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STATE OF WEST VIRGINIA
OCFFICE OF THE GOVERNOR

CHARLESTON

ARCH A. MOORE. JR.

GevERNOR

October 6, 1972

The Honorable Dengil L. Gainer
State Auditor

ohe Honorable John D. Rockefeller, IV
Zecretary of State

Gantlewen:

Attached hereto are copies of the approved
revised Rules and Regulations governlng ip-state and
oui~of-state travel by State officlals and employees
under my juriediction.

Thege Rules and Regulations ware promulgated
pursuant to end by virtce of the authority contained in
Chapter 12, Article 3, Section 11 of the Code of West
Virginia, 1931, as amended, said Rules and Regulations
to be effective Cctober 1, 1972,

Sincerely yours,

Mok it 2

Arch A. Moore,
GoOvarnor

BRAMIR:act
Enclopures

cc: The Honorable Arden Hodges
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sed in Office of the Secrctary of State

! of West VYirgicta /0/0/7-»/
REVIZSED REGULATIONS T0Q GOVERI IN-BTATE AWD OUT-0T- cmgﬂv

TRAVZL OF STATE. _TE’_;O“HTS EFF=CTIvz CCIOEER 1, 1972

3

ollowing reguiations will goverr travel znd subsisience allowances

i3
(3]
It

for State employses traveling on officlal Businessz Tor the State of West Virginie

as autherized by Chapter 12, Article 3, Secticon 11 of the West Virginia Code,
1931, a5 amended. The allowances set out herein snall be considered the
maximim wnless otherwise set forih herein. Authorization by the. zvending
officer of each depariment for travel expenditurss shell be within the budgetary

S s

allowances Tor such purpose, . Approved Travel on official business within the

State is on the basis of re;mbursemenu +‘cw' actu31 a;a n=cessary expenses in-

curred subJect to any limitations set fortk herein,

I Ixecephtions:
1. Rules and regulations goverming trawvel shall not zpply to those
perschs whe are not employed by the State on an hourly or szlary basisj; for

example, members of Stace Board of Zducation, special advisory committess

appoinied by the Governor, members of Ieachers Retirement Board, Stale college

and university athletic teams, etc., or to those branches or deparimenis who

L

are required ic promulgaie ruies arnd reguwiatlons concerning out-of-state travel
for their respective tranches and depariments of state govermment under the
provisions of the zforesaid chapier, article and section of the West Virginia

Code, a8 zmended. _

IT General Instructions:

1. Headguarters - Each employee of The State of West Virzinia
shall be presured to have thelr official headguarisrs at the State Capitol.
in Charleston, unless esteblished by the depariment head at: (1) branch offics;

(2) a State-owmed instituticn; {(3) a location within a fecritory; end (4) the

. ey

domicile of a field worker, inspector, examiner, or similar employee residing

.
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within the territory o which he is assigrned. Where the afficial station

amda TS

. station or within reascnable distance ('E.O oe déftermined by department nhead)

the official station of any Steie officizl or Sizte employee.

. 2. Expense fccounts - The stendard form, "Travel Expense Account,”

13 be uged for all claixs Tor traveling expenses. This form must show

muber and detail of sxpenses day by day. Recelipts must aceompany the form

. and a separate claim must be filed by esach employee. All accounts of expenseas

incurred by State officlals or employees shall be verified by affidavii of

the perscn incurring the expenses and certified by supervisor or depar

3

rnd no item shall bve

|

hezd, All expensges shall be itemized in detall

designated as miscellanecus (sundry) or by any item of like general naturs,

i

No item shall be incorporated in sn expense account which is not trawvel relate

. IIT Transporization: B

1. Authorization - Transporiztion may be obiained by the usuzl mezns

of public conveyance, by State-owned vehicles or by privately-owned wvehicle,

and expsense of transportation will be reimbursed only fTor the cost of travel

tetween official headquariers znd the place to which his duties reguire an

employee Lo ge, sunject To the lm__tawo_:ls_s_qy ou.trne_r-e_n. Txpenses for s
. temporary relurn to domicile from headquarters over weekenis or for holidsys
will not be reimbursable for in-state travel unless the expense is no greater
then would have been incurred were the arployee to have remained in the field,
. which Tact shall be certified by the head of the spending wnit, Field
persommel, whose official headquarters is designated as a certain ciiy within
the State, shall be reimbursed milesge expenses incurred when using private

. car while traveling on official business within the corporate limits and
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vicinity of his headguarters, and when certi

~ department hezd.

Reimbursemept will be limited to the aciusl cost supported by ticks:
LSubs or other ap“roprla e dcermentation based on the most economiczlly direct
arl practical route Dossible., ¥Wnen Travel iz by zutomonlle, z Stats vehicle
will be used unless no such venicle is available 23 certified by the director
of the Buvate Molor Pool. In the event no Staite vehlcle is available, Lther

eimbursement shall be at the rate of slever (11) cents, per mile, for ihe

use of employee's sutomobile, Cost for the use of State wvehicles will be in

accordance with the State Metor Pocl regulations.

Operation of State-owned vehicles will be confined to State officials ani
empioyees. Iic passengers or other riders are permitted uniess they ares on the

seme state busliness as ths authorized user of the car, Autcmobile rental will

Te redmbursable to the employee when used in conjunction with common carrier . -

travel, and wihen substantialted by receinis. The CGoverror ray authorize the
use of private or chartered aircrafi when it Is in the best interests of the

State.

2. QCormon Carrier - Receipted bills for travel by any common carrisr

nust zccompany and verify ithe relobursement regusst, IEmployees iraveling oy
way of commercial airlines whose travel iime does not exceed two (2) hours

cre regquired o travel at tourist or economy rates.

3. BState Qwned Vehicles ~ Relmbursement will be made for siorage, toll

charges, and other sctual. costis not covered by billing from the State Moltor

Zcol, Storaze will rot be reimburszdle on privaiely-ownad vehicles, (see *

below forexception).




L, Privately-Owned Vexhicles - Maximum mileage allowances for use of

privately-cwned venicles engaged in State bg§;ne;s will be eleven (11} certs
per mile, which shall cover cost of parking and garage fees, II more than
one person trafels in a privately-owned vehicle, and the resuliant charge is
less than would ve reculred for transportation by commercial sirline, * it

will be Derﬁ . ssible for necessary storage or garage fess to be cisimed for

reimbursement, Toll bridges and twmplke charges may be included as an

edditional item but must be substantisted by receipts. ZReimbursement for
use of privately-owned vehicles will be mzde only where State-owned vehicles

are not available through the Siate Moior Pool, as certified by the direchor

£ the Motor Dool.

IV Subsistence:

1. Lodging - AlL persons traveling on State business will be
reimbursed in an amount egual to thelr zctual hotel pill for lodging only
whlle absent Ifrom thelr official stations. No relmbursements will be made
for extra hotel charges for radio, television, laundry and/or vale: charges,
and personal telerhone calls, A& receipt for the amount paid for hotel rooms
must be submitted with the original expense account. Reimbursement for
hotel expenses shall not be made for an employee'’s spouse. In cases of
double occupancy, hoiel reimbursements will be on the basis of the single
occupancy rate, not to exceed 80% of actual room cost., HNo meals are re-

imbursed for employes's spouse,

2. FPederzl zxcise Tax - As a goverrmental univ, the Staie is not

exempt from Federal excise Tax on Transperiztion.

3. Mezls - In~3iate Travel - Raimbursement will be m=de for act

cost of meais while abgent from official station, to a maximum of nine dollsars




