. STATE OF WEST VIRGINIA
OFFICE OF THE STATE TREASURER

CHARLESTON 25308

THoMAs E. LoerRr
STATE TREASURER T T s s e

January 17, 1990

The Honorable Ken Hechler
Secratary of State

State Capitol

Charlaston, West Virginia 25305

Dear Secretary Hechler:
As per the requirements of the West Virginia Code §12-3-11 attached
are rules and regulations concerning travel by the State Treasurer's Offica.

These amended regulations are effective as of January 11, 1930,

. If yvou require any additional information, please feel free to cail Jerry
Simpson at 343-4000,

cc: .Glen Gainer, Jr,
State Auditer
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West Virglnia Administration Regulatlons
Office of the State Treasurerv
Iat
Chiapteyr 123
Serias I1I

ect: State Treasuver's Office Travel Fegulatlions

Section 1. GCeneral
1..01. Scope - These regulabtions jwplement the provisions

of section eleven, article three, chapler twelive of the code of

1.02. Authority - These rogulabions are ilssued under th

authority of the above-mentioned aode s-ecition, which provides,

Il

ameong other things, tThat the State Treasurer shalli premulgate

riules and regulations governing (ravel vy State Treasurenr's

m

Ehe State of Wesh Virginia.

1.03. Effective DRate - These regulabions are promulgatec
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and beccme effiective on the Z5
supersade all previous travel vaegulaticsns relating to employses

of the COffice of ithe State Treasurer.

Section Z. In-State Trave

2.01. yenelral  Furpose - In-sbtale travel c<osts will be
reimbursed only fov travel necessary o1 he preper conduch of
the State’'s Business.

2.02. Filing Claims For Relmbursoementh

{a) Itemized Expensec Accounit - An actoal itemirsd expense
account must be filed oun the provided green travel fowvim, along

N

with travel, hotel and obher allowabi~ cxpensae socelipts.
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Qffice of the State Treasurer
Administration Regulastions 12-3 _
Series I1 : . - . . - Secilon 2.02Z

(b) Daily Allowances -~ Daily allowancses for in-state

travel shall be subject to:
{1) Meals: Reimbursement will be made for the actunl
cost of meals while absenli from cofficial atations,

with a maximum of Thivty Dollars ($30) per Jday for

43

ravel within the Stalte of WHesti

distance from the home =station

{25} miles one-way. Meoals are allowod when lodging 13

re

listed as "gratis" or "no charge.

(Z) ZTransportation: Reimburssment will be made for

1

the actual cost of bus, rail o1 air coach travel., =

L1}

well .  as auiomecbhile rental and taxi service where

necesgdry. The mileage allowance for use of privately

twenty cents (20¢)} per mile, plun pavrking, garags

fees, toll Lricye arl turnpike chargas, where

(3) Lodging: Employvees hLraveling on State bDusiness
will ke reimbursed in an amounbt =sgual te theinr actnal
otel kills for lodyging. Tim reimhursement will b=
macle for holtel chavgas fon iTannrdvy ov valet achargas.
A receipt for the amount paid fow hobtel rooms must e
the axpense amount, T=zlephone chargos
are vcimivsalble.

{%} Registrabticn Fees: Ragistuvalion feas at meabings

or coenfevencas must be surparited vy a recainh.




Office of the State Treasurer
Administration Regulations 12-3
Series 11 Sectieon Z.02

L4

(5) Tips and_Cratuities: T

fifteen (15) percent of Lthe cost of allowable

0,

sxrCcee

hotel charges and meals.

(&) Eaggyage: Mecessary chavrges fopr additional baggage
ranspovtation ghall be reirbovsed, as shall actual

costs incurved in the transfor and storage of luggage.

(0]

3.01. Gensral TFurpose - Qubi-of-State travel costs will be
reimbursed only f£or tTravel deemsd naecessary for the properw

conduct of the State's business =a2nd will reguire the written
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State Treasurers before reimbarsemeni 1s made.

imbursement

Acgount - An o anltunl iltemired arpense

applicabhle travel forms, along with

travel, hotel and other allowable expenne 1raceipis. (Al travel
stubs cor receipts, where applicaile, wust be attached Lo the
expense account. )
(b} Deily &sllowances - Daily allowances Jor oub-oi-sztale
travel shall be as follows:
(1) HMezals: Reimbuvsemoni wili be macde for the acitual

cost of meals while absent Mrem ~00icial stabions, Imii

shall not excesad Torbv-Tive follars ($43) par davy. n

O

major cities and metropnlitan nveas, the roimbuvrsalble




Office of the State Treasurer

Adimministration Regulations 12-3

Series II '
cost for meals shiall e increased Lo a
Sevenby-Tive DNollzars ($75) v day. Reimbur
meals is ailowed when lodging s listed at
"no charge.”
(2} Transpertaition: Reimbursemnent will be
the achtual cost of bus, 172i1 ov air ceocach t
well as automoblilie rentsal and Yhie achual cos
service. Reimbursement fow bravel 1 nrivat
vehicles will be govemrned vy Secition 4
Regulations.
{3} Lodging: Employvees traveling on State
will be reiwmbursed iIn an amernbt equal te th

bPills for lcdging. Mo reimbursement will be

charges for laundry nand wvalet

receipt for the amocunt paicl fov

submitted with the eoenpeuse nanount Telephon
are reimbursable.

(4) Registration Feesd: Registration fees at

or confercnces miusht be

"gratis’

char

Section 3.02

maximim  of
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meetings

2 Tip= nv gratulties shall net
rercant o7 the cost of ailowable
hiotel chazges 2nd moals.
{5} Bawugage Necessary rharvages (ov additional baggage

lugygage,







Office cf the State Treasurer
Administration Regulatlons 12-3

Series I1I Section 4
Section 4 UTse of Frivately Ownnd Vahinles Fou Oul-cf-State
Travel
2.0 CGeneral ZFurpese - s mit-of-state Lravel  in

privately owned webhlicles shall Lo made oAb Stnle exponse without

4.0z Maximun Allowances - Maxipuom milenge allowanaons [ov
use of privately owned wvehicles will b bwenly ceaunte (204} per
mile; orovided, tihint the reimbraalnle cosis  pauvmitied for
cut~of-state +“ravel, in privately owned vebicles to and Lrom

such official weestings, shall nobt =2xceod the cost of any aiss
coach fare round-trip Uickel to and Treom the site of suzh

cffficial meeting.

4,03, Tell Charges - Toll bridge and turnpiks chavges may

tion 5. IMigscellaneous Trovisions

)3
[es)
Q)

5.01. Pergonal Services - Txpeusas for pevsonal gsrvices
gucn as laundry or valeb sarvice arn not allowable.

5.02. fersonal Baggage -~ Reimnbirveeoment for fransporiabion
of perscnal bagygage shall not axgesd fHen (10Y pervecent of the aly
or {rain fare.

5.03 Spouses Accompanying  Employees - When o spouses




Office of the State Treasurer
Bdministration Regulations 12-3 ) : )
Series I1I Section 5.03

which involwved overnight stays, they shall be subject to +the
following regulaticons and limitation

{(a) Reimbursement Provisions - The cffice of the State

«

Treasurer will reimburse the employee £or the employee's hotel

cr motel lodging exvense. Reimbursemenlt will be made a2t the
greater of B80%¥ of *the actual cosi o1 the single room rate.

Howewver, 1f the rate is the szame whether single or double, +the
employee will e rsimbursed at one hundred {(100) percent of the
lodging expense. - o -

o) Emploves Regponsibility ~ The =2mplovee is resoeonsible
i i 2 h -

for meals, travel and other miscesllaneocus expenses of the gpouse.

(c) Insurance Coverage - Where spoilses accompany emplovees

on such trips, it is the. responsikbility of the employees to
provide accident insurance coverage:; the Qffice of the State

Treasurer shall in ne way be liable.

5.04. Regulation Changes - The State Treasursr ressrves

the right to revoi

11

, Susgpend, rescind or amend any rulss or

F

orih.

regulations herein set
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