SUPREME COURT CF APFEALS

STATE OF WEST VIRGINIA

AZMINISTRATIVE QFFICE
E-402 STATZI CAFPITOL
CHARLESTON 23223

204,/348-0145

PAUL CRABTREE
LOMINISTRATIVE DIFESYCOR

March 26, 1980

A, James Manchin
Secretary of State
Building Cne, Room W. 157
State Capitel
Charleston, WV 25305 - -
Dear Mr. Manchin:
Enclosed please find a revised copy of the Judicial travel .
regulaticns. These regulations are being submitted to your office -
to be filed as an official record of the Secretary of State's office.

If you have any questions concerning this matter, please do not
hesitate tc contact us.

Very truly vyours,

ﬂ@@.m

Ronzld D. Lawson
Deputy Director
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REVISED JUDICIAL TRAVEL POLICY

EFFECTIVE MARCH 2¢, 1980

CENERAL

Emplovees are presumed to have their official
headgquarters at the county courthouse within the county in
which they reside, unless the emplovee is emploved in a
circuit other than the one in which he resides, in which
case the emplovee's official headguarters shall be deemed to

be the same as the Judge for whom he cor she is employed.

The standard travel expense account form will be
used for all expense c¢laims. All claims must be detailed on
a day-bv-day basis and accompanied by receipts. Expense
statements must be signed by the employee and certified by
the Circuit Judge (Chief Judge in multi-judge circuits) or
Chief Justice. No items designated "miscellaneous" will be

reimbursed nor will expenses which are not travel related.

TRANSPORTATION

Transportation may be obtained by public conveyance
or privately owned vehicles. The expense of transportation
will be reimbursed onlv for cost of travel between official

headguarters and the place in which duties reguire travel.




Expenzes for a tempcrary return to domigile from headgquartasrs
over weekends or for holidays will not be reimbursable Zor
in-state travel unless the expense is no greater than would
have been incurred were the emploveses to have remained in
the field, which fact shall be certified by the Chief Judge
in multi-judge circuits; Circuit Judge in single-judge

circuits or Chief Justice.

Reimbursement will be limited to the actual cost
supported by ticket stubs or other appropriate documentation
based on the most ecconomically direct and practical rcoute

possible.

When traveling out—of-state and when commen carrier
is not available to the designated travel point, autcmecbile
rental will be reimbursable to the employee when substantiated
bv receipts for automobile rental and gascline. Optiocnal

insurance must be paid for by the employee.

Receipted bills for travel by any ccmmon carrier
must accompany and certify the reimbursement regquest.
Emplovees traveling by way of commercial airlines whose
travel time dces not exceed two hours are required to travel

at tourist or economy rates.




Maximum mileage allowances for use of privately
owned vehicles will be twenty-four cents ($.24) per mile.
Toll charges, turnpike charges, parking fees and garage
storage charges my be included as an additional item, but

must be substantiated by receipts.

SUBSISTENCE

All emplovees traveling on Judicial business will be
reimbursed in an amount egual to their actual hotel bill
for ledging conly while absent from their official stations.
No reimbursements will be made for extra hotel charges such
as radic, television, laundry, and/or valet charges, and
personal telephone calls. 2 rsceipt for the amount paid for
hotel rocoms must be submitted with the original sxpense
account. Reimbursement for hotel and/or meal expenses shall
not be made for an emplovse's spouse. In cases of double
occcupancy, notel reimbursements will be on the basis of the

single occupancy rate.

As a governmental unit, the State is not exempt from

Federal excise tax on transportation.

Reimbursement will be made for meals while absent
from official station, at the rate of twenty-five dollaxrs
($25.00) per day for travel within the State of West

Virginia. When traveling within the county of an emrlovee's




official headgquarters no meal reimbursement shall be granted.

QUT-QF-3TATE

Costs for out-of-state travel will be reimbursed
only for travel deemed necessary for the proper conduct of
Judicial business and will reguire the certification of the
Chief Justice before reimbursemenit is made. Prior approval
of the Chief Justice will be reguired for itravel to and

attendance at -any meeting cutside the State.

All reguests for out-ocf-state travel for approval
bv the Chief Justice must first be submitted to the Admini-
strative Director for review. Sufficient information must

be included to show Jjustification for the rsguest.

MISCELLANEQOUS

In preparing expense statements, all expenses Zor
hotel bills must be listed separately. The maximum out-oi-
state travel expenses for meals and lodging shall nct exceed
eighty-£five dollars ($85.00) per day, unless approval is
obtained from the Chief Justice.

Registration fees at conventions must be supported
by receipts and are limited to one hundred-£ifty dellars
($150.00) unless prior approval has been granted by the

Chief Justice.




Necessary charges for the transfer and storage of
baggage will be allcwed provided such charge does not exceed
fifteen percent (15%) of the daily hotel rocm rate for the

date of check-in and date of check-out {first and last dav).

Reimbursement for automebile travel en route to
and from a destination outside the State {(mileage, hotel and
meals) shall nct exceed the first-class fare by commercial

airlines.

Reimbursement for meals and lodging for State
visitor who is ceonducting official State business or an
individuzl being interviewed for employment within the

Judiciary will be allowed.

The Administrative Director may approve reguests
for cash advances for out-cf-state travel purposes which
have prior approval by the Chief Justice in an amount not to
exceed five hundred dollars ($500.00). However, the Chief
Justice may also approve cash advances in excess of five
hundred dollars ($500.00) for travel by employees performing
official duties that require such emplovees to be ocut of the

State longer than fifteen consecutive days.







All individuals receiving cash advances are personally
responsible for £iling their actual expenses and making
£indl settlement with the State within thirty days from the

date of said warrant.

211 requests for out-of-state travel shall be forwarded,
on the form furnished by the Administrative Office, in tripli-
cate, to the Administrative Office, at least two weeks (14 days)
prior to the anticipated date of departure for such cut-of-state

travel.

REIMBURSEMENT BY THIRD PARTY

If any Judicial employee is reimbursed for travel
expenses by a third party, that emplcyee is not eligible
for feimbursement by the State for the expenses reimbursed

bv the third party.




