~ OFFICE OF THE GOVERNOR

- ~ !V__.‘L
. 1‘ ’ - L!.( o
SRR h
[ ¢

DATE: - . _ JANUARY 26, 19273

. MEMO TO: ALL DEPARTMENT EEADS _ﬂ ﬂzjﬂﬁ
GOVERNOR ﬂ ‘

FROM: ARCH A. MOORE, JR.,

SUBJECT: TRAVEL REGULATIONS - (AMENDMENT )

The travel regulations approved effective October 1,

1972, (Page 4, Ttem IV, Section 3) are hereby amended to read as -

foliows:

3. Meals - In=State Travel - Reimbursement will be .

made for actual cost of meals while absent from offlcial station,

to a maximum of nine ($9.00) decllars per day, for travel within the

. State of West Virginia where the distance from the official station

ig over ifwenty~five (25) miles. __Saj,c"; maximum allowances shall not
be arrived at by average of days, but a purely day by dav maximum,
per diem. When breakfasts are available at the domicile, no reim=-
bursement for same is to be included in the expense total per diem.
The scle responsib_ility of an expense account bsing filed with
unauthorized charges rests with the department head and/or immediate
. supervisof, who shall be held accountable... When the department head
and/oriimediate supervisor processes an expense account for an
individual, they are certifying to the State Audiifor that these

. expenses are legitimate and authorized. . .. . 7 ) L
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(59) per dey, for travel within the stale of West Virginia wherse the distemce

from the dopicile 33 over iwenty

==

t by aversge of days, bubt a purely day by dzy meximum,

m

shall not be arrived
per diem, Wnen breasfasts are available ail the domicile, mo reimbursemens

for same 1g 16 be inmcluded in the expense total per dilem.

VvV Qut-ci-3tsa Travel:

Costs for out-oi-state travel will be reimbursed cnly for travel deemed
necessary for the proper conduct of the State’s businsess and wilill require the
certification of the depariment head before reimbursement 1s made, Frior
gpproval of the Covermor will be recuired for travel to and atténdance at
any meetbling cutside the State. Travel to and attendsnce a2t any meeting cuiside

the State will be limiied %o no more than two (2) members of the staff of any

department without prior approval of the CGovernor for additional members to fravel.

A1l requests for out-of -state travel for approval by the Governor shall
first be submitied to the Budget Division of the Depariment of Finance and
Adminpistration for review. Sufficient informatior shall be included To shoy

justification for the request.

VI TItemization
In prevaring expense accounis, 2 detailed list of 2ll expenses for hotel

bills and ezch meal shall be listed and shown seperately. Hofel lodging bilis

I

or travel ocuislde the State may not exceed thirty dollars (530) ver dav and

=

3

meals will be reimbursed in am amount not to ewceed fifieen dollars ($15),

e !

ct

day. The mpaximum out-of-state travel expenses for mezls and lodging shall not
excead forty—five dollars ($45) per day, and in the event the room rates exceed

thirty dollers ($30), per day, the totel shall still not excesd Foriy-five dollars
{3L5) per day for meals a2nd lodging, except without prior written approval of the

Governor, . —




VIT Miscellaneous:

. -

1. Regisgtration Fess -~ Régistration fees at conventlons must be supported

by receipts and are limited to Lifty dolilars ($50) unless prior spproval has been

granted by ths Governor,

2, Tips znd Gratuitie

“

- Relmbursement for {ips and gratuifies will

not be zllowed unless incliucded in the maximumm zliowance for mezls. Zxperditures
for lewmdry, valet service, insurence, enterizimment, etc., are perscnal charges

and will not be permitted.

3. Baggage - Hecessary charges Tor the transfer and storage of Daggasge

[a-]

will be allowed provided such charge does mot exceed Tifteen percent {15%) o
the daily hotel room rate Ffor the dazie of check-in and date of check-ous,

(first and last day).

4., Out-of-Stzte Travel in Privetely-Owned Vehicle - Reimbursement for

sutomobile travel enrcute to and from =z destination outside the State (mileage,

hotel and meals), shall not exceed the first class fare by commercial airlines.

5. Advance Allowance - The regquisition for an advance allowance shall

carry the following certificaiion by the depariment head:
¥ s

Mareh 8, 1369, o

]

"No advance allowance, undesr Senate Bill 131 o
shall be made for out-cf-sizie travel unless the reguisitionm

requesting said sllowance is zpproved by the CGovenor.,”

-

The following certvificate should a2lsc appear on 21l copies of the
transmittal:

"T hereby certify that the szbove advance zllowence regquisitioned in

[+

the name of g pelng reguestied pursuant Lo

compliance with the Rules and Reguwiations of the Governmor, and that

-




I, a8 hezd of the Deparigent of

hereoy assume the responsibility of seeing that this advance

Pt

|95]
)

e

2llcwance issued pursuant thereto is sejtled within thirty

days Trom the daie of sazld warrani, as provided by law. !

Signature of depariment nead

The Purchasing Division of the Deperiment ol Finance and Afministration
may =zpprove requests for cash advnaces for ouv-of-state travel purposes, which
have prior zpproval by the Governor, in an amount not ©o exceed three mundrad
dollars {$200) provided, however, that the Purchasing Divisicn may also approve

Fal

cach advences in excess of three hundred dollars ($300), but not to sxceed four

undred doll nich nav rio TTOVE ¥ oL overncr, for ftravel
hundred dollars {3L00), which have prior apr 1 by the Govermocr, for %

B

by employees performing officizl duties that reguire such empicyee Lo De out

of the Stzte longer thnan fifteen (15) consecutive da JS.

In addition to the above, for azuthorized officiszl travel ouitside the
continental limits of the United States, cash advences may be approved for
the purchase of iransportation tickets prior t¢ departure cnly. The reguests

for cash advance must include z certification, as set forth sbove, from the

department head indicating a personal responsibilify for the advanced allowance,
Requests for cash advances for less then fifty dollars (350) will not pe honored.
Out-of-3tate travel not exceeding itwen five dollars ($25) total expenditure
will not require pricr spproval of uﬂeigovernor s Office but will reguire

clearance of depariment head.




VITI Zrior ifotice for Qui-of-3tate Travel. R‘_uuﬁsm-

A1l reguests for ovt-ol-state travel shall he forwarisd orn ths

Adwinistiration, in triplicaie, authorized and sporoved by the depesriment head
or his authorized designee, sdidressed 10 fhe Commissioner of ZTinance and
Administration, Attention: 3Budget Division, ai leagt two wesks (Ih days)

prior vo the anticipaied date cof departure for such out-ocf-state travel,

T¥ Greerbrier rotel Trips

-

Pricr approval by the Gov
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Gresnbrier Eotel ai White Sulphur Springs, Wesi Virginis, where the pravicusly-
noted meximm of forty-five dollars {313}, per day, will not be srplicable.

Gratulties shall not exceed Iifteen percent (15%) of the da2ily room rale.

X Fromotionzl, Txrenses

Reimbursement will be allowed to properly asuthorized perscrmel whose
official duties require expenditures for meals for Industrial prospects, vroviding
a restaurant receipt is attached to the expense account and providing 1T is

subseguenily zpproved by the Governocr.

p: & Credit Cards

Feimbursement will be made only to the oificial or emplcyes on travel

status, with the exception of gasoline and 0il purchased for a state car Ty

gpecific credit card for such car, and for air travel and car rental charged

direct to a department by credit card. o
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R ' ARCE K. NOORE, JX, GOVEGCR
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