ADMINISTRATIVE LAW DIVISION

Form #5

1

W ST GINIA Do Not Mark In this Box
EST VIR .
FILED
SECRETARY OF STATE o 19
KEN HECHLER Has 5 2 e

CF? c{ C‘: .',-.-T 8- ‘h,
\\ t.‘
5E3ELEl§l;“ GE 5:-§.‘.E

NOTICE OF AGENCY ADOPTION OF A PROCEDURAL OR INTERPRETIVE RULE
OR A LEGISLATIVE RULE EXEMPT FROM LEGISLATIVE REVIEW

Agriculture 61

12-3-11 -

AGENCY: TITLE NUMBER:

CITE AUTHORITY:

RULE TYPE:PROCEDURAL _ ¥ INTERPRETIVE

EXEMPT LEGISLATIVERULE ;
CITE STATUTE(s) GRANTING EXEMPTION FROM LEGISLATIVE REVIEW

AMENDMENT TO AN EXISTING RULE: YES. X , NO

IF YES, SERIES NUMBER OF RULE BEING AMENDED: __25

TITLE OF RULE BEING AMENDED: Requlations to Govern In-State and
Out-of State Travel by West Virginia Department of Agriculture Enployees

IF NO, SERIES NUMBER OF NEW RULE BEING ADOPTED:

TITLE OF RULE BEING ADOPTED:

O
q.@

THE ABOVE RULE IS HEREBY ADOPTED AND FILED WITH THE SECRETARY OF STATE. THE

December 6, 1992

A,

EFFECTIVE DATE OF THIS RULE IS




West Virginia Procedural Regulatons
Department of Agriculture
Title 61

General Index
for
Series 258

Title: Regulations tc Govern In-State and Out-of-State Travel by West Virginia
Department of Agricultire Employess

Secten 1. Generzl

1.1 Scocre

1.2  Authority

1.3 Filing Data

1.4  Effective Date .
1.8 Repeal of former rule.

Secton 2. Declaraticn of Policy

2.1 General Statement

2.2  Compliance Responsibility
2.3 Inguires

24  Conflict of Interest

SecHen 3. Ceneral Instructions

3.1 Headquarters

3.2 Expense Accounts
3.3  Meal Allowance
384 Ledging

3.5 Transpertation

3.8  Regisiration Fees
3.7 Baggage

Section 4. In-State Travel
Section 5. Qut-ci-State Travel
Section 8. Advance Allowance

Section 7.  Corperate American Express Cards




West Virginia Procedural Regulations
Deparmment of Agricultural
Title 61
Series 25

TITLE: Regulations to Govern In-State and Out-oi-State Travel by West
Virginia Department of Agriculture Employees.

Section 1. General

1.1 Scope - These procedural requlaticns establish general cperating procedures
for in-state and out-of-state travel by employees of the West Virginia Department of
Agriculture.

1.2 Authority - These regulations are promulgated and issued under authority of
Chapter 12, Article 3, Section 11, cf the West Virginia Code, 1831, as amended.

1.3 Filing Date -

1.4 Efective Date -

1.5 Repeal of Former Rule - These procedural regulations repeal West Virginia

Procedural Regulations "State Department of Agriculture, Chapter 12-3, Seres 25§,
Regulations to Govern In-State and Out-of-State Travel by West Virginia Deparmment of

Agriculture Employees, filed September 258, 1888 with an effective date of October 1. 18988,

Sectiecn 2.  Declaration of Pelicy

2.1 - Ceneral Statement - These requlations govemn reimbursement for travel costs
and other expenses ior authorized emplcyees cf the Wést Virginia Department cf
Agriculture traveling on business for and on behalf of the State of West Virginia,
specifically the West Virginia Deparanent of Agriculture and only for the proper conduct

of the State’s business. These regulations are designed to Insure faimess in the
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application and administration of ravel expense reimbursement. An employee fraveling
on state business pursuant to these regulations is expected to exercise the care of a
prudent perscn traveling for personal reasons, Travel on business must be conducted at
a minimum cost fer achieving success of the mission. All travel expenditures shall be
within budgetary allewance fer the division for which the Tip is taken.

2.2 - Ccmpliance Respensibiliies - It shall ke the respensibility of each division
directer within the Department of Agriculture to insure compliance with these reguiaticrns.

2.3 - Incuiries - Any questons or inguiries regarding these regulations shcould be

directed either fo the Deputy Commissioner’s Office or Travel Management Clerk in

Administrative Services.

2.4 - Conflict of Interest - No employee of the Department of Agriculture shall
receive reimbursement from a third party or receive prepayment of exgenses by a third
party while conducting business cn behalf of the Department, without the express written
prior approval of the Comumissioner.

Secticn 3.  General Instructions

3.1 - Headquarters - For purposes of ravel reimbursement, each employee of the
West Virginia Depariment of Agriculture shail have a designated workplace as the cificial
headquarters of the employee. For most employees, the official headquarters will be at
the Guthrie Agricuiture Center. These employees who do not have Guthrie Agriculture
Center as headquarters shall file a préperly executed headquarters justification statement
with the Department’s Administrative Services Division. The official headquarters shall be

shown on all expense accounts, An emplovee’s home may be officially designated as an
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employee’s headquarters only if there is no other location available. All employees using
their homes as headquarters must secure the written approval of the Commissioner to do
so. In noc case will commuting to an employee’s headquarters ke allowed as a cause for
reimbursement without specific written authorization from the Commissioner. Specific
exception to this will occur where the employee is required to return to headquarters from
home ;fter compleﬁng a normal day’s work schedule or is called cut on what is normally
a nen-work day or heliday for that employee.

3.1.2 - Headcuarters Single Location - Headquarters shall not be multiple stations.

Persconnel who work multiple stations which necessitate automebile travel are in travel
status from the moment of departure of the official headquarters until retumn to official
headquarters. If an employee does not return to the headquarters station at the end of
a day or a trip, the employee shall not be eligible for mileage on personal car in excess
of the mileage to return to official headquarters.

3.1.3 - Transfer/Relocaticn of Assicnment - When an employee is assigned an

official headquarters other than Guthrie Center that requires the relocaton of the
employee's residence, such employee will be allowed sixty (60) calendar days relocation

travel expenses, Provision dees not apply to unassigned voluntary relocaticn. If the

employee elects not to move the residence, the employee shall not be allowed expenses
related to the change in headquarters after the 60 calendar day relocation pericd.

3.2 - Expense Accounts - The standard form issued by the Department of
Agriculture as an Expense Acccunt fonm will be used for settlement of and reimbursement

for all travel expenses. The form must show detail of expenses incwred by day, and will




ke summarized by day and by category as previded for on the forms.

3.2.1 - temization - liemized receipts must accompany the travel expense forms to
include, as a minimum, all lodging receipts, airlines or comumen carrier receipts,
registraton receipts, parking charges, toil char_ges (except West Virginia Tuwnpike toil
charges), baggage charges.

2.2.2. - Verification/Apvroval - All expense account forms wiil be signed by the
employee and approved by the Division Directer. No employee, except the Commissicner
of Agriculture, may approve the employee’s own expense account form. The approval of
expense accounts is more than a lormality and s‘hould be treated with due sericusness.

Approval of éxpense account indicates- that expenses submitted for reimbursement have
been reviewed, and found to comply with department policies regarding authorized travel
expenses.

3.2.3. - Time_of Submission - Empleyees shall be responsible for submiting all

requests for reimbursement of ravel expenses, including receipts, to their division director
within three (3) worling days from trip retwmn date. 1t is the responsikility of the division
director to review &d approve employee’s expense accounts within two (2) werking days
of receipt and forward to the Administrative Services Division, which will submit
approprléte transmittal within three (3) working days to the apprepriate executive
agencies of state govermmment. Regular in-state travel by inspecter classification
employees shail be submitted cn a bi-weekly ba51s

3.2.4. - Commissioner’s Apvroval - Written permission must be received Fom the

Cermumissicner of Agriculture, or his designese, as required in the following situatons.
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a) Cut-of-State ravel when mere than two (2) employees are requesting
approval to attend the same meeting or conference.

b) Travel for events having a registration fee in excess of $150.00 per
registrant.

¢) Travel requiring use cf chartered aircraft.

d) Travel outside the continental United States.

e} Atendance at meet'mgsl and events involving lodging at rescrt class
faciliies, such as The Greenbrier.

3.3 - Meal Bllcwance

3.3.1 - In-State Meal Bllowance - Reimbursement will be made for the actual cest
of meals while aksent from official headquarters, on extended hours with a mazimum of
twenty-ive dellars ($28) per day for travel within the State of West Virginia where the
distance from the official headquarters is over twenty-iive miles. Meals are allowed when
lodging is listed as “gratis“'or "'ne charge®.

3.3.2. - Qut-of-State Meal Allowance - Reimbursement will be mace fer the actual
cost of meals while absent from official headquarters, with a maximum of thirty dollars
(330) per day. Meals are allowed when ledging is "gratis" or "ne charge”,

3.3.3. - Extended Hours - Cn ovemight trips, departure from official headgquarters
beifcre 8:00 a.m. entitles a fravelling emgpleyee to a full meal allowance. On cvernight
trips, -departm:e Eeicre neon entitles tl;xe raveling employeé te lunch and diﬁner, while
depariure before 8:00 p.mu entitles the travelling employee to dinner.

Cn the return tip, arrival at the official headcquarters kefore 8:00 a.m. enttles the
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Tavelling employee to no meal ailewance, amrival kefore necn entitles the employee tc
breakizast orly; arrival after 12:0C entitles the employee to brealdast and lunch, while
arrival after 8:00 p.m. entitles the travelling employee to a full meal allowance. Arrival and
departure Hme must be stated on the travel expense account form.

3.3.3(1) - Meal Allowances Determinateon - The fcllowing meal allowances ars to be

used in determining the amcunt of reimbursement to empleyees travelling on state
business when the full meal allewange cannct ke claimed.
1) In-state travel: breakfast - $5.00, Lunch - $8.00, and Dinner - $12.00.
2) Out-cf-State ravel - brealkfast - $5.00, Lunch - $10.00, and Dinner - $18.00.
3.3.4 - Meals as Par; of an Ofﬁci;:!i Meeting - Advance approval must be secured
from the Commissioner or Deputy Commissioner when meals are an integral part of an
official meeting, and in excess of the allowable reimbursement.
3.3.4.(1) - Scil Conservaticn District Supervisers shall be allowed to charge for a
meal at their official District meetings. |
3.4 - Lodging - Employees travelling on state business will be reimbursed in an
amount equal fo their actual cost of ledging as shown on the lodging receipt.
Reimbursement shall net ke allowed for personal services such as laundry, valet charges
or personal telephone calls. In the case of double cccupancy, where one of the
cccupants is not on state business, hotel reimbursement will ke on the basis of the least
ezpénsive availabie single rate. |
3.8 - Transportaticn
3.5.1 - Airline or Commen Carrier - Reimbursement will be made for the actual cost

of bus, rail or air ceach travel or cther commen cartier as evidenced by receipted bills
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which must accompany and verify the employee expense report. Employees are required
to travel at tourist or econcmy rates when available.

3.5.2 - Moter Vehicle - Reimbursement for the use of employee’s personal car in
cennection with state business will be at the rate of twentv-six cents (3.28) per mile. Such
reimbursement rate shall apply between the employee’s official headquarters and the
official destination. There will be no reimbursement of expense for commuting purpceses,
unless an employee is called out tc work after the completicn of a weork day or required

to travel on a non-work day or holiday for that employee.

3.5.2.1 - Automebile Rental - Eutomobile rental will be reimbursable to employees

when used in eenjunction v‘fvith commen carrier travel and when substantated by receipts.
Employees are expected to utilize the least expensive rental car available.

3.5.3 - Alternative Travel Arrangements - In cases where an employee chocses to
- drive rather than fly on state business, reimbursement will ke limited to the amecunt of the
tourist or economy airline fare to such location. Meals, mileage and other charges in
cenrection with alternate travel will ke allowed only to the extent that such costs aleng
with mileage charges do not exceed air fare.

3.5.4 - Other Transoortation Costs - Other wansportaton costs will be reimbursed

on an incurred basis as substantated by receipts. Such reimbursement may include toll
road (except West Virginia Turnpike), tell bridges, subways, parking fees and garage
stcslrage charges for vehicles used in conneé:ticn with state business.

3.5.5 - State Vehicles - Emplovees sheuld use state vehicles whenever practical in

their ravel.
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3.5.5.1 - Operation of State-cwned Vehicles - Operaticn: of state-owned vehicles

shall ke coniined to state cificials and emplovees while on cfficial duty. Ne¢ passengers
or other individuals are permitted unless they are on the same business as authorized by
the user of the vekhicle, such as tour groups.

8.6 - Registration Fees - Registration fees at meetings or conferences must be
supported by receipt. Employees shall not recesive additonal allowance for ledging or
feod that has been included in the registration fee,

3.7 - Baggage Charges - Baggage charges will be reimbursed on an
incurred basis for the date of arrival and the date of departure, not to exceed a
total of 5% of the daily rcom rate. .

Section 4. In-State Travel

Daily allowance for in-state travel shall be subject to all requirements of these
requlations. Reimbursement shall ke allowable for meals, transportaticn, ledging,
registration fees, parking fees, toll charges, and baggage charges.

Secticn 8.  Qut-ci-State Travel

5.1 - Daily Allowance - Daily allowance for cut-ci-state travel shall be subject to all
recuirements of these regulaﬁoﬁs. Reimbursement shall be allowable for meals,
transpertation, lodging, registzation {ees and baggage. Ledging receipts must be marked
paid in full.

8.2 - Qut-of-State Travel Recuests - Each employée which is required {o travel cut-

oi-state must {ile an aprlication regarding such travel at least ffteen (15) working days in

advance of the planned trip with the appropriate division director or the deputy
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commissioner. Interdepartmental requisifion ferms will be submitted by the employee to
the division director setting ferth the purpeses of the travel, departure time, transportation
costs, ledging costs, length of stay, meal costs, registration ceosts and total estimated cost.
8.3 - Pest Trip Reports - Each employee will dle with the division director and the
Commissicner’'s Office an out-of-state trip report. Likewise, each employee may be
required tc make a presentation to the employee's division or unit to benefit other
employees on the benefits derived fFom the trip.
Secticn 8. Advance Allowance

6.1 - Qut-of-State Advance Allowance - Any empleyee authorized to travel out-of-

state may request an aﬁva:tce allcwance for cut-oi-state favel, provided that the
transmittal for the advance allowance is cleared against the related expenses within thirty
(30) day of the last day of travel. The division director will be respensitle to ascertain
that such allowance and related expense reports are cleared within thirty (30) days.
8.1.1. - Certification - Each cut-cf-state advance allowance shall carry the following
certification:
‘1 hereby certify tha; the above advance allowance requisitioned in the name

of is being requested pursuant to compliance with the rules

and regulations of the Commissicner of Agriculture.

signed

Employee

signed

Division Directer”

8.2 - Inspecten Allowance - Pursuant to the requlatery duties of the Department cf
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Agriculture, those employees charged by law or regulations to purchase at fair market

value agriculture preducts for the purpese of specimens for inspecton may requestcn a
menthly basis an inspectdon allowance of not to exceed one hundred dellars (5100.00).
These employees so autherized shall be responsible for daily accounting of expenditures
on daily activity reports and shall submit each thirty (30) days a settlement of the
inspectcn allowance.

8.2.1 - Qutstanding Inspecticn Allowance Recort - Employees authorized (o receive
a monthly inspection allowance will not be eligible for more than two (2) inspection
allowances untl at least one prior inspection allewance has been cleared against the
actual expenses. The ﬁhﬁsion cﬁrecijor will be responsible to ascertain that such
allowances are clearsd within thirty (30) days.
Section 7. Cerperate American Express Cards

7.1 - Fligibility to Apvoly for Cornorate Card - Only fulltime emplovees of the West

Virginia Department of Agriculture who travel as a vart of their job responsibilities are

elicible to apply and receive the State of West Virginia American Express Corporate Card.

7.2 - Authorized Expenses - The State of West Virginia American Fxpress Corporate

- Card may only te used for official business travel expenses which shall include ledging,
meals, registration fees, autemobile rentals, gascline or diesel fuel, the vurchase cf airline

tickets, but not flight insurance. and business related long distance toll charges.

7.2;1 - Emplovees to Abide by the Terms and Conditicns cf the State of West
Virginia American Express Comcerate Card Contract - Upon issuance of State of West

Virginia American Express Corporate Card emplovees shall agree to abide hy the terms
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and conditions of the contract between American Express and the State of West Virginia

for use of corporate travel cards.
7.2.2. - Perscnal angd Retail Charges Prohibited - The American Express Corzorate

Card shall not be used for anv perscnal or retail charges inclhuding but not limited to the

purchase of geoeds, supplies or services for zersonal or business related reascns. The
purchase of gocds, supplies and services for business related reasons shall comply with
the purchasing stamites of the State of West Virginia and be pursuant to an autherized
purchase orger.

7.3 - Penaities for Inaporopriate Use of a Card - The provision of a corperate travel
gard is a prvilege and iné::orogriate us;e shall result in the revecation of cards on either
a temporary or vermanent basis. Likewise. an emplovee who has been issued a State of
West Virginia American Express Corporate Card shall undertake the safequard of that
card frem the inaporopriate use by others.
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West Virginia Procedural Regulations
Department of Agricultural
Chapter 12-3
Series 25

TITLE: Regulations to Govern In~State and Cut-of-State Travel by West
Yirginia Department of Agriculture Employees.

Section 1, General

1.1 Scope - These procedural regulations establish general
cperating procedures for in-state and out-of-state travel by emplovees of the
West'Virginia Department of Agriculture.

1.2 Authority - These regulaticns are promulgated and dissued
under authority of Chapter 12, Article 3, Section 11, of the West Virginia Code,
1931, as amended,

1;3 Filing Date -~ September 25, 1989,

1.4 Effective Date — Qctober 1, 1989,

1.5 Repeal of Former Rule -~ These procedural regulations repeal

West Virginia Procedural Regulations "State Department of Agriculture, Chapter
12-3, Series 25, Regulations te Govern In-State and Cut-of-State Travel by West
Virginia Department of Agriculture Employees, Ifiled Aprvil 1, 1987 with an

effaective date of May 1, 1987.

Section 2, Declaration of Policy

2.1 - General Statement -~ These regulations govern reimbursement

for travel costs and other expeﬁses £or authorized employees of the West Virginia
Department oﬁ Agriculture traveling on business for and on behalf of the State of
West Virginia, gpecifically the Wast Virginia Department of Agriculture and only
for the proper conduct of the State's business, These regulations are designed
to dinsure fairness in the application and administration of travel expense

reimbursement., An employee traveling on state business pursuant to these
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regulations is expected to exercise the care of a prudent person traveling for
personal reasons. Travel on business must be conducted at 2 minimum cost for
achieving success of the mission. All travel expenditures shall be within
budgetary allowance for the divisicm for which the trip is taken,

2.2 - Compliancs Responsibilities -~ Tt shall be the responsibility

of 2ach division director within the Department of Agriculture tc dinsure
compiiance with these regulations.

2.3 - Inguirdies - Any questions or inguiries regarding thess
regulations should be directed to the Deputy Commissicner's Office,

2.4 —~ Cenflict of Interest - No employee of the Department of

Agriculture shall receive reimbursement from a third party or receive prepayment
of expenses by a third party whilg conducting business on behali of the

Department, without the express wriitten prior approval of the Commissioner,

Section 3, Ganeral Instruections

3.1 ~ EHeadquarters - For purposes of travel reimpbursement, each

employee of the West Virginia Department of Agriculture shall have a designated
workplace as the official headquarters of the employee. For most employees, the’
officiel headquarters will be at the Guthrie Agriculiture Center. Those employees
who do not have Guthrie Agriculture Center as headquarters shall file a properly
executed headquarters justification statement with the Department's
Administrative Services Division. When the official headguarters is other than
Guthrie, the proper headguarters shall be shown on all expense accounts=. An
employee's home may be officially designated as an employée's headquarters only
if there is no other location available. All employees using their homes as

headquartars must secure the written approval of the Commissioner to do se. In




Page Three

no case will commuting to an employee's headquarters be allowed as 2 cause for
reimbursement without specific written acthorization from the Commissioner,
Specific exception to this will occur where the employee is required to return to
headquarters from home after completing a ncrma;*day's work schedule or is called

out on what is normally a non-work day or holidéy for that employee.

3.1.2 - Headquarters Single Location - Heasdquarters shall not be

multipie stations. Personnel who worX multiple stations which necessitate
automobile travel are In travel statusl from the moment of departure of the
cfficial headquarters until rTeturn to official headquarters. I an employse does
not return te the headquarters statiom at the end of a day or a trip, the
employee shall not be eligible for mileage on personal car in excess cf the
mileage tc returnm to official headgquarfers.

3.1.3 - Transfer/Relocation of Assignment - When an employee is .

assigned an official headquarters other than Cuthrie Center that requirss the
relccation of the employee’'s residence, such employee will be allowed sixty (60)
calendar days relocation travel expenses. IE the employee elects not to move the
residence, the employee shall not be allowed expenses related to the change in
headquarters after the 80 c¢alendar day relocation paried.

3.2 - Expense Accounts - Tﬁe standard forms d4issued by the

Department ¢f Administration, Division of Finance and Administration entitled,
"Qut-of-State Travel Expense Account” form and the "In-3tate Travel Expense
Account” form will be used for settlement of and resimbursement for zll travel
.expensas., The form must show detail of expenses incurred by day, and will be
lsummarized by day and by category aé pfovided for on the forms.

3.2.1 - Itemization -~ Itemized receipts must accompany the travel

expense forms to include, 2s a minimum, all ledging recedipts, airiines or common
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carrier receipts, registration receipts, parking charges, toll charges ({(except
West Virginia Turnpike toll charges), baggage charges.

3.2.2. = Verification/Approval - AlL expense account forms will be

signed by the enmployes and approved by the Division Director. Ne employee,
excapt the Commissioner of Agriculture, may approve the employes's own expense
gccount form. The approval of expensa accounts is more than a formality and
should be treated with due seriocusness. Approval of expense acecunt indicates
that expenses submitted for reimbursement have been reviewed, and found to comply
with departiment policies regarding authorized travel expenses.

3.2.3. - Time of Submission -~ Employees shall be responsible for

submitting all requests for reimbursement of travel expenses, including receipts,
to thedir division dizector within three (3) working days from trip return date,
It is the responsibility of the division director to review and approve
employee’s expense accounts within two (2) working days of receipt and forward to
the Administrative Services Division, which will submit appropriate transmittal
within three (3) working days to the appropriate executive agencies of state
gevernment. Regular in-state travel by inspector classification emplovaes shall
be submitted on a bi-weekly basis.

3.2.4, - Commissioner's Apvroval - Written permission must be

raceived froem the Commissioner of Agriculbure, or his designee, as required in
the following situations.

a) Qut-of-State travel when more than two (2) employeess are requesting
approval to attend the same meeting or conference.

b) Travel for events having a registratiocn fee in excess of $150.00 per

registrant,

¢) Travel requiring use of chartered aircraft.
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d) Travel outside the continental United States,

e) Attendance at meetings and events involving lodging at resort class
facilities, such as The Greenbrier.

2.3 =~ Meal Allowance

3.3.1 = In-State Meal Allowancse - Reimbursement will be made for

the actual cost of meals while absent f£rom cffieial headquarters, with a maximum
of twenty-five dollars ($25) per day for travel within the State of West Virginia
where the distance from the official headguarters is over twenty-five miles.

Meals are a2llowed when lodging is listed as "gratis" or "ne charge”.

3.3.2. - Qut-of-State Meal Allowancs — Reimbursement will be made
for the actual cost of meals while absent from official headquarters, with a
maximum of thirty dollars ($30) per day. Meals are allowed when lodging is
"gratis” or "no charge”.

3.3.3. - Extended Hours - On overnight ¢trips, departure from

official headquarters before 8:00 a.m. entitles a travelling employee Lo a full
meal allowance. On overnight trips, departure before noon entitles the traveling
employee to lunch and dinner, while departure before £:00 p.m. entitles the
travelling employee to dinner.

On the return trip, arrival at the official headquarters before 8:00 a.m.
entitles the travelling employee to no meal allowance, arrival before noon
entitles the empleoyee to breakiast onlys arrivél after 12:00 entitles the
employee to breakfast and lunch, while arrival after 6:00 p.m. entitles the
travelling employee to a full meal allowanca. Arrival and departure time must be
stated on the travel expense account form,

3.3.3(1) - Meal Allowance Determination - The £following meal

allowances are to be used in determining the amount of reimbursement to employees




Page Six
travelling on state business when the full meal allowance cannot be claimed.
1) In—-state travel: ﬁreakfast - $§5.00, Lunch - 38.00, and Dinner - $12.00.
2) Qut-of-State travel - breakfast -~ $5.00, Lunch - $10.00, and Dinner-
$15.00.

3.3.4 - Meals as Part of an QOfficial Meeting - Advance approval

must be secured from the Commissioner or Deputy Commissioner when meals arz an
integral part of an official meeting, and in excess of the allowable
reimbursement.

3.4 - Lodging - Employees travelling on state business will be
reimbursed in an amount equal te their actual cost of lodging as shown on the
lodging receipt. Reimbursement shall not be allowed for personal services such
as laundry, valet charges or personal telephcme calls. In the case of double
occupancy, where one of the occupants is not on state business, hotel
reimbursement will be on the basis of the least expensive available single rate.

3.5 = Transportation

3.5.1 = Adirline or Common Carrier - Reimbursement will be made for

the actual cost of bus, rail or air coach travel or other commen carrier as
evidenced by receipted bills which must accompany and verify the employee expense
Teport. Employees are required to travel at tourist or economy rates when
available.

3,5.2 - Motor Vehicle - Redmbursement for the use of employee's

personal c¢ar in connection with state business will be at the rate of twenty-
four cents ($.24) per mile. Such reimbursement rate shall apply between the
employee's official headquarters and the official destination. Thers will be no
reimbursement of expense Eor commuting purposes, unless an employee is called out

to work after the completion of a work day or required to travel on a non-work
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day or holiday for that employee.

3.5.2.1 = Automobile Rental -~ Automobile rental will be

raimbursable to employees when usad in conjunction with common carrier travel and
when substantiated by recedipts. Emplovees are expected to utilize the least

expensive rental car available,

3.5.3 = Alternative Travel Arrangements -~ In cases where an

emplovee chooses to drive rather than fly on state business, reimbursement will
be limited to the amount of the tourist or econemy airline fare to such locatiom.
Meals, mileage and other chazrges in connecticn with alternate travel will be
allowed only to the extent that such costs aleng with mileage charges do neot
exceed air fare.

3.5.4 = -Qther Transportation Costs - Other transportaticn costs

will be reimbursed on an incurred; basis as substantiated by receipts. Such
reimbursement may inelude Eteoll road (except West Virginie Turnpike), toll
bridges, subways, parking fees and garage storage charges for vehicles usad in
connection with state business.

3.5.5 - State Vehieles - Employees should use statsz vehicles

whenever practical in their travel.

3.5.5.1 - Operation of State-owned Vehicles - Operaticen of state-

owned vehicles shall be confined to state officials and employees while on
official duty. HNo passengers or cother individuals are permitted unless they are
on the same business as authorized by the user of the vehicle, such as tour

groups.

3.6 - Registration Fees - Registration fees at meetings or

conferences must be supported by receipt. Employees shall not receive additional

allowance for lodging or food that has been included in the registration fee,
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3.7 - Baggage Charges - Baggage charges will be reimbursed on an

incurred basis for the date of arrival and the date of departure, not to excsed a

total of 5% of the daily room rate.

Section 4. In=-State Travel

Daily allowancé for Iir-~state travel shall be subject to all
requirements of these regulations. Reimbursement shall be allowabple for meals,
transportation, lodging, registration fees, parking fees, toll charges, and

baggage charges,

Section 3. Qut—of=State Travel

5.1 - Daily Allowance ~ Daily allowance for out-of-state travel

shall be subject to all regquirements of rhess regulations, Reimbursement shall
be allowable For mesals, transportation, lodging, registration fees and baggage.
Lodging receipts must be wmarked paid in full.

5.2 = Qut-of-Stats Travel Regquests - Each employee which is

required to travel out-of-state must file an application regarding such travel at
least £fifteen (15) working days in advance of the planned trip with the
appropriate divisiom director or the deputy commissioner. Interdepartmental
requisition forms will be submitted by ;he employes to the division director
setting forth the purposes of the travel, deparfure time, transportatien costs,
lodging costs, length of stay, meal costs, registration costs and totfal estimated
cost.,

5.3 - Post Trip Repeorts - Each emplovee will file with the

division directer and the Commissioner's Office an out-of-state trip Teport.

Likewise, each employee may be required to make a presentatien to the employee’s
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divigion or unit to benafit other employees on the benefits derived from the

trip.

Secticon 6. Advance Allowancse

6.1 = Qut-of-State Advance Allowance - Any employee authorized to

trzavel out-of-state may request an advance allowance for out-of-state travel,
provided that the transmittsl for the advance allowance s cleared against the
raelated expenses within thirty (30) day of the last day of travel. The division
director will be responsible to ascertain that such allcowance end related expense
TepoTts are éleared within thirty (30) days.

6.1.1. - Certification = Each out-of-state advancs allowancs shall

carry the following certification:
"I hereby certify that the szbove advance allowance requisitioned in the name

of is being requested pursuant to compliance with the rules

and regulations of the Commissioner of Agriculture,

signed
Employee
signed
Division Director™
6.2 - Inspection Allowance - Pursuant to the regulatory duties of

the Department of Agficulture, those employees charged by law or régulations te
purchase at fair market value agriculture products for the purpose of specimens
for inspection may request on a monthly basis an inspection allowance of fifty
dellars ($50.00), Thoses employees so authorized shall be responsible for daily
accounting of expenditures on daily activity reports and shall submit each thirty

(30) days 2 settlement of ths inspection azllowance.
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§.2.1 - Qutstanding Inspeection Allcowance Report - Enployzes
suthorized to receive a monthly inspection allowance will not be eligible for
more than two (2) inspection allowances until at least one prior inspection
allowance has been eleared ageainst the actual expenses., The division director
will be responsible to ascertain that such allowances are cleared within thirty

(30) days.




REGULATICNS TC GOVERN IN-STATE AND QUT-QF-STATE TRAVEL
BY WEST VIRGINIA DEPARTMENT OF AGRICULTURE EMPLOYEES

Summary of the rule

This rule establishes rules and policy for travel by West
Virginia Department of Agriculture employees. The inspection
allowance provided for field employees and the use of corperate
American Express cards are alsoc cutlined.

Circumstances requiring this rule

The allowance for mileage is being increased from 24 cents per
mile to 26 cents per mile and the inspection allowance 1s being
increased from 850 per month to $100 per month due to increases in
the cost of travel and inspection.




No written comments were received. There was no agency response
and this rule is being filed as originally proposed.



APPENDIX B
FISCAL NCTE FOR PROPOSED RULES
TITLE 61, SERIES 25

REGULATIONS TO GOVERN IN-STATE AND QUT-OF-STATE TRAVEL

BY WEST VIRGINIA DEPARTMENT OF AGRICULTURE EMPLOYEES
Type of rule: Procedural
Agency: West Virginia Department of Agriculture

Compliance Division

1900 Kanawha Boulevard, E.
Charleston, West Virginia 25305

ANNUAL FISCAL YEAR

Effect of Provosed Rule Increase Decrease Current Next Thereafter
Estimated Total Cost 3 s 5 5 3
Personal Services 0 0 0 0 C
Current Expense

WVDA: 18,000 0 18,000 18,000 18,000

Soill Conservation:12,000 o 12,000 12,000 12,000
Repairs and Alterations 0 0 0 0 0
Equipment ‘ 0 0 0 0 0
Other 0 0 0 0 0

2. Explanation of above estimates:

The estimates were based on the number ¢of miles reimbursed by
WVDA and Soil Conservation Service in FYS1l with an increase from
$.24 to $.26 per mile for the use of private vehclles on state
business.

The increase in the monthly iInspection allowance will not
result in an increase in costs to the state. This amount 1s
advanced to field staff tc be used for the purchase of samples.
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Fiscal Note: Title 61, Series 25 SE?ZQ 0 16 1 Q7

oF OF WEST '{‘.RG_EH%A
The field staff use these funds in lieu of th8iRismaimenéwtthat
would then be reimbursed to them.

3. Objectives of these rules:

These rules establish the policy and rules for in-state and
out-of-state travel., The reason for filling this amendment to these
rules is that the costs for operation of private automecbiles has
increased and the mileage allowance is being increased from $2.4 to
$.26 per mile.

4, Explanation of Overall Economic Impact of Proposed Rule:

A. Economic Impact on State Government.

The WVDA will incur additicnal ceosts for travel.

B. Eceonomic Ihoact on .Political Subdivisions, Speclfic
Industries, Specific groups of citizens.

There will be no economic impact on peolitical subdivisions.

C. Economic Impact on Citizens/Public at Large.

The econcmic impact on citizens and the public at large will
be minor.

Date: September 23, 1592

B0 ) L H

Signature of Agency Head or “Aithorized Representative




STATE OF WEST VIRGINIA
DEPARTMENT OF AGRICULTURE

Stata Capitol
Charleston, WV 25305

Cleve Benedict
Commissioner September 14, 1989

The Honorable Ken Hechler
Secretary of State

State Capitcl Complex
Charleston, West Virgdinia 253035

Dear Secretary Hechler:

As per the rTequirements of the West Virginia Code attached
are rules and regulations concerning travel by the personnel in
the West Virginia Department @ef Agriculture. These amended

regulations are effective as of October 1, 1989,

If yoi have 2ny questions or comments, please do not hesitate
to contact my office.

Xind Regazds,

Cleve Benedict
Agriculture Commissioner

CB/sg

Attachment




KEN HECHLER

Secretary of State Chief of Staff
MARY P. RATLIFF JUDY COCPER
Deputy Secratary of State et Director, Administrative Law
A. RENEE CCE STATE OF WEST VIRGINIA DONALD R, WILKES
Deputy Secratary of Blate Cirsctor, Corporaticns
SECRETARY OF STATE ®
CATHERINE FREROTTE Building 1, Suite 157-K (Plus 2l the voluntear
Exacutive Assistant 1900 Kanawha B[Vd., East heip wa can get)
Telaphons: (304) 558-5000 Charleston, WV 25303-0770 FAX: (304) 558-0900

Corporations: (304) 558-8000 N

-

TO:_Bob ,.,g;%/{( S

AGENCY: Agriculkure

FROM: JUDY COQOPER, DIRECTOR, ADMINISTRATIVE LAW DIVISION

DATE: &pril 1%, 1993

TEE ATTACHED RULE FILED BY YOUR AGENCY HAS BEEN ENTERED INTO OUR
CCMPUTER SYSTEM.  PLEASE REVIEW, PROOF AND RETURN IT WITH ANY
CORRECTICNS. TIF THERE ARE NO CORRECTIONS, PLEASE SIGN THIS MEMO
ZND RETURN IT TO THIS OFFICE. YOU WILL BE SENT A FINAL VERSION OF
TEE RULE FOR YOUR RECCRDS. - L

PLEASE RETURN EITHER THE CORRECTED RULE OR THIS FORM WITHIN TEN
(10) WORKING DAYS OF THE DATE YOU RECEIVED THIS REQUEST. CALL IF

YOU HAVE ANY QUESTIONS.

SERIES: _25 TITLE: 61 Agriculture

* TEZ ATTACHED-RULE H}3 BEEN REVIEWED AND IS CORRECT.
SIGNED: e - MH

TITLE OF PERSCN SIGNING:__#Assistant Commissioner

[

DATE : ) : April 29, 1993

IR RS E R R E AR R R R R R R o

* THE ATTACHED RULE HAS BEEN REVIEWED AND NEEDS CORRECTING. THE
CORRECTICNS HAVE BEEN MARKED.

SICNED: . o

TITLE OF PERSON SIGNING: R

DAT

T

NOTE: IF YOU ARE NOT THE PERSON WHO HANDLES THIS RULE, PLEASE
FORWARD TO THE CORRECT PERSON.

WILLIAM H. HARRINGTON .




