSION 
POLICIES AND GUIDELINES 

 

Section 2 
Page 7 of 29 

2.4 TRAVEL POLICIES   (Adopted August 27, 2003, Amended August 24, 2007) 
 

2.4.1 General Policies 
 

LAFCO employees and Commissioners compelled to travel in the 
performance of their duties and in the service of the commission shall be 
reimbursed for their actual and necessary expenses, including 
transportation expense, lodging, and meals and other reasonable 
incidental costs. 

 
LAFCO employees and Commissioners should not suffer any undue loss 
when required to travel on official LAFCO business, nor should said 
individuals gain any undue benefit from such travel. 
 
All travel arrangements are coordinated through the Executive Officer and 
should be as economical as possible considering the travel purpose, 
traveler, and timeframe available to accomplish the travel mission, 
available transportation and facilities, and time away from other duties. 
 
Requests for travel authorization and reimbursement are processed using 
the LAFCO travel authorization form to facilitate reimbursement. Receipts 
are required for reimbursement of lodging costs, registration fees, public 
transportation and for other expenses as may be necessary to facilitate 
reimbursement. 

 
2.4.2 Travel Authorization and Approval 
 

 Authorization and approval by the Executive Officer or the Commission is 
required for all travel.  Employees and Commissioners must obtain 
authorization for travel before incurring costs and before commencing 
travel. 

 
2.4.3 Mode of Transport 
 
 Transportation shall be by the least expensive and/or most reasonable 

means available. Generally, costs in excess of the lowest feasible fare are 
not reimbursed. 

  
(a) Private auto reimbursement may be authorized by the Commission 

or the Executive Officer for LAFCO business travel.  Reimbursement 
shall not be authorized for employees commuting to and from their 
residence to the assigned work site.  
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(b) Rental cars or County vehicles may be used if such use is the most 
economical and practical means of travel.  The use of a rental car 
must be noted on the Travel Authorization and authorized by the 
Commission or the Executive Officer before incurring costs and 
before commencing travel. 

 
2.4.5 Reimbursement – Transportation 

 
(a) Public Transportation  
 

Receipts are required for reimbursement of public transportation to 
facilitate payment.  Costs in excess of the lowest possible fare are 
generally not reimbursed. 

 
(b) Private Auto 

 
Travel by private auto in the performance of “official LAFCO 
business” shall be reimbursed at the Federal rate as determined by 
the Internal Revenue Service on the date of travel. 
 
The mileage reimbursement rate represents full reimbursement for 
private auto expenses for the use of a personal vehicle, including 
fuel, normal wear and tear, insurance, etc. 
 
Reimbursement shall not be authorized for employees commuting to 
and from their residence to the assigned work site.  
    
Mileage for travel shall be computed from the agency location or the 
point of origination, whichever is less.   
 
(For example, an employee who works in Placerville and lives in 
Cameron Park is required to attend a meeting in Sacramento, 
originating and returning to their residence in Cameron Park.  The 
employee is paid for the actual mileage, not the mileage from 
Placerville to Sacramento.  An employee who works in Placerville, 
originating at home in Camino to attend the meeting in Sacramento 
would submit mileage based on the distance from Placerville to 
Sacramento.) 

 
2.4.5 Reimbursement - Meals 
 

Reimbursement rates will be at the same levels as for El Dorado County, 
on the date the expense is incurred. 
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Alcoholic beverages are not reimbursed.  
    

Actual meal expenses are reimbursed for out-of-county travel.  Meals will 
not be provided for in-county travel or meetings which do not involve 
overnight lodging, unless special circumstances are involved such as the 
following: 

 
(a) When meals are approved as part of a program for special training 

sessions, conferences, and workshops; 
(b) When staff/commissioners traveling from the western slope of the 

county to Lake Tahoe and vice-versa are required to spend the entire 
work day at that location; 

 
(c) When staff/commissioners meet with other governmental agencies, 

community organizations, or private companies in a breakfast, lunch 
or dinner setting in order to conduct LAFCO business.   

 
Actual costs of meals may be reimbursed up to the total allowed under the 
County reimbursement maximum without regard to how much is spent on 
individual meals (e.g., breakfast, lunch, dinner, snacks) and without 
receipts.  If staff/commissioner is on travel status for less than a full day, 
costs may be reimbursed for individual meals. 
 
County Maximum Allowable Meal Reimbursement (Effective 5/29/99) 
 
  Breakfast  $   8.00 
  Lunch   $ 12.00 
  Dinner   $ 20.00 
  Total for full day $ 40.00 

 
2.4.6 Reimbursement - Lodging 

 
Lodging within the county may be authorized by the Executive Officer or 
the Commission if assigned activities require a staff member to spend one 
or more nights in an area of the county which is distant from their place of 
residence.  Receipts are required for reimbursement of lodging costs to 
facilitate payment.  Overnight accommodations should be as economical 
as possible and practical. 
 
Lodging is reimbursed up to $125.00 per night, plus tax, single occupancy.  
The Executive Officer may approve extraordinary costs above these limits 
on a case by case basis. 
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Single rates will be paid except when the room is occupied by more than 
one LAFCO employee or commissioner. This policy shall not be construed 
to require shared sleeping accommodations while traveling on LAFCO 
business.  
 
Lodging arrangements should be made, whenever possible and 
practicable, at hotels/motels which offer a government discount, will waive 
charges to counties for Transient Occupancy Tax, or at which the County 
or LAFCO has established an account.  When staying at such a facility, 
the name of the staff/commissioner and the agency must appear on the 
receipt of the hotel/motel bill. 
 

2.4.7 Reimbursement - Other Expenses 
 

All other reasonable and necessary expenses (i.e., parking, shuttle, taxi, 
etc.) will be reimbursed at cost if a receipt is submitted with the claim.  
Receipts are required except for those charges where receipts are not 
available such as bridge tolls and snow chain installation/removal fees. 
Claims submitted without receipts are subject to the approval of the 
Executive Officer or the Commission.   

 
2.4.8 Advance Payments     
 

The Executive Officer or the Commission may provide advance funds for 
estimated “out of pocket” expenses up to seventy-five percent (75%) of 
estimated travel expense, but no less than $50.00.  The “out-of-pocket” 
expenses may include meals, taxi and public transportation, lodging, 
parking, and pre-registration costs. 
 
Requests for advance funds will be noted and itemized on the LAFCO 
Travel Authorization forms.  

 
2.4.9 Claims for Travel Reimbursement  
 

It is the responsibility of the claimant to understand and comply with these 
policies to receive reimbursement for travel.  
 
Travel Claims are generally submitted to the Executive Officer or the 
Commission within 30 days after completion of travel.  
 
Personal mileage and expense claim forms should be completed for each 
calendar  month,  one  month  per claim form unless the monthly amounts 
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total a small amount (i.e. if cost of processing would exceed the amount 
being claimed).  In the latter case, the claims for any individual may be 
accumulated and processed in a batch when a reasonable claim amount 
has accrued.   
 
Claims must itemize expenses as indicated on claim forms, and must be 
processed with receipts attached. 
 
All claims for travel reimbursement shall be made and submitted to the 
Executive Officer or the Commission for accounting and payment within 
the same fiscal year as the expense was incurred. 

 
2.4.10 Cancellations 
 

Cancellation of travel requires that any advanced funds be returned to 
the Executive Officer or the Commission as soon as possible or within 
five (5) working days of the cancellation. 


