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Subject: Rules and REgulations establishing procedures for in-state and out-
of-state travel by employees of the Secretary of State.

Section 1. General
out-of-state and in-state travel By employees of the Secretary of State.
1.02 Authority-These regulations are promulgated and issued under authority
cf Chapter 12, Article 3, Section 11, of the West Virginia Code, 1931, as amended.
1.03 Filing Date-These regulaticns were filed in the Cffice of the Secretary

of State and the Auditor on the 28th day of March, 1983.

1.04 Effective Date - These regulations were promulgated on the 28th

day of March 1983, and become effective on the 28th day of April, 1983.

Section 2, In-State-Travel

2.C01 1In State Travel Cost will be reimbursed only £or travel necessary for

the proper conduct of the State's business.
Section 3. Filing Claims for REimburse%ent after Returning from In-State Tﬁips:
3.01 An actual itemized expense account must be filed an the proviaed QQeen
travel form, along withltravel, hotel and allowable expense receipts.
3.02 Dpaily allowances for in-state travel shall bg subject to:
(2} Meals: Reimbursement will be made for the actual cost of meals’
while absent from official staticon, with a maximum of Twénty-five Dollars {$25.)

per day for travel within the State of West Virginia where the distance from the home
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station is over twenty-five (25) miles.

(b

()

(a)

{e)

()

Transportation: Reimbursement will be made for the actual cost

of bus, rail or air travel. The milege allowances for use of

privately owned wvehicles engated in State business will be

twenty-four cents (24¢) per mile, plis parking and garage fees,

where necessary and applicable.

Lodging: Employees traveling on State Business will be reimbursed

in an egual to their actual hotel bills for lodging. ©No reimbursement
will be made for hotel charges for radio, television, laundry or valet
charges. A receipt for the amount paid for hotel rooms must be
submitted with the expense amount.

Registration Fees: Registration fees at meetings or conferences must
be supported by a receipt.

Tips and Gratutities: Tips or gratuities shall not exceed fifteen (15%)
percent of the cost of allowable hotel charges and meals.

Baggage: Necessary charges for additional baggage transportation charges
ghall be reimbursed, as shall actual cost incurred in the transfer

and storage of luggage.

Section IV. Filing Claims for Reimbursement after Returning from Cut-of-State Trips.

4.01.

4.02.

An actual itemized expense account must be filed on the provided
vellow travel form, along with travel, hotel and other allowahle
expense receipts. (Air travel stubs or receipts, where appiicable,
must be attached to your expense account.}

Daily allowances for out-cf-state travel shall be as follows:

{(a) Meals: Reimbursement will be made for the actual cost of meals
while absent from official stations, with a maximum of Thirty-
Polldrs 1($30) pér.day... .

(b} Transportation: Reimbursement will be made for actual cost of
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bus, rail or air travel. Reimbursement for travel in piivately
owned vehicles will be governed by Section V of these regqulations.
Lodging: Employvees traveling on State Business will be reimbpused

in an amount egual to their actual hotel hotel bills for lodging.

No reimbursement will be made for hotel charges for radio, television,
laundry and valet charges. A receipt for the amount paid for hotel
rocms must be submitted with the expense amount.

Registration Fees: Registration fees at meetings or conferences
must be suppeorted by a receipt.

Tips and Gratuities: Tips or gratuties shall not exceed fifteen(15%)
percent of the ¢ost of allowable hotel charges and meals.

Baggage: Necessary charges for additicnal baggage transportation
charges shall be reimbursed as actual costs incurred in the transfer
and storage of luggage.
Use of Privately Owned Vehicles for Qut-of-State Travel:
Maximum milage allowances for use of privately cwned vehicles will
be twenty-four cents (24¢) pexr mile, - .-

Toll Bridge and turnpike charges may be included as an additional

must be substantiated by receipts.

Miscellaneous:

Expenses for personal service such as laundry, valet services,

insurances, etc¢., are not allowable.

6.02

Reimbursement for transporation of personal baggage shall not

exceed ten (10%) percent of the air or train fare.

Section VII Spouses Accompanying Employees on Official In-State or Qut-of-State

Business:
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7.C1 When spouses accompany employees on in-state or out-of-state departmental
business which involves overnight stays, they shall be subject to the following

regulations and limitaticns:

(a) The office of the Secretary of State will reimburse the employee for only
eighty (80%) percent cf_the hotel or motel lodging expense.

(k) The employee is responsible for meals, travel and cther miscellaneocus
expenses of the spouse.

Series VIII-Greenbrier Hotel Trips

2.01 The daily charge for room and board will be reimbursed to employees
attending official meetings Q;_igqgt§9§§_?gigg_hg}@iggwEPg_g;aanbrier7Hotel. if
an employee's spouse accompanies the employee to Greenbrier, reimbursement will be -
made in amcunt of seventy (70%) percent for double occupancy.

The Secretary of State reserves the right to approve or disapprove any

expense account pricr to or subsegquent to travel.
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