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A, JAMES MANCHIN
TREASURER OF STATE

June 24, 1988

The Honorable Ken Hechler
Secretary of State
The State Capitol

Dear Secretary Hechler:

As per the requirements of the West Virginia Code §12-3-11 attached . .
are rules and regulations concerning_ travel by the Treasurer of State's
Office. These amended regulations are effective as of July 1, 1988.

If you require any additional

information, please feel
Jerry Simpson of my staff. '

free to call

May the bright Morning Star be a lamp unto . cur feet

And being with serjutiments of respect, |

7

Eh

Your public servant,

mes Manchin
T easurer of State

cc: - Glen Gainer
State Auditor
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WEST VIRGINIA ADMINISTRATIVE REGULAﬂE%ﬂéD
Treasutrer of State's Office -
Ay JUN 28 FH OIS

Chapter 12-3 o ; Lo
Series 11 b
1888 Amended SLLALtAn

Subject: Travel Regulations
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1.01 Scope
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Section 2. In-State Travel

Z2.01 General Purpose
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Section 4. Use of Privately Owned Vehicles for
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West Virginia Administraticn Regulations FILED
Treasurer of State's Qffice

Chapter 12-3

Series I1I VI e wee
SCLRETANY OF STRYE
Subject: Treasurer of State's Office Travel Regulations
Section 1. Gerneral
1.01. Scope - These regulations implement the provisions

of section eleven, article three, chapter twelve of the code of
West Virginia, 1931, as amended.

1.02. Authority - These regqulations are issued under the
authority of the above-mentioned code sectlion, which provides,
among other things, that the Treasurer of Ztate shall promulgate
rules and regulations governing travel by Treasurer of State's
Qffice emplcoyees on behalf of the State of West Virginia.

1.03. Effective Date - .These regulations are promulgated

and beccme effective on the 2Z5th day of. April, 1888, and
supersede all previcus travel regulaticns relating to employees

of the Treasurer of State's Office.

Section 2. In-State Travel

Z2.01. General Purpose - In-state +travel costs will be

reimbursed only for .travel necessary for. the proper conduct of

the State's Business.




Treasurer cof State
Administration Regulations 12~3
Series II " Bection 2.02

2.02. Filing Claims For Reimbursement

{a} Itemized Expense Account - 2An actuzl itemized expense

account must be filed on the provided green travel form, along
with travel, hotel and other allowable expense receipts.

(b) Daily Allowances - Dailly allecwances for in-state

travel shall be subject to:

(1) Mezls: Reimbursement will be made for the actual
cost of meals while absent from official stétions,
with a maximum of Thirty Dollars ($30) per day for
travel within the State of West Virginia where the
distance frofi the home station is over twenty-five
{25} miles one-way. Meals are allowed when lodging is
listed 28 "gratis" or "no charge."”

{2} Transportation: Reimbursement will be made for .

the actual ¢ost of bus, rail cr air coach travel, as
well as automobile rental. The mileage allowance for
use o¢f privately owned vehicles engaged in State
business will be twenty cents (20¢) per mile, plus
parking, garage fees, toll bridge and turnpike
charges, where necessary and applicable.

(3) Lodging: Employees <traveling on State business

will be reimbursed in an amount ecual to their actual




Treasurer of State -

Administraticn Regulations 12-3 -

Series II ' B T Section 2.02
hotel bkills for lodging. No reimbursement will be
made for hotel charges for liaundry or “waleit chargés.
A receipt for the amount paid for hotel rocoms must be
submitted with the expense amcunt. Telephone charges

are reimburszsable.

(4) Registration Fees: Registraticn fees at mesetings

or conferences Must be supported by a receipt.

(5) Tips and Gratuities: Tips or gratuities shall not

exceed fifteen (15) percent of the cost of allowable
hotel charde and medls.

(&) Baggage: DMNecessary charges for additiconal baggage
transportation charges shall. ke reimbursed, as shall

actual cests incurred in the transfer and storage of

luggage. ’ - , T - -

Section 3. Out-cf-State Travel

3.01. Ceneral Purpose - Qut-of-State travel costs will be

+

reimbursed only for "travel deemed necessary for the proper
conduct of the . State's business and will reguire the written
approval of the Treasurer of State, Chief of Staff cor Assistant
State Treasurers befcre reimbursement Is made.

3.02. Filing Claims For Reimbursement

{a) Itemized Expense Account - An actual itemized expense

account must be filed on the provided yellow travel




Treasurer cof State .
Administration Regulations 12-3

Series II . " Section 3.02
form, along with tTravel, hectel and other allowable expense
receipts. {Air travel stubs or receipts, where applicable, must

be attached to the expense account.)

{b) Dailv Allcwances - Dailly allowances for cut-of-state

travel shall be as fcllows:
(1) Meals: Reimbursement will be made for the actual
cost of meals while absent from official stations,
with a maximum of Thirty-Five Dollars ($35) per davy.
In major cdities and metropelitan areas, the

reimbursakble cost for meals shall be increased to a

maximum of Forty Dellars (540) per day. Meals are
allowed when lodging is listed at '"gratis" or "no
charge.”

{(2) Transportation: Reimbursement will be made for

the actual cost ¢f bus, rail or air cocach travel, as
well as automobile rental. Reimbursement for travel
in privately owned wvehicles will be governed by
Section 4 ¢f these Regulations.

{3) Lodging: Employees traveling con gtate business
will be reimbursed in an amount ecqual to their hotel
bills for lodging. No reimbursement will be made for
heotel charges for laundry and wvalet charges. A
receipt for the amount paid for hotel rooms mnmust be
submitted with the expense amount. Telepheone charges

are reimbursable.




Treasurer of State -

Administration Regulations 12-3
Series II Section 3.02

{4) Registration Fees: Registration fees at meetings

ar conferences must be supported by a receipt.

{5) Tips and GCGratuities: Tips cor gratulties shall not

exceed fifteen (15) percent of the cost of allowable
hetel charges and meals.

(6) Baggage: Necessary charges for additional baggage
transportation charges shall be reimbursed as shall

actual costs incurred in the transfer and sterage of

luggage.

Section 4. Use c¢f Privately Owned Vehicles For Out-cf-State
Travel

4.01. General FPurpocse - No out-of-state travel in

privately owned vehicles shall be made at State expense without
the prior written approval of the Treasurer of =State, Chief cof
3taff, &r Assistant Treasurer of State.

4.92. Maximum Allowances - Maximum mileage allowances for

use cof privately owned vehicles will be twenty cents (20¢) per
mile; provided, that the reimbursable costs permitted for
out-of-state travel, 1in privately owned wvehicles to and f£from
such official meetings, shall not exceed the cost of an air
coach fare round-trip ticket +to and from the site of such
official meeting.

4.03. Toll Charges - Tecll bridge and turnpike charges may

be included as an additional item.




Treasurer of State . .
Administration Regulaticns 12-3

Series II ) N 7 Section 5
Section 5. Miscellaneocus Provisions
5.0L. Personal Services - Expenses for perscnal services

such as laundry or valet sexrvice are not allowable.

5.02. Personal Baggadge - Reimbursement £fof transportaticn

of personal baggage shall not exceed ten (10) percent of the air
or train fare:. - - --.-

5.03. Spouses Accompanying ~ Employees - When  spoussas

accompany employees on in-state or out-of-state cofficial
business which involves overnight stays, they shall be subject
te the following regulationg and limitaticns:

(a) Reimbursement Provigions =~ The Treasurer .of State's

Qffide. will reimburseg the emplovee for only eighty (80) percent
cf thé employee's hotel or motel lodging expense. However, 1if
the rate is the same whether single.or double, the empleoyee will
be reimbursed at one hundred (100) percent of thé lodging
expense. . . _.

(b)Y Emplovee Responsibility -~ The emplcoyee is responsible

for meals, travel and other miscellaneocus expenses ¢f the spouse.

(¢)y Insgurance Coverage - Where spouses accompany enmployees

on such trips, it is the responsibility of the employees to
provide accident insurance coverage; the Treasurer of State's
Cffice shall in no way be liable.

5.04. GCreenbrier Hotel Trips - The daily charge Zfor room

and . board will be. reimbursed to employees attending official

meetings or functions being held.at The Greenbrier Hotel. If an




Treasurer of State ’ T T
Admlnlstratlon Regulatlons 12-3
Series TI Section 5.04

employee's spouse accompanies the emplevee to The Greenbrier,
reimbursement will be made in the amcunt of eighty (80) percent .

5.05. Regulation Changes - The Treasurer cf State reserves

the right tc¢ revecke, suspend, rescind or amend any rules or

regulations herein set forth.

ADMREG1 /GENB8C6 ' ' a
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Chapter 12-3 2t =
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Subject: Treasurer cf State's Office.Travel Regulations L. ™~
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Secticn 1. General
1.01. Scope - These regulations implement the provisions

cf sgecticon eleven, article three, chapter twelve of the code of
West Virginia, 1931, as amended.

1.02. Authority - These regulaticng are issued under the
autherity of the above-menticned ccde secticn, which provides,
ameng other things, that the Treasurer of State shall promulgate
rules and regulations governing travel by Treasurer of State's
Office employees on behalf of the State of West Virginia.

1.03. Effective Date - Thege regulations are promulgated

and become effective .on the 25th day of April, 1988, and

supersede all previous travel regulations relating to employees

of the Treasurer of State's QOffice.

Section 2. In-8tate Travel

2.01. Ceneral Purpose - In-state travel costs will be

reimbursed only for travel necessary fcor the proper conduct of

the State's Business.

(ERIE




Treagsurer of State
Administration Regulations 12-3
Series 11 R Section 2.02

2.02. Filing Claims For Reimbursement

(2) Itemized Expense Account -~ An actual itemized expense

accocunt must ke filed on the provided green travel form, along
with travel, hotel and other allowable expense recelipts.

(b) Daily Allowances - Daily allowances for in-state

travel shall be subject to:

(1) Meals: Reimbursement will be made for the actual
cost cf mezals while absent from official stations,
with a maximum of Thirty Deollars (§30) per day for
travel within the 8State of West Virginia where the
distance from the home station 1is over twenty-five
{(25) miles one-way. Meals are allowed when leodging is
ligted as "gratis" or "no charge."”

{2) Transportation: Reimbursement will be made for

the actual cost of bus, rall or alr coach travel, as
well as automebile rental. The mileage allowance for
use of privately cwned vehicles engaged in State
business will be twenty-five cents (25¢) per mile,
plus parking, garage fees, to0ll bridge and turnpike
charges, where necessary and applicable.

(3) Lodging: Employees traveling on State business

will be reimbursed in an amount equal te¢ their actual




Treasurer of State

Administration Regulaticns 1Z-3

Series II Section 2.02
hotel bkills for lodging. Ne reimbursement will be
made for hotel charges for laundry or valet chardges.
A receipt for the amount paid for hetel rooms must be
submitted with the expense amount. Telephone charges

are reimbursable.

{4) Registration Fees: Registration fees at meetings

or conferences must be suppcrted by a receipt.

(5) Tips and CGratuities: Tips or gratuities shall not
exceed Ffifteen (15) percent of the cost of alleowable
hotel charge and meals.

(6) Baggage: Necessary charges for additional baggage
transportation charges shall be reimbursed, as sghall

actual costs incurred in the transfer and storage of

luggage.

Section 3. Cut-of-State Travel

3.01. General Purpose - QOut-of-8tate travel costs will be

reimbursed only £for travel deemed necessary Ifor the proper
conduct of the State's business and will reguire the written
approval of the Treasurer of State, Chief of Stafi or Assistant
State Treasurers before reimbursement i1s made.

3.02. Filing Claims For Reimbursement

{(a) Itemized Expense Accocunt - An actual itemized expense

acceunt must be filed on the provided vellow travel




Treasurer of State

Administration Regulations 12-3

Series II ' Secticn 3.02
form, along with <travel, hotel and other allowable expense
receipts. {Air travel stubs or receipts, where applicable, must

be attached to the expense account.)

(b) Daily Allowances - Daily allowances for out-of-state

travel shall ke as follows:
(1) Meals: Reimbursement will be made Zfor the actual
cost of meals while absent from official stations,
with a maximum of Thirty-Five Dollars ($35) per day.
In major clties and metrcpolitan areas, the

reimbursable cost for meals chall be increased to a

maximum of TForty Dcllars ($540) per day. Meals are
allowed when lodging is listed at "gratis" or "no
charge.”

(2) Transportation: Reimbursement will be made for

the actual cost of bus, rall or alr c¢cach travel, as
well as automecbile rental. Reimburszement for travel
in privately owned vehicles will Dbe governed Dby
Section 4 of these Regulations.

{3) Lecdging: Employees traveling on State business
will ke reimbursed in an amount egqual to their hotel
bills for ledging. No reimbursement will be made for
hotel charges feor laundry and valet charges. A
receipt for the amount paid for hetel rooms must be
submitted with the expense amount. Telephone charges

are reimbursable.




Treasurer of State

Administration Regulations 12-3
Series II Section 3.02Z2

(4) Registration Fees: Registration fees at meetings

or conferences must be supported by a receipt.

(%) Tips_and Cratuities: Tips or gratuities shall not

exceed fifteen (15) percent of the cost of allcwable
hotel charges and meals.,

(6) Baggage: Necessary charges for additional baggage
transportation charges shall be reimbursed as shall

actual c¢osts incurred in the transfer and storage of

luggage.

Section 4., Use of Privately Owned Vehicles For Out-of-State

Travel

4.01. General Purpose - No ouft-of-state travel in

privately owned vehicles shall be made at State expense without
the prior written approval_of the Treasurer of State, Chief of
Staff, oY Assistant Treasurer of State.

4.02. Maximum Allowances - Maximum mileage allowances fcor

use of privately owned vehicles will ke twenty-five cents (25¢)
per mile; provided, that the reimbursable costs permitted for
out-of-state +travel, in privately owned vehicles to and from
such official meetings, shall not exceed +the cost of an air
cocach fare round-trip ticket +to and from the site of such
official meeting.

4.03. Toll Charges - Toll bridge and turnpike charges may

be incliuded as an additional item.




Treasurer of State
Administration Regulations 12-3

Series II - e Section &
Section 5. Miscellanecus Provisicns
5.01. Personal Services - Expenses for personal services

such as laundry or valet service are not allowable.

5.02. Personal Baggage - Reimbursement for transportation

of perscnal baggage shall not exceed ten (10) percent of the air
or train fare.

5.03. Spouses _Accompanving Employees - When  spouses

accompany employees on in-state or cut-of-state cofficial
buginess which inveolves overnight stays, they shall ke subject
te the following regulations and limitaticns:

(a) Reimbursement Provisiong - The Treasurer of State's

Office will reimburse the employee for only elghty (80) percent
cof the emplovee's hotel or meotel lodging expense. Eowever, if
the rate is the same whether single or doubkle, the employee will
be reimbursed at one hundred (100) percent of the lodging
expense.

(b) Emplovee Regpongibility - The emplcyee Is responsible
for meals, travel and other miscellanecus exXpenses of the spouse,

(¢) Insurance Coverage - Where spouses accompany employees

on such trips, it is the responsibility of the employees to
provide accident insurance coverage; the Treasurer of State's
Cffice shall in nd way be liable.

5.04. Greenbrier Hotel Trips - The daily charge for room

and board will be reimbursed to employees attending official

meetings or functions being held at The Greenbrier Hotel. If an




Treasurer of State :
Ldministration Regulations 12-3

Seriegs I1 - Section 5.04.

employee's spouse accompanies the employee to The Creenbrier,
reimbursement will be made in the amount of eighty {(80) percent
for double occupancy.

5.05. Regulation Changes - The Treasurer of State reserves

the right to revcke, suspend, rescind or amend any rules or

regulations herein set forth.

ADMREG/GENS712
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