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DHS: rl
1/20/81

ORDINANCE -109702

AN ORDINANCE relating to travel, convention and other necessary
expenses incurred by City officers and employees in the
conduct of City business; amending Sections 4.72.010,
4.72.020 and 4.72.070 of the Seattle Municipal Code
(Sections 1, 2 and 7, Ordinance 101295, as amended) and

adding new sections 4.72.080 and 4.72.090 to the Code
(Sections 8 and 9, Ordinance 101295).

BE IT ORDAINED BY THE CITY OF SEATTLE AS FOLLOWS:

Section 1. Section 4.72.010 of the Seattle Municipal

Code (Section 1, Ordinance 101295; as last amended by Ordinance

107447) is further amended as follows:

Section 4.72.010. City officers and employees shall be

reimbursed for all reasonable and necessary expenses incurred

I e_ P -P M 3- A 4 7-, A
11

in the conduct of C ty bus ness as k~ a ;:7woj) J_ V__

13 below((.r)).

14 A. Expenses involving travel outside the City for

15 periods of less than twenty-four hours and not requiring

overnight lodging. Reimbursement shall be made for actual

1)

f or

sem4_-ftar aff ether)) registration fees

for conventions, seminars and similar events;

2) transportation to destination and return or mileage

in accordance with Ordinance 95751, as amended,

provided that reimbursement for mileage shall not

exceed the round trip coach class air fare of a

common carrier;

3) meals, when travel outside the City,is not a

routine or normal part of an employee's job,

provided that reimbursement shall not exceed the

amount established j~y j~he ~~ity Comptroller by

rule as hereafter authorized; and
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4) ((4:ne4:dentals)) other rea~~onably necessary expenses

incurred related to the conduct of !g~ity business

including, but not limited to, writing materials,

reading materials and telephone and telegraph

communications.

B. Expenses involving travel ((w4:th4!n the state))

for periods requiring overnight lodging((-r)).

Reimbursement shall be made for actual expenses incurred

f or:

registration fees for conventions, seminars and

similar events;

transportation to destination and return or mileage

in accordance with Ordinance 95751, as amended,

provided that reimbursement for mileage shall not

exceed the round trip coach class airfare of a

common carrier;

3) automobile rental;

4) other local ground transportation; and

5) Hreimbursefaent -far reasonable laaq4:nq7 meaI97

and ine4:deRta-Is up to G--+xty-i4:ve Dollars +$6STGG*

per d4epd! pravz-~ae47 that as ei January 107

1944 the employee aeeupy--~ftq the pas4t4an e-E

Intergovernmental A-f-fa4rs shall

be pa4AT 4:M 14:ed of 4er meals

and ledq-ing7 the sufft 5-f Dollars

J$44749G* -far eaeh day a-f autherized attendamee

at SeS54--ans a-f the WaSM:Mgtan State Eeg4:slatuffeT

and prav+-ded fiurtheff7 that Re queA suffis shall

be used fee preyaet4nenal haus4:Rg-7)) lodging, provided

that the reimbursement shall not exceed the amount

established by the City Comptroller by rule as
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4

hereafter authorized;

6) meals, provided that reimbursement shall not

exceed the amount established by the City Comptroller

by ~~ule as hereafter authorized; and

'7 1 n+-hen-k- ln~ ~ ~ = - A
5 11

1 1 1 A %- LL.L 'j- ~-

6

7

8

9

related to the conduct of gLty business including,

but not limitedto, writing materials, reading

materials and telephone and telegraph communications.

C. ((Expenses 4:ftvaIV4:Rq travel eats4:de the state

far per-iaas requir4:ng evern4:gkt ledg4:mSt Re4:rd5ursement

10 shall be maae Ear aetual expenses 4-neurred -far eanvent4:en7

I I
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28

I

sem4:ftar ar ether reg4:styat4:em -feesT te

and returft ar Mileafje ~ift aeeerdaftee W4:th

GEdi:nanee 95451 as amendedT prev4:ded that re4:mbursement

-fay m-i4eage shall net emeeed the retind-tr4--p eeaeh-elass

a-j--r fare af a eamman earr4!er-, atitameb4--le rentalT ether

leeal gradmd and reifftburseyflent far reasen

able ladq4-mg7 raeals te S4:xty--E4:ve

Ballays ~$66TQe* per d4:erfl-.

B-.)) Expenses within the City not involving travel:

Reimbursement shall be made for actual expenses incurred for

((eaftvent+en7 sem4:nar ar 6theff)) registration fees for a

convention, seminar or similar event. (0~nelua4:nq these

fees WM:eh 4!nelude the -fuen+SM:ng ef a Ffteal er meals

-far the m-in4:rfttjm fee eharged)) If the sponsor of the event so

provides and such registration fee includes as a part of

the minimum charge the cost of a meal or meals or if,

during the meal or meals, i~jtegral parts of the program of

such convention, seminar or similar event are conducted,

reimbursement shall be made for such meal or meals.
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Section 2. Section 4.72.020 of the Seattle Municipal

Code (Section 2, Ordinance 101295, as last amended by Ordinance

106525) is further amended as follows:

Section 4.72.020 Claims for reimbursement--Invoices and
receipts; retreats.

A. Claims for reimbursement of expenses other than

mileage and incidentals shall be accompanied by invoices

and/or receipts showing payment of such claimed expenses;

provided that the cost of air or railroad travel, and convention

seminar or other registration fees, may be billed directly

to the appropriate city department. Invoices and/or receipts

showing payment of overnight lodging expenses shall have

clearly identified thereon the single occupancy rate for the

accommodations utilized. Invoices and/or receipts shall not

be required for food expenses incurred in travel outside the

city but such expenses shall be fully itemized. Invoices

and/or receipts shall be required for food expenses incurred

within the city. ((Ne sl-iftll be made ~Ear

empeftses -fer aleaheI4:e beverages ar t4:ps7)) Upon written

request and explanation stating sufficient reasons for

failure to submit required invoices and/or receipts, the

City Comptroller may waive such requirement.

B. Retreats. The expen-ses of seminars, workshops and

similar events, commonly known as "retreats", organized by
11

or contracted tor and conducted primarily for the benefit of Cit
11

o ficers and emp-Loyees away from the usual place or e~jployment

24 11 but not in the ner-nal F a 04 ~ -F -F 4

25 EaY 12e paid for as de2artmental expenses upon vouchers

26
1 approved by department heads without separate claims submitted

bv individual officers or e ployees provided funds ha-
27 11

jr

been made available therefor in a department's annual budget
28

11
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I or by separate ordinance. In organizing and a~~ranging such

2 events, degartment heads shall use all reasonable efforts to

use available City, state, county, federal or other governmentall y
3

owned or controlled facilities.
4

5
Section 3. Section 4.72.070 of the Seattle Municipal

I

6

Code (Section 7, Ordinance 101295) is amended as follows:

Section 4.72.070 Disallowed expenses/~~xceptions.

7
A. No reimbursement shall be authorized or allowed for:

8
(-(A-i)) 1) Fines, penalties, and/or forfeitures;

9 ((B7)) 2) Tobacco, alcoholic beverages, entertainment,

10 clothing, sundries, gratuities except as

I I

hereafter provided, personal telephone calls

12
or telegrams, or other like personal items;

3) meals or lodging in lieu of other meals
13

14
and/or lodging the expense of which is included

15

in a convention or other registration fee;

((9v)) 4) First-class travel accommodations unless

16 coach or economy accommodations were not

17 available; provided that upon written request

18 and explanation stating sufficient reasons

19 therefor, the City Comptroller may waive this

limitation; and
20

((E--.)) 5) Meals in lieu of other meals or food service
21

22
provided during periods of travel by a carrier

23

and included in the fare charged.

Meals sponsored by business, co~~ ~unit~y or service

24 organizations.

25 B. Exceptions. Gratuities: Payment for table service

26 at a restaurant, commonly known as a "tip", not to exceed

27
fifteen percent (15%) of the restaurant price of the meal,

including applicable taxes, is reimbursable as a reasonable
28
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and necessary part of the cost of a meal.

Section 4. There are added to the Seattle Municipal

Code new Sections 4.72.080 and 4.72.090 and to ordinance

101295 new Sections 8 and 9, as follows:

Section 4.72.080. The City Comptroller is authorized

and within six (6) months of the effective date of this

ordinance shall promulgate rules and regulations, consistent

with this ordinance and the City's Administrative Code

(Chapter 3.02, Seattle Municipal Code; Ordinance 102228, as

amended), establishing standards and procedures for effectively

carrying out the requirements of this ordinance. In establishing

reimbursement rates for meals and lodging, the City Comptroller

shall be guided by the following principles:

A. Rates of reimbursement for meals and lodging shall

be based upon and not exceed the average cost for meals and

lodging (single occupancy) reflected in a national comparative

cost index, such as the Runzheimer Meal-Lodging Cost Index,

for the city visited by the officer or employee requesting

reimbursement; if such indices do not list a particular city

or other locale, the City Comptroller shall establish reimburseME

rates based upon listings for cities or other locales having

comparable cost-of-living rates or other accepted comparative

economic indices.

B. If the hotel or other lodging facility serves as

the location for a convention, seminar or similar event

which is the purpose of the City business, or if the event

sponsor arranges lodging at a hotel or other lodging facility

for event participants, the allowable reimbursement per them

for lodging shall not exceed the cost of lodging arranged by

the sponsors of such event.

-6-
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C. If notice of City business was not adequate to

allow the officer or employee to find lodging at the rate

established by the City Comptroller, reimbursement for

lodging may exceed such reimbursement amount up to ten

percent (10%).

D. When the State Legislature is in session, employees

occupying the positions of Intergovernmental Affairs Coordinator

and State Legislative Advocate, or successor positions

comparable thereto, shall receive, in lieu of reimbursement

for meals and lodging in the manner and at the rates provided

above, an amount equal to the per them established for

Washington State Legislators pursuant to RCW 44.04.080, as

now or hereafter amended or succeeded. No portion of such

funds may be used for promotional hosting.

Section 4.72.090. ReRorts. The City Comptroller shall

annually prepare and provide to the Mayor and the City

Council a report regarding expenditures authorized by this

ordinance.
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Section .... 5... This ordinance shall take effect and be in force thirty days from and after its passage and

approval, if approved by the Mayor; otherwise it shall take effect at the time it shall become a law under the

provisions of the city charter.

Passed by the City Council the
.......

17
....... ........ day of.......

.
......

19

and signed by me in open session in authentication of its pa,99age thir'.-Z

...................................

Approved by me this
.....

a~
........ ... day of

.....
i-.ga.b ocal

Filed by me this ......
aA

............ day of
...
~r'

-btoa.Cj" ........ - ...........

A.-
vie

Attest:
....

.
...

...................................... --!~ ................

City Comptroller and City Clerk.

(SEAL)

Published.
. ... ........................ ...... ................ .............

~-8-

e y Clerk.b ";ui

.................

CSS 8.1.6



Office of the Comptroller

City of Seattle

Tim Hill, Comptroller

M E M 0 R A N D U M 81-6

DATE: April 13, 1981

TO: Department Heads - All City
Npartments

FROM: Tim Hill, City Comptroller

SUBJErT: Comptroller's rules for impl"ementation of Ordinance 10V -

relating to travel and convention expenses

Attached herewith is a statement of the Comptroller's rules for imple-
menting the subject ordinance.

TH:VJ:dw

"An Equal Employrmnt Opportunity - Affirmalive Action Employer"

M ~-tfl. - nffi- _# th. In I liZziatfla KAi in Plein CZ-"im WA QQ1 r'.A - 10n1iZWZ0r_070A



COMPTROLLER'S OFFICE

GUIDELINES FOR TRAVEL AND CONVENTION EXPENSES

PER ORDINANCE 109702

April 1, 1981

STANDARDS FOR REIMBURSEMENT OF LODGING

&
am

p; MEALS

Ordinance 109702 authorizes the City Comptroller to establish standards
to carry out the requirements of the ordinance.

Section 4 of othe ordinance requires that reimbursement for meals and

lodging be based on a national comparative cost index. The Comptroller has

selected the RUNZHEIMER COST INDEX for use in the City of Seattle. This
Index is updated twice a year.

The Runzheimer Index covers 100 American cities. We are enclosing copies
of the Index for those cities most frequently visited by City employees.

Copies of the Index for other cities will be sent to you upon request.
Please address requests to:

Pre-Audit Division

Comptroller's Office

Attention: Virginia Carpenter

Page I
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COMPTROLLER'S OFFICE

GUIDELINES FOR TRAVEL AND CONVENTION EXPENSES
PER ORDINANCE 109702

April 1, 1981

HOW TO USE THE RUNZHEIMER COST INDEX TO DETERMINE ALLOWABLE EXPENSE AMOUNTS

In normal circumstances two cost limits must be observed:

(1) Lod2in2 must not exceed the Index single occupany average
rate.

(2) Daily total cost of meals must not exceed the Index 3 MEAL

TOTAL.

Breakfast, lunch and supper costs may individually
exceed the Index amount, but the daily 3 Meal Total must

not be exceeded. If the trip only requires the purchase
of two meals on a given day, then the total of the two

meals must not exceed the sum of the amounts shown in

the Runzheimer Index for those two meals (breakfast,
lunch or supper).

Vouchers and T/C 35's that do not conform to these limits will be

returned unprocessed to the originating department.

If lod2in,q,was not available at the Index single occupancy average rate:

(1) The department must attach to all related vouchers and T/C
35's a written justification of the higher room rate.

(2) Higher room rates will be accepted up to an amount 10% higher
above the Index single-occupancy average rate.

(3) Daily total cost of meals must not exceed the Index 3 MEAL

TOTAL.

Breakfast, lunch and supper costs may individually
exceed the Index amount, but the daily 3 Meal Total must

not be exceeded. If the trip only requires the purchase
of two meals on a given day, then the total of the two

meals must not exceed the sum of the amounts shown in

the Runzheimer Index for those two meals (breakfast,
lunch or supper).

Vouchers and T/C 35 forms that do not conform to the above requirements
will be returned unprocessed to the originating department.

Page 2
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HOW TO USE THE RUNZHEIMER COST INDEX TO DETERMINE ALLOWABLE EXPENSE AMOUNTS

A ~.L~cial exception to the Comptroller's selected Runzheimer limits for
,Fu-d

q_ iii~

(1) If the lodging facility serves as the location of the event

which is the purpose of City business, or if the event spon-
sor arranges lodging for the event participants, the cost of

such lodging is allowable even if it exceeds the Index

limits.

Vouchers and T/C 35's that do not conform to these limits will be

returned unprocessed to the originating department

VJ051STR3A
Page 2 A



COMPTROLLER'S OFFICE

GUIDELINES FOR TRAVEL AND CONVENTION EXPENSES
PER ORDINANCE 109702

April 1, 1981

EXPENSES FOR TRAVEL REQUIRING OVERNIGHT LODGING

Registration Fees Fees are allowable for conventions, seminars and

similar events.

Tran,~.poration Departments should use excursion rates if these

rates can be used without extending the

employee's stay. If excursion rates are not

available, coach rates must be used. First class

is permitted if it is the only seating available.

Mileage costs are allowed in accordance with
Ordinance 95751 but costs must not exceed coach
airfare.

Lodging

Cost of airporter bus service between destina-
tions and airports, necessary cab fare, bus fare,

subway fare and auto rental etc., are all allowed.

Carpooling should be used when available and will

be reimbursed in accordance with Ordinance 95751.

Hotel expenses must conform to the average costs

shown in the Runzheimer Cost Index for single

occupancy.

If hotel accommodations are not available at the
Index average rate, a higher rate will be

accepted up to an amount 10% above the Index

single-occupancy average rate.

Meals Cost of meals is allowed except where travel is a

normal part of the employee's job. Meal costs
must conform to the average costs shown in the
Runzheimer Cost Index. The Index includes a 15%

gratuity.

The following,meal costs are not allowed:

Meals in lieu of other meals the expense of which
is included in a con.vention or other registration
fee.

Meals in lieu of other meals provided during
travel by a carrier and included in the fare

charged.

Page 3
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EXPENSES FOR TRAVEL REQUIRING OVERNIGHT LODGING Cont.

Other Expenses Any reasonably necessary expense related to the
conduct of City business will be allowed,
including, but not limited to, writing and

reading material, telephone and telegraph.

The following e xpenses are not allowed: tobacco,
alcoholic beverages, entertainment, clothing,
sundries, personal telephone calls or other per-
sonal items, fines, penalties and forfeitures.

VJ051STR4A
Page 3 A



COMPTROLLER'S OFFICE

GUIDELINES FOR TRAVEL AND CONVENTION EXPENSES

PER ORDINANCE 109702

April 1, 1981

EXPENSES INVOLVING TRAVEL OUTSIDE OF

CITY FOR LESS THAN 24 HOURS AND NOT

REQUIRING OVERNIGHT LODGING.

Registration Fees Fees are allowable for conventions, seminars and

similar events.

Transportation Departments should use excursion rates if these

rates can be used without extending the

employee's stay. If excursion rates are not

available, coach rates must be used. First Class

is permitted if it is the only seating available.

First class is permitted if it is the only seat-

ing available.

Mileage costs are allowed in accordance with

Ordinance 95751 but costs must not exceed coach

airfare.

Cost of airporter bus service between destination

and airports, necessary cab fare, bus fare, sub-

way fare, and auto rental, etc., are all allowed.

Carpooling should be used when available and will

be reimbursed in accordance with Ordinance 95751.

Lod_ging N/A

Meal s

VJ051STR7

Meal costs are allowed except where travel is a

normal part of employees job. Meal cost must

not exceed the average costs shown in the

Runzheimer Cost Index. The Index includes a 15%

gratuity.

The following meal_costs are not allowed:

Meals in lieu of other meals the expense of which

is included in a convention or other registration

fee.

Meals in lieu of other meals provided during tra-

vel by a carrier and included in the fare charged.

Page 4



EXPENSES INVOLVING TRAVEL OUTSIDE OF CITY FOR LESS THAN 24 HOURS AND NOT
REQUIRING OVERNIGHT LODGING

Other Expenses Any reasonably necessary expense related to the
conduct of City business will be allowed

including, but not limited to, writing and

reading materials, telephone and telegraph.

The followinq exDenses are not allowed: tobacco,
alcoholic beverages, entertainment, cl thing,
sundries, personal telephone calls or other per-
sonal items, fines, penalties and forfeitures.

Page 4 A
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COMPTROLLER'S OFFICE
GUIDELINES FOR TRAVEL AND CONVENTION EXPENSES

PER ORDINANCE 109702

April. 1, 1981

EXPENSES WITHIN THE CITY NOT INVOLVING TRAVEL

Registration Fees Fees are allowable for conventions, seminars
and similar events.

,

TraLsporation Necessary parking and mileage charges will be
allowed.

L o d iiLn g

Meal s

None

Meals are allowable when the cost is included
in the registration fee for a seminar or simi-
lar event.

Meal costs are allowable if integral parts of
the seminars (or other program event) are con-
ducted during the meal. Invoices or receipts
are required for food expenses incurred within
the City.

Other Ex2enses None

Page 5
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COMPTROLLER'S OFFICE

GUIDELINES FOR TRAVEL AND CONVENTION EXPENSES

PER ORDINANCE 109702

April 1, 1981

RETREATS

Retreats This includes seminars, workshops and similar

events held primarily for City employees at loca-

tions away from the usual place of employment.

The cost of the retreat must be covered by the

department's budget or by separate ordinance.

The cost of the retreat may be paid upon vouchers

approved by the department head without separate
claims being submitted by individual officers or

employees.

Facil it ies In arranging retreats, department heads must use
all reasonable efforts to use available City,
state, county, federal or other governmentally
controlled facilities.

Retreats may not be held in the personal resi-

dence of a City Officer or employee.

Page 6
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COMPTROLLER'S OFFICE

GUIDELINES FOR TRAVEL AND CONVENTION EXPENSES

PER ORDINANCE 109702

April 1, 1981

EVIDENCE OF EXPENSES - WHAT RECEIPTS ARE REQUIRED - HOW TO REPORT EXPENSES

When traveling, it is not always possible to obtain receipts for every

expense incurred. But employees should keep a written record of their tra-
vel expenses. All expenses to be paid by the City of Seattle must be

entered and explained on the Claim for,.Expense report.

Receipts,,Required:

Convention, Seminar, or other registration expense.

Transporation Costs to destination City and return.

Meal Expense incurred within the City of Seattle

Automobile Rental. Lodging .

When traveling outside the City of Seattle, it is not necessary to obtain

receipts for meals. But employees and officers must keep track of the
costs of all meals. Exact costs should be entered on the Claim for Expense
not approximations.

It is not necessary to obtain receipts for the following transporation
costs connected with trips to other cities: taxi, airporter bus, subway,
in-city bus service, etc.

Remember, keep track of all expenses during the trip. Obtain all required
receipts. Itemize expenses on the Claim for Expense form. If itemized

expenses exceed the Runzheimer IndeT, be sure to reduce the reimbursement
claim accordingly.

Attach.Claim for Expense form and receipts to the related voucher or T/r
35.

TIPS

&
a
m

p
;

GRATUITIES

The only tips allowed are for meal service. The Runzheimer Index includes
a 15% allowance for tips. The cost of the tips does not have to be

reported separately. It should be included in the cost of the meal.

Page 7

VJ051STR8



COMPTROLLER'S OFFICE
GUI~j~LINES FOR TRAVa AND CLNV=10,, -"ENSES

PER ORDINANCE 109702
march i6, ig8i

Lc)pq--- INGS

Single rate average

plus 10%
Maxim= allowed

ma~,L.S Brec,kfast

L~anch

Supper

3 Meal Total

Lillll~)Us -14NE SERVICE

TC AIRPC-P-2 -

Sing.le rate averaze

M
I X,4-T Z

Max-dzur, allowed
Plus 4.01%

Breakf ast

Lunch

Supper

3 meal Total

RUNz,HEIY,ER PMAL-LODGING COST INDEX

Los
An&amp;eles New Orleans New York O.lZmLia (Wa)

3.50 U S63-5-0 Y.2-00

Ll- 35 '5. 60 6.35' q. 2-0

y 7-9.6- '27,50 el I:;,. as

5.7Z- 6.70

7./0

5155, -2 7- '~5 7S-

q6. 2o

1'. 0 115-

-7~ -2 r,

Philad,elphi Portland (Ore) Quantico, (Va) San Francisco

5 'yq, S-6 - V".,) 5 30,no
~, 6- ?. F~)

o 0

75. 3

//. J~o / /. ~-~ ~F-

s a2.4-T S -- ~/.

LIMOUSINE SERVICE
TO AIRPORT - 6 1/, 5*0 $

ALL RATES iNCLUDE TAXES



COMPTROLLER'S OFFICE

GUI,i.,"INFZ PUP TRAVEL XYD CCNVFMIOh APENSES

PER ORDINANCE 109702
March 16, 1981

RUNZiMIYM )EAL-LODGING COST 114DEX

9Q "4, QU C.I-,ica&amp;o Dgnv" 14,11agi

WDGINGS

Single rate average 5-0 S-5-9.")o

plus IC% ~5_ 1,5- 5. 181 0

Maximum allowed 6 5- 4~3. 9 0

PEAJ_,S Breakfast 57.0.5- 4. A?~ 41 5-

Lunch 6. (, n

Supper 13-10 0 _~57

0. ys-
4i _'33 meal 7- o '~ al 5 .2 Y. 7S-

LD&amp;.,0USD;E

TC AIRPCRT S-.40

HQU~~tu - hunjaxill~ W) Kansa~i, Ci Las VeEas

LODGILINGS

Sing-le rate average 0. O'n ~ S d" -5- L'~ 5 5-57.00

i'lus 10% 6.00 a -
1/s 5.00

Maxim= a.1-owed 66.00 3 7. 9S_ 50.60 66- 00

VXALS Breakfast 5~ Sn As- .:z C 5-.-vo

Lunch 6.75- 5-5r Fn
84-5-

supper 4, 4Y //-.30
-If 0 0

3 meal To I.- a! 176- FO $.'2 a - 10 25. lip 55-

LIMOUSINE SERVICE
TO AIRECRT - 6 _qL) L~

ALL RATES I14CLTJDE TPAXES



COMPTROU.ER'S CFFICE

G',-. F~,R T.R;,,VEL A~Q CXINVEJI.Ll~. EXPEN SE..)

PER ORDINANCE 109702
March 16, 1931

RUNZHEIMER MEAL-LODGING COST LZEX

LODG I 1\1 Gs

Single0 rate average

P~us 10%

Maxim-,;m allowed

Sax Diogo §ro,kane Waah, 12g 9.4

6 #,~~ 0 0 5 35'-oo 6 61~ 5-0

- .3,5-0

,sy
g. 50 (. 7. a _r

MEALS Breakfast

Lunch

Supper

3 meal Total

LIMOUSINE SERVICE

TO AIRPORT -

LODGINGS

Single rate average
plus 10%

Maximum allowed

MEALS Breakfast

Lunch

Supper

3 meal Total

LIMOUSINE SERVICE

TO AIRPORT -

75~ 57- 75' 7-6-s--

S'C~ ~.
- 1.5-

~~ 00

13-60 1.2-5-0 /(a.on

S -2Y. 1-1,C) 5 3;~ - 6*5-

$ #1 5-0 4 ~2- 26- ~ 2-7S-

S S

ALL RATES INCLUDE TAXES



to the City's Travel Ordinance

Th -- sI . me-morandurn responds to your reques
N'Seal-Lodging Cost ladex.

more information on the

it, 1,1211, the City "."ouncil's Personnel and Property Management

lml;a~zs th"e C!"'; Comiptroller app-oves a hieher

amc.-urft. "he r--ev; -PrODosal ~vcwles tie ~he rem. to a

n~,"'ion.al. cc-pparaik-.'~.!e ~eost such as the Ru-,".z~ieimer Meal-Lod~rin- Cost

tra-vell ex-perses i'nz- "Ity em 3,,Vployees. Cuirently $65 Ji per them is

nim- I-evI- - e a, Council Mil. which w)iild change the alluv~mbie limits of

A',111-actie'~;, a:-e copies of the index for ter, cities in the country. ff you have any
questions, please do not hesitate to call.

TII-eu~~

Attae?h.n;:,ents

i~Lv Council-

a,,.-or Charles~- Rover
John 'Sav'-~m' DI-ector of OMB

-

Ap,
Eq,.;-~;Erq~cyrnvv Oppmr;ry - Alt~rrvnw- Ax-,zn &amp;

February

Dolores SibongA, Councilwoman

Tim Hill, City Comptroller

Municipal Oldg--SOaffle~ VIA 98104 - (206A25-2794
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PERSO',,NNEL

B, in th~, owent Ift! ntunN~r of wri,'Uen

;,aithotizatilons as to any one insurun.ce -Foup or

co?~)pany si-.-all tic Mcluced to than four1

hunjre~~ for a Period of' three montl,15, tlle dc-

du~-.-,Gon and pavrz,Wat authf3r-jz,,-d in tMs section

s~ n1l he disconThnued as to such ins~,rance group

or cornpany.

(Ord~ 1, 197--,- Ord. 100219 §

19 L)

ons:

Chapter 4.72

TRA'%T1. EXPE-MES

Subct~.~;I'pt,--r I CitY Onfil-e-sand Employees

4~ 21.010 f,)r rcaso-.,~-Ne-

arld
neces&amp;~-,%~

4. 10 2 6 011-111im-, for -irstmn.-t-ment-

MVoiC--S,I;Id rc--izlpts~

4. 2. 0 3' ('1 Conveitic-.~~ -ar.d ~t--R,,ca~ion

pit rpose's.

4~77.040 OF clajvn-3~

4~7 '1~050 Advancocnsli aflow~-,nces-

hell allowc-d,

4.'71-060 Advariete- c-ash all-, wances-
Accounting or repayl-aeni th-ne.

4. 7-.L'~ 0 DisaII-I-)v,,ed e,-q-e~ise~

11 Recr,~itinq of Job Applicants

4.72 1 Of.'s of's it IN- b;,,,
p,

tc,

4, 7-n i H-) I'Rleimbwrsement

4
,
7 12 'Clz~aims,

4,7 ffiifi-nzof zqppn-,~priafe d-,partment.
wk`ficc or enCN

ubchapt,~~r 1111 Officers,

and Elnlvlc~vees

4.72.180

4,-,-',190 Reim bimsernp, a f -In addi F. ion to

odleractual expenses.

Subchapter I City Officers and Employees

4.72.010 Reimbtirsement for reisonable

and ueo~,~5sary expen!~es.

City officors and employees shall bo

bursed for all reasonable and necessar,~ ex p~mses

incurred in the conduct of city b"siness as

follows:

A. Expenses involving travel outside tbe City

for Pe3iods of less than twenty-four hokins and

not reqalrms, overnight lodging: Reirnbiirsei-rient
"

~ b IA fora e no2dkf~ for actual expenses im;Lir-i-

seminar or other registrat'on fees;

transportation to destination and reftrn, or

ileage in accordance writh Ordiriance "P151151

as provided that reimbuxsement

fo- niileage sha"I not exceed the round-trip

-class air fare of a common carrier; meals;

and incidentals.

B. Expenses involving travel within the

state f Iri'or pe ods requLning overnight lodging:

R~.:-.-!bursement shall be made for actual ex-

incurred for convention, seminar or

CEi--- ,e.--'stration fees; transportation to desti-

re,.urn or mileage in acco-Zdance with

95751 as amended,' provided that

for mileage shall not exc--ed

round-trip coach-class air fare of a common
car-er; automobile rental; other local ground

transportatic-1,11; and reirnbursement for reason-

able lod&amp;t5T. meals a%d inCidrWEOIN, Up to

Dc~ 0, -~er -; m;Sixty-five I `ars (S65 d:~2- Provided,

that as oi- J,,~in
. ~ary 10. 197 7 the employee occu-

pying the ?---o-sition of Intergovernmental Affairs

Cooidinator sh'ah be paid. in lieu of reimburse-

ment for meals and lodging, the sum of Forty-

fow (S44.00) for each day of authorized

aMrd"irico at sessions of the Washington State

and provided further, that no such

sur-s sl!:,211 ased for promotional hostij-!~~,,.

C. EIT--ns~, involving travel otitside the-s

st'at~ ~:Or -criods requiring overniglit

shall be nnade for

pen~5~~s inc,,I~Irred for convention, semh

-fegistration fees; transportation to

natjoi-I and return or mileage in accot-dw

01-dinwnce, 957~71 as amended,' provi~J,~d

-..nileage shall i:ot the

~'Oljp U-Mp cr-m-h-class air fare of a ;oairnon

-:-arriQr; watomobile rental, other lo,a~
'

L~I-ound

trai-isportation; and reimbursement fo,7 rcason-

able lo-"~~;ing, meals and incidentals, up Sixty-

five Dollann, (565.00) per diem.

4-74



Wop
panW.

be coo of or m rad~""".-Q crave!,

semNar or odor wosuauon C~~

McCoy 10 We apprOTMAT ,

Invoives and'or reweipu A=
lod''ging -:xp"~vnc-, s~'

Uriked thereon t

wconnwMiu~
APIS ShAl noz:

-c k-i 1~"

D C C~

Ponses 10

'06525 § 1,

Ord. 104601

1972.)

Mo

10C

'-e~

~'Clf

reimbulvennent SM
alcoholic bevarag,

p*3005onV "'a'. re n. ~~
-'~

" i ""-; t'

A reasons fo!- Lii~~-e to sul)i-ii

Ts and.

y wake suck :cquderrunt.

2. 1977: GaL 104601

requir,,-d for elected officials or 'or offlicers and

employees of the Library Depart -cnz,

13. For purposes of this s~~,ction :md Section

3, i 1 00 tly term "deparawn i Wad "
inclades

lished deparniecfire~Aors of duly estab, nts and

cl',,~cctors of agencies within the Executive

DCpa-7twent.

(Ord, 107447 § 2, 1978: Ord. 106525 § 3,

1977: Ord. 104601 § 3, 1975: Ord. 101295

§ 3, 1172.)

4.72,040 Approval o,,

No claim for reimbursemcrit for expenses or

y per them allow

~
,
,
. rt_ - Aiall be p~,d unless

approved by the appropria~j_~ o-,,epa-ttznent head.,

provided, that ctaims by th,,~ Se~r,~-; -.~Ty
(~,'Iief

Examirter of the Civil Service D shall

be approved by the Chairman of ~`,vil Ser-

vice Commission, claims by the Librarian

Wl be approved -by the C!rta~rn',,an of the

Library Bcad of Trustees, clairn-_ ",_'-y
the Exe--_-

tiv;,.,, iecretary of the Gy Emphyees' Reds-

mem System shall be approved by the Chaimnan

of the Board of the retirement SySteln Enid

claims by elected city officers shall be autho-

rized and approved by each such officer,

(Ord, 107447 § 3, 1978~~ Ord. 1065525 § 4.

1977. Ord. 105124 § 1, 19775~ Ord. 101295

4, 1972.)

D. Expenses wl~hizl tl'~ CitV TIM .IV()IVi-`I9

lbt~ rn-~-de fo'~_1~ S,

nyen' na~cxpemes 1r.-airfed tbr ~~o~ --ion' semi;

Or othet- registration fees injydng those fees

vitch WcWdQ the ihnoWny of a onea, ot mealls

for- zhe rrinimurn. fee charg~~d-, and for act-ual

exp~-,ise~,
incurn~d for meals parchascd in 0ic

)", "Zity o~'iL-'ide the

workin, ho--u-s of s~ich offii-,,-or or
i~our6e

non-nal

Pi0yaw.

IS. Upon w
ying ad

troiier ma"y

in ths sendun.

(Ord. 107447

19 7 7: OK
1 1975: Vd.

Thok "we: ,)rd,

""020 clain-'s fo'- reirl'bum

and rl~~'-cipts.

for

oage tali! incidarva

A~~

iPIS SIT
curred withv~

ror

or lq~ ~~ p On

qating suMne
roquired invo

CompooMi
(Ord, P,ft-,5',2

1975:Chd.,i

drten requnt

exper!so

W~Iive the bpi

10105

other

A he accarn-

rICAPIS showiw~ pay-

n

and explanatim-,,

City cornp-

s set &amp;-th

Noices

ovi-~ied ~1-~at

onvandon,
'N~ACA

mient.

payment of

Q:

for

and/or

e nses

it s'uch

J,72.030 Convewion and pui~poses.

A, for acaul

~ed for conv~~ntion aWH aducaum, puuaws
shall bi~ Ao,,vod onV wnen authonzed by Vc

i!" tvrit"ng_ F_'ior

va flic, ~iatc of incurnng th: expense: provided,

th4L s~ich advance :3,mhonzation shall not be

445

412ASO Advance cash allowances-

When allo*vd.

A-1 officers and employees of the

receive advance cash allowances covering anticn-

pated, reimbursable expenses to, be incurred in

the course of conducting city business involving

nowl outside the city. Such advar:.-e allowances

shaJ be made upon the p-Tor roquest of such

ofRcen, and employees ap1moved by the City

Comptroller where the nature inl "uration

of travel justifies such advance Andure to

rnak,_~ such advance wo-uld rc_~Tllr --_tnomic

con.-venience to such offi;,~~r u~~ tpioyee,

For V"""'V".Pces

n as s,11-zall I~o

Wer who shaL !lot

mort: Than five days ~~*,-,,~or
tt~

authorized rrn~jid'-"d'

fficers wind emptoyees of the lighting avid

Esputments may be madq~~ by the i,~spwc-

ve heads of such departments fr~Dm the appro-

priate revolving funds.

(Ord. 106525 § 5, -1977: Ord. 104601 § 4.

1975". Ord. 101295 § 5? 1971)



'A

4,'72.0c'10 Advaiice ciish allowances-Accounting

or repayment time.

Casln Liliowances ad-,;anced pursuzint ~o Section

shall be ~iCCOIITIE,-d for and~
I

or r,~,,paid

~%(ithin tcn day,, foijo-'ving the compl'otior of

fail~ure So to 110 SlIall rendQr

officer or employee receiving sucii advan,--e

personally ~jlabw I or the fuli unpald amount
nl,is int,cri~-~t a~; rercent pi--7- -vcar ulltill repa-Ad.

No adv.~ince sliall be -nnade to any c)r

--~n,)Ioye~.! v0io is delinq:-Ient ~n ac--co~lm~Lng

or repaying a Prior Linder no

"h1d'i any bo co-si~dcred

~3 PC,-SG11U! '110an 10 Offi-C' cw :~ITiIAOV

and ariv Lin a uthorizl-,d cxrtnc,~tlure suc;,

rd. lob-25

5 : 0 nd, 10 12

1977: Ord.

6,1972.)

auth

04601

rized or

1,070 Disnflowed -xpenses,
No j%~irtbursz-,-ne ~t S'ra~a

allow-d fOr:

VF~!it~S~ Pt,Md]NeS~ "ITI'di0l" --OrfeitWrCS;
-r

-i-
entertai

Incm. giatuif,,-cs, pt--son.,L t6:-,-1'ion-, calls or

S. or

C. Nf,~~i~s or o~ other meals

Is included

a ~o n t ka n, o F o th
1-, 3' r",

,ailie~ fl-'a, u I,

fe tilt-, cily Cc, 131 p 'o

leals ~n of' or food ser-

;Pl' of travel by a

(Ord, 10,160~ § i9`15-. 0:d~ 1012955 § 7.

Subchap~er 11 Rec-rufting of Job Applicants

4~72,1 00 h4ent of ~aibchapter.
It ;-~ dw ci~v cnou-,;~I-il that th".

,)f fh~, be -us,~d on. ali

and ordy wh,~ii all reason~:btc

e~`I'orts ni Seattle and Washington
Snate E,-~ldvnus '"or erfm!cwmeni bv the citv have
fa0,:A tc- product-, qoall-;,,~d upphcants.
(Ord. 106905 1, 1977.)

4-

4.72.110 Reinibursementprovisions.

When the City Personnel Director d-11-,nrtin

that qualified applicants for key posit;ons in ',-~ie

enice of the city do not reside in 'h :-itateA I e and

en the City Personnel Diiec-,or deems it

necessai-i ibr the successful re~;rvz,,rnen~ of per-

sons for key positions in the servicc of Ehe city

or to mee-s the affin-native action requilrements
of the cicv, th-,~ Director may, upc~n r1ne

of thi~ 1-sudgez Dir,.cto- and zhe ~'j 1:
rig of -a

`

ther,~! br. authonize

1
-
~

,

a. S,- n a b,

and n;,~cc~~.sary expens~~s app'A'k--,~Ilnts

om out of the staEe for positio.rl~; 1:n filo- city

ice wh-ile traveling to and fi-orn sel!~,Z~e l'or

purpose of being interviewed for -inploy-

ment by 'the city. Reimbursable expenses shall

include lodging, meals, incidentals and transi)or-

tation from such applicants' place of-e~sidence

o Seattle and return to such place -;f esidence

or mileage in accordance with the mik~' ~ge reim-

bursement f4te established hn Ordinance 95751
as now oi, 1-reafter ame,I

--

~- nded,' provided that

reimbursoment for mileage shah' not exceed

the air fare of a common carrier,

and provid,,d further that no reimbursement

shall be au~licirized or allowed for:

A. Fines, penalties, and/or forl-eiture

B. Tobacco, alcoholic be-,'emges, entertain-

rnent, opr tuities,a personal te[,~~phone call's or

telegrams. or other like personal icems-,

C. FLrst-class travel accommodations unless

coach or econo-my accominodations were not
available; provided that upon written req;1-1st

and explanation statin.-, sufficient reaso-r~ r -t!re-

for, the City Comptroller may waive this :-,ni-

ation,

D. Meals in lieu of other meals

lice providod during periods o
carri e r and in c ~,d ed -*. n ihe fare charged
(Ord. 106995 § -1, 1977.)

ote. Ord. 95751 is codified in Sections 4.68.060
1 1mugh 4.68.090 of this code~

4.72.. 120 Claims.

Claims for reirriburse.nient

than foi- mileage and int,:icon~

ied by invoices

payment of such ciall-n-'d expenses. Invoices

andlor receipts showing payment of' overnight

lodging expenses shall have clearly identi-fied

thereon the single occupancy rate for the accom-
modations utilized. Upon written request
and explanation stating sufficient reasons for



MOVING EXPENSES FOR CERTAIN t

failure to submit required invoices and/or

receipts, aie City Comptroller may waive such

requirem ent.

~Orij. 106995 § 4,1977.)

4,72.130 Billing of appropriate department,

office or agency.

Upon minil-~ursing expenses authorized in

Sei_-tic~n J.7Z.100, the City Personnel Directe'r

shall i-,iY and', collect the amount of such reim-

from the department. office or

agency 2.u,,.!--1orized to fill the position for which

fne applil-~nnts were interviewed, and for such

puQ)os~s _,ach such department, office or agency

bo.`z,.,,dJ to use unexpended and unencum-
.-3 tit

bered bud.,-cted funds available therefor.

LivAting Department Offic

and Employees

4,72.180 Re-imbursement-Generally.

As aLl."-,orized by Chapter I ib, Laws or

I -,
officers and employeesWashh-,gwa '965, such

of the L;gllting Department as may be desig-

nated in writing from time to time by the

Sv,pt~rintendent of Lighting may, in lieu of other

Qtlaocl,~, of reimbursement authorized by law,

be ~Ci.n._Iloursed for meals, lodging and other

J. 10,'3995 § 5, 1977~)

-xpenses iric~d~,,jjt to the performance

per them basis:

edaere s e, Penditures are incurr,

f.,,r the city, but do not require

overnight lodging: Fifteen Dollars W5.00)

per day any port,or, tilereoT,

B. Where such expenditures are Incurred

and r~q,.ijre overnig~1*1 lodging: Thirty-five

Dollars (S 3 5 ~00) per d--..,,, or any portion thereof.

(Ord. 95244 § 1, 1966.)

4.72.190 Reimbursement-In addition to other

actual expejis,,s.

rac~i for reimbursement autho-

Se.ciian 4.72.180 shall be in addition

s nmr. for actual expenditures for

transporta-ion, registration fees and similar

purpos~;s.

~_Ot,d. 95-244 § 27 1966.)

Sections:

Chapter 4.76

PLOYE

4.76.010 Reimbursement of

wnses for certain employees.

4.76.020 Moving expenses defmed.

4.76,030 Authority to reimburse.

4.76.010 Reimbursement of moving expenses

for certain employees.

A. As a condition of employment, and if

necessary to obtain the services of a particular

individual, the following persons shall have

moving expenses, incurred by them in relo-

cating to the city, reimbursed by the city in. an

amount not to exceed Six Thousand Dollars

(,S6,000.00) upon presentation of verifying

documents and upon the additional conditions

set Iforth below.

Department, office and ag ncy heads
ZSC

appointed by the Mayor, upon confirmation by

the City Council of such appointments, when

reimbursenientis authorized by the Mayor;

2. Executive Director or Directar IX

in -he Legislative Department upon appoint-

Ment by the City Council, when such reimburse-

ment is authorized by the President of the City

Council

3. The following positions. when reim-3

bursement is authorized by the Mayor:

a. Positions identified 'in the Salan,

Ordinance (Ordinance 97330, as amended)'

by salary range 45.5, and above, or a salary

equivalent to or higher than 45.5 wli-_n no range

is provided, or

b. Positions identified as -admini-

strators" in Attachment A to the Exemption

Ordinance (Ordinance 108074, as annended)-,'

and such other administrator positions deter-

mined to be comparable to those identified

the Exemption Ordinance- Such -a deter-

mination shafl be made by the Difector of

Personnel and the Director of the Office of

,Management and Budget and the hear of the

department in which the administrator is cm-

B. Payment for such reimbursement, when

authorized, shall be made from unexpended

and unencumbered balances accumulating in the

budgets of the departments or offices which

ployed.

4-77
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Your Gity Seattle

Executwe Departmerkt-Office of Management and Budget

Jo,hri Saveri, Direecdor

char~es Royer, ~,Aayo~

5 1981

The City Council

City of Seattle

Honorable Members:

Over the past year, the Comptroller has experienced considerable difficulty in admin-

is-II-ering the City's travel exoense ordinance. Much of the difficulty stems from the

current per them limit of 65 aollars a day. With rising lodging and meal costs, the current

limit is applicable only to limited areas of the country. As a result, the Comptroller has

been besieged with a number of requests to waive the 65 dollar a day limit.

Recognizing the limited applicability of the present travel ordinance, representatives

from the City Council, Comptroller, Mayor's Office, and OMB met and developed the

revisions contained in the attached legislation. The principal revision provides for a

variable per them rate, set according to the average cost of meals and lodging in over 100

U.S. cities.

Your approval of this proposed ordinance is respectfully requested.

JOHN SAVEN
Budget Director

JS/f k/rc

Attachment

cc- The Honorable Tim Hill, Comptroller
Lauraine Brekke, City Council

Hugh Spitzer, Mayor Is Office

Ar e-apaO wnp:*Yma~'It opportun~ty - affirmetWe Sddon ennPk-yer

City of seatVe-Ext"'X. live Depar~mant Off~ce 01 Mafmg a N~snli a nd Budget Rot) -m 200 Mur~ju4pa~ Evtul!ding Saafti a, 'Alas 981,04 625-21651



Your GN Seattle

Execu11i-.',,) D-epartment-Office of Management and Budget

,john Saven, Direclor

Charies Royer, Mayor

JAN 15 1981

The Honorable Douglas Jewett

City Attorney

City of Seattle

Dear Mr. Jewett:

The Mayor is proposing to the City Council that the enclosed legislation be adopted.

REQUESTING
DEPARTMENT: OFFICE OF MANAGEMENT AND BUDGET

SUBJECT: Legislation amending the City Ordinance relating to reimburse-

ment of City employees for travel and the expenses incurred in

the conduct.of City business.

Pursuant to the City Council's S.O.P. 100-014, the Executive Department is forwarding

this request for legislation directly to your office for review and drafting.

After reviewing this request and drafting appropriate legislation:

(X) File the legislation with the City Clerk for formal introduction to the City

Council as an Executive Request.

Do not file with City Council but return the proposed legislation to OMB for

our review. Return to

Sincerely,

Charles Royer

Mayor

John Saven

Budget Director

JS/gz/ra

Enclosure

An equal employment opportunity - affirmative action employer

of Sea ttle-Execut ive Department Office of Management and Budget Room 200 MuniciPal Building Seattle, Washington 98104 625-2551



CSS 20. 14 The City .,2 Seattle--Lej~idafive Lpartme;tt

MR. PRESIDENT.

Your Committee on

to whicb was referred C.B. 102027

Date Reported

and Adopted

- t ..... -...

Relating to travel, convention and other necessary expenses

incurred by City officers and employees in the conduct of City

business; amending Sections 4.72.010, 4.72.020 and 4.72.070 of

the Seattle Municipal Code (Sections 1, 2, and 7, Ordinance

101295, as amended) and adding new sections 4.72.080 and 4.72.090

to the Code (Sections 8 and 9, Ordinance 101295).

Y", /7)
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Chairman
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Committee
,

committee


