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STATE OF WEST YIRGINIA

OFFICE OF THE SECRETARY OF STATE

CHARLESTON

Joum D, ROCKEFELLER, |V

BECRETARY OF STATE April 28, 1989

TO WHOM IT MAY CONCERN:

Atrtached are two (2) copies of administrative
Regulaticns promulgated by me pertaining to out-of-
state travel for employeess of the West Virginia
Secretary of State., These regulations are promulgated
by me under authority granted by Chapter 12, Article 3,
Section 11, Code of West Virginia, as amended.

I hereby certify that the enclosed regulaticns
are true and correct copies of official regulations
adopted by this Department on April 28, 1969.

Yours very truly,

QJ’Z.L\W WV

JOEN D, ROCKEFELLER, IV,
Secretary of State

JDR:Js

FILED IN THE OFFiGE
JGUN D. ROCKEFELLER, I¥
SECRETARY #F STATE

THIS DATE #ag[éz
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STATE OF WEST VIRGINIA

OFFICE OF THE SECRETARY OF STATE
CHARLESTON

Joun D, RocKEFELLER. IV

SLCRETARY OF BTATE April 28, 1969

A

TO WHCM IT MAY CONCERN:

L

Attached are two (2) copies of Admlnistratlve
' Regulations promulgated by me. pertaining ‘£o out-ocf-
state travel for emplovees of the West: Virginia

P . Secretary of State. Thase. regulations are promulgated ..
o8- by me under authority granted by Chepter 12, article 3, o
L . Secticn 11, Code of West Virginla, as amended. i

‘ I hereby certlfy that the enclosed regulations
E are true and correct copies of official regulations
‘adopted by thlS Department on April 28, 1965,

. ' vours very truly,

9.3’2,1..\!1» WV

J'OHN D. ROCKEFELLER, IV,

JDR:js ; - __

FILED Ix Iug'm i{_
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WEST VIRGINIA ADMINISTRATIVE REGULATIONS FILED fN THE GrFilE

. secretary of state . IOHA D, ROCKEFELLER, W
R ' Chapter 5-2 . SECRETARY OF STATE
Series III : THIS BATE ¥ /2§,
(1969) |

Subject: Rules and Regulations establiéhing procedures for
out-of-state travel by emplecyees of the Secretary
of State.

Section 1. GENERAL

i.,01 §ggp§ - These regulgiloggﬁggéabllsh general opératlng
procedures for Qut~of— state travel by employees of the Secretary
of State. | | |

l1.02. Auth&ritz - These regulations are promulg$£ed and
1ssﬁed under authority of Chapter 12, Article 3, Section 11, Code

of West Virglnla, as amended

1. 03 Effective Date - These regulatlons are promulgated

and become effective on April 28, 1969.

1.04. Flling Date - These regulations ware filed in the

office of the Secretary of State and Auditor on the 28th day of

april, 1969.

Section 2. OQUT-OF-STATE TRAVEL .
(a) Out-of-State travel cost will be reimbursed only
rfbr travel deemedw;éé;ssary for the éropér conduct of
Lthe State's busiﬁess and will require the certification
of the Secretary of State before reimbﬁrsement is made.
(b) PFrior approval will be required‘for travel to and
attendance at any meeting outside of the State.
(c) all requests for out-of-state travel shall be submitted
at least five (5, working days iﬁ advanée 6% plénned-trip |

unless the trip is of an emergency nature that precludes
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i | such advance filing. Emergency requests s'nali be

. | filled the same as any usual out-of-state fequest.

Section 3. PROCEDURES FOR REQUESTING OUT-OF-STATE TRAVEL
é {a) Out-of-state travel shall be reguested in writing,
and request shall contain the following information:

(1) Number of days required to complete business

{_/_“-
é A -of the department.

{2) Number of nights to be spent in a hotel or

motel and approximate cost.
(3) Number of mezls and approximate cost.
(4) Approximate number of miles to be traveled,

means of travel (air, train, etc.) and estimated

cost.

Q (5) Total estimated cost of entire trip.
(6) Request shall be in triplicate and the individual
filing saild request for out-cf-state travel will
receive one copy stamped approved or disapproved.
(7} When two or more.employees of the départmen‘c are

reguired to attend out-of-state departmental business,

Y | ‘each must file application reguesting out-cf-state
travel,
Section 4. FILING CLAIMS FOR REIMBURSEMENT AFTER RETURNING FROM
OCUT-OF-STATE TRIP 7
@ {a) an actual itemized expense account must;. be filed on the
providgd yellow travel form, along with travel, hotel and
other allowable expense receipts. (Be sure not to destroy
S your air travel stub.)
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Adm. Reg. 5-2

Series III Sec. 5

B

{b) fThe fiscal officer of the depariment shall not
process out-of-state expense accounts unless he has an
approved copy of the travel requisition;

{c) 2ll regquisitions for payment shall be accompanied

by a brief report stating the benefits derived therefrom.

(d) Maximum daily allowances for out-of-state travel shall

be as follows:
(1} A maximum of thirty-five {35) dollars per
day to cover mezls and lodging. .
(2) Reimbursement for travel enroute to and from

a distination ocutside the state (mileage, hotel andg

meals) shall not exceed the fare by commercial airlines.

{3) Any excess of this amount must be paid by the

individual.

{(4) Registration fees at conventions must be supported

by receipts and are limited to fifty (50) dollars

unless prior approval has been granted.

Section 5, SPOUSES ACCOMPANYING EMPLOYEES ON OFFICIAL COUT-OF-STATE

BUSINESS
(a) When spouses accompany employees oh out—of-étate
departmental busineés thch invéives overnight stays'théy
must be cognizant of the following:
(1) pPrior approval must be secured from proper
authority.
.‘.(2} The department will bé fesponsiblé for only

eighty (80) per cent of the hotel or motel lodging

expense.
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Series I1TI. o o o Sec. 6

(3)l The employee is responsikle for meals, travel
and other miscellaneous expenses of the spouse,

{4) Where spouses accompany employees on such trips,
it is the responsibility of the employvee to provide
accident insurance coverage; the department shall

in no way be liable.

Section 6. USiﬁi OF PRIVAT;;EiJY OWNED VEHICLES F;R OUT-O-F-éTATE TRAVJ':";I:
(2) Maximum mileage allowances for use of privately owned
vehicles will be efght {(8) cents per mile.

(b)‘ Tell bridge and turnpike chérges may be included as an

additional item, but must be substantiated by receipts.

Section 7. MISCELLANEQUS

(2) As a governmental unit the state is exempt from Federal
Excise Tax on transportation and no reimbursement will be
made to employees in the event they fail to use certificates
to secure exemption.

(b) Reimbursement for tips and gratuities will not be allowed
unless includea in the maximum allowance for meals.

{c) Expenses for_pe;sonal_se;viees such as laundry, valet
services, insurance, etc., are not allowable,

{a) Reimbursement for transportation of personal baggage

rwhen in excess of the amount allowed in the fare cannot

exceed ten (10) per cent of the transpOrtatlon fare,

The Secretary of State reserves the right to revoke, suspend,

rescind or amend any rules or regulations herein set forth.
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