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ORDINANCE

AN ORDINANCE, amending Seattle Municipal Code Chapter 4.72 Travel Expenses and

Chapter 4.14 Executive Recruiting.

WHEREAS, the City's Copernicus Project staff is in the process of redesigning existing

procurement policies and procedures to align them more closely with Seattle City

government's business objectives; and

WHEREAS, streamlining the City's travel policies and procedures is one part of that effort;

and

WHEREAS, implementing Copernicus Project recommendations to streamline Citywide

rules, policies and procedures will allow City employees to more easily apply those

rules, policies and procedures; and

WHEREAS, the City's existing legislation regarding travel expenses is outdated and

prevents the City from taking advantage of new and emerging technologies to help

manage travel related expenses; Now Therefore,

BE IT ORDAINED BY THE CITY OF SEATTLE AS FOLLOWS:

Section 1. Subsection A of Section 4.72.010 of the Seattle Municipal Code, as last

amended by Ordinance 1163 6 8, is further amended as follows:

A. Expenses Involving Travel Outside the City for Period of Less Than

Twenty-four (24) Hours and Not Requiring Overnight Lodging. Reimbursement shall be

made for actual expenses for:

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 by the

C4y Piiaaffse Executive Services Director or his/her designee by r le as hereafter

authorized, and
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4. Other reasonably necessary expenses incurred related to the conduct of City business

including, but not limited to, writing materials, reading materials and tel@phaiw --

telecommunications.

Section 2. Subsection B of Section 4.72.010 of the Seattle Municipal Code, as last

amended by Ordinance 116368, is further amended as follows:

B. Expenses Involving Travel for Periods Requiring Overnight Lodging.

10

Reimbursement shall be made for actual expenses incurred for:

11 5. Lodging, provided that the reimbursement shall not exceed the amount

12 established by the G4y Pipmtaee Executive Services Director or his/her designee, by rule as

13 hereafter authorized;

.14 6. Meals, provide that reimbursement shall not exceed the amount established by

16 the (4t), FifiaHee Executive Services Director or his/her designee, by rule as hereafter

16 authorized; and

17 7. Other reasonably necessary expenses incurred related to the conduct of City

18

19

20

21

business including, but not limited to, writing materials, reading materials and wlephaae an

tel@gEaph ep-4-;-;-4-:-R-ll-4;.i-r-,;-4*-i-e+i-,-telecommunications.

Section 3. Subsection A of Section 4.72.020 of the Seattle Municipal Code, as last

amended by Ordinance 118416, is further amended as follows:
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pfevi4@4 t4EA the GOS4 of aif OF faikaa4 t+a*@;, cRad VC&amp;B-A"eip-tie
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r-@9iS#a48+I fe@S, fflay b@ bi!1@4 44064Y W 4+@ aPPF-@Pf4aW 94)' EI@Pa#M@Ht. 11WE40@8D

afi4~ar- i:eeeipts sk@~A4ag payineat ag @*@i:ffigI# 494&amp;ig @*p@nses shall 4ave eleafly

eee"affey iatiliz@4. llweiees

afi&amp;er- F@eeipts slia4l be r-equir-ed for- feed @~Epoffs@-,; iffie-4-wr-Ad ;014-4441 affEl OWAWR 449 C-44'

4~pefi ~A+44@a fe"@4 aad e?kplaffatiafi statiag si-44--e-i-emat -R-A-ASORS f8f f4jj~-W@ *-A- S444-44BB-i-t

Claims for reimbursement of certain eMenses will be permitted in

accordance with the rules, -policies, and procedures established by the Executive Services

Director or his/her designee.

Section 4. Section 4.72.040 of the Seattle Municipal Code, as last amended by

Ordinance 107447, is further amended as follows:

No claim for reimbursement for expenses or any per them allowance shall be paid

unless approved by the appropriate department headz-pFe*t4e4-,4kqt-2Lhis/her designee.

elaimsby t4e Seeretafy m4 efukea C-244'41- sset:viee PepaFtffi@fA s4a4pbe

9*86U~iv@ Seef etaf--y 4 the G4y &amp;apleye@s' IR-tot-i-r-e-m-a-RA syste+R s4a4l be appfq~'Z@4 by the

Claims by eMployees of the C~y's
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1 Boards and Commissions shall be uproved by the ChairpersonQ+aiffi4aR, Board of
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20

Administrators or his/her de~~~ aims by elected City officers shall be authorized and

approved by each such officer.

Section 5. Section 4.72.050 of the Seattle Municipal Code, as last amended by

Ordinance 116 3 6 8 is further amended as follows:

SMC 4.72.050 Advance cash allowances - When Allowed.

aad emplayees 4the C;4-y alay r-@G@iN'e ad-*&amp;RG@ eash a4lewainees

eever-ing aatieipated r-eimbufsa-ble expei+sos te be iaeiaffed in tke eaufse 4 eeodiaetiag-Gity

busi+less ia-valviRg t-r-M,01 0+4440 t4e Gity. SUG-241 8144-a4l b@ MRE10 UPOR t4@

sha4l be t;Rad-e- sue-44- f~bf+R as s4a4l be pr-eseFibed by t4o G4 ~Pii4aaee pir-eetar- w4a shall

~@ R+A8 tLAr*-'&amp;q;F 44pt 4;4R4;p 44;444 fi4
,
ze (5) 4R5's Prior. to Af *14 kA ;44

#a-vel' pr-avi&amp;4' 41at ad-z-an-VOR-s to 44eer-s aRd OR4plqyees of t4@ Ligj#iRg 14444 3AT;4*R'r-

P@PaFtM@i4S may b@ made by t1w F-espeeti*@ hea&amp; of siaek dePaFtH4@+#S fToffi 448 ap.

r-e*@I-N4ng 4Ridfi-.Advance cash allowances for travel on Citv business will be permitted

pursuant to rules, policies, and Mocedures established by the Executive Services Director or

his/her designee.

21
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Section 6. Section 4.72.060 of the Seattle Municipal Code, as last amended by

2 Ordinance 106525, is further amended as follows:

3 Cask allawaffees a4v--A ---4# tA S;AC#jj4P 4 :7:~ 050 Iql4;411 :hR 4AF
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tf~g w+*E)uIA p4as ipAer-est at4ea per-e@i# (100,46) p@r-),@af w44 r-epaid. No -Adv-PiRep sha

fna&amp; te a+iy eff4eer- or- emplayee w4e is deiiiiquenA i-;R- ave-e-A-1-mAiag for- or- r-

a&amp;affeO. 1PRE10F 140 0iF6U+R8taffG.0S S14ff 4 affy eaSIR -Ad-Vi-4440CO be e8fISid@F-@EI

on Cily business will be subject to the rules, policies, and procedures established by the

Executive Services Director or his/her designee.

Section 7. Section 4.72.070 of the Seattle Municipal Code, as last amended by

Ordinance 116368, is further amended as follows:

SMC 4.72.070 Disallowed e"onses 9~Eeeptions. Allowable and disallowable

eNpenses.

A. :N@ b@ a+j*@FjZ@Ej @- AIIkqAAIPd fiff=
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-M-1-4 8 SPORSOF@4 b)~ b+kSiROSS, G0ff+ffiHff4 gaR4~E)HS.

P. 9*GeP4E)RS. GER40i4S. PaY41A@R4 -&amp;-4 80F'4008- -A*- fte'st-Ail M4, eoffffnof4y

kff8IrA% ag a '4ip" REA t@ e*re@El f4f48@H pefeen4 (4 546) 4 t4e F@sIa+ffaR4 p4ee 4 t4@ i~nea4-,

policies, and procedures established by the Executive Services Director or his/her designee.

4:RkA;41 Allowable and disallowable expenses shall be determined pursuant to the rules,

Section 8. Subsections A, B, C, and D of Section 4.72.080 of the Seattle Municipal

22

Code, as last amended by Ordinance 116368, are further amended as follows:

The City Fiftaffs&amp;-Difoeto+~Executive Services Director or his/her designee is

authorized to promulgate rules, policies, and procedures aa4 F@giilali consistent with this

chapter.
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designee shall be made available from his/her office or from other identified locations.

A. Rates of reimbursement for meals and lodging shall be determined by the

Executive Services Director or his/her designee and shall be identified in the rules, policies,

and procedures promulgated by the Executive Services Director or his/her desigRee. 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 or the Federal Per Diem Index, for the

city visited by the officer or employee requesting reimbursement. if sue4 indioas do nel list

Ot4ar- ftesept@4 eeofiemie ifidieses.

B. 4 the hotel or- e44er- ledging s@r.N,es as the joeatjej4 for- a ee+

Spease-
--r sae4 @*@-BA. When the State Legislature is in session, in lieu of reimbursement

for meals and lodging in accordance with the rules, policies, and procedures established ~y

the Executive Services Director or his/her designee, claims ~!pproved for emplo tees in the

Office of Intergovernmental Relations. shall receive an amount equal to the per them

established for the Washington State Legislature pursuant to RCW 44.04.080,as no)y or
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~O P84iOR 09 Sa@14 AM48 fRay b@ 'aS@4 fef ffeiR04E)Hal 1+04414g.-

Section 9. Section 4.72.090 of the Seattle Municipal Code, as last amended by

Ordinance 116368, is hereby repealed.

Section 10. Section 4.72.180 of the Seattle Municipal Code, as established by

21
11

Ordinance 95244, is hereby repealed.
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Section 11. Section 4.72,190 of the Seattle Municipal Code, as established by

Ordinance 95244, is hereby repealed.

Section 12. Section 4.14. 100 of the Seattle Municipal Code, as last amended by

Ordinance 1172 5 8, is further amended as follows:

When the appointing authority of an employing unit deems it necessary for the

successful recruitment of qualified persons for key positions in the sefviee of t4e @R+pIoyiffg

he or she may, upon the approval of the Budget Director and the filing of a claim

therefor, authorize payment of reasonable and necessary expenses incurred by applicants
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from out of the City for traveling to and from Seattle for the purpose of being interviewed

for employment by the City in that unit. All authorized travel expenses are subject to the

rules, policies, and procedures established by the Executive Services Director or his/her

desioge. Payment of authorized expenses may be made in advance by the employing unit

for the applicant(s), or the applicant(s) may be reimbursed for authorized expenses paid out

of pocket. Authorized expenses shall include lodging, meals, incidentals, and transportation

from such applicant's place of residence to Seattle and return to such place of residence, or

mileage in accordance with the mileage reimbursement rate established in SMC Chapter

4.70, provided that payment for mileage shall not exceed the round-trip airfare of a common

carrie -d-e-41@4 P&amp;Ahef tka4 fie payinefit ss:4-a-11 be Q_4A43@r-ii6@4 for-, No j2qyment shall be

authorized for gLxpenses deemed disallowable pursuant to rules, policies, and Procedures

established by the Executive Services Director or his/her designee.

A. 14nes, peaa4ies, -ap-d-le-if -fi-ef-fe4ki e8;

Tobaeea, a4eehalie b@Ner-ages, gr-atv&amp;ies, per-Sofia! telepliene ealls

R*j telog+aMs" or. et4er- kk@ per-saaa4 iwffis;

w@r-8 +let a-vailable, a

P. Meals 41 lieu ef at4er- awals fe-A-d-se-4-44ee pr-evid@El Elwiog the pefjo4 of t+-

by a eaffi@r- and iffe4i4ed ill t4e fff@ ekar-ged.

Section 13. Section 4.14.120 of the Seattle Municipal Code, as last amended by

Ordinance 117258, is further amended as follows:
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Authorized claims for payment of expenses other than for mileage and incidentals

shall be submitted to the City Finance Director or his/her designee by the employing unit in

accordance with the rules, policies, and procedures set forth by the Executive Services

Director or his/her designee.

t4er-ean *e 4'64-: 444-i-A 44flivtAd

Section 14. This ordinance shall take effect and be in force thirty (30) days from and

after its approval by the Mayor, but if not approved and returned by the Mayor within ten

(10) days after presentation, it shall take effect as provided by Municipal Code Section

1.04.020.

13
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Section 15. Any acts consistent with and prior to the effective date of this Ordinance

are hereby ratified and confirmed.

Passed by the City Council the -JA" day of AqTvS6- ~
1999, and signed by

me in open session in authentication of its passage this

1999.

day of Ajog-t~-
d

of the City Council

Approved by me thisAt'-"*,dryX 1999.

Filedbyrnethis (~O' dayof AYJY~~t lgqq

(SEAL)

Ci Clerk

I
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CITY OF SEATTLE

TRAVEL POLICIES &amp; PROCEDURES

1.0 Statement of Purpose

Propos(A

1.1 Purpose ofRules, Policy and Procedures

The purpose of this document is to provide City employees, managers and accounting

administrators with detailed information on the processes, policies and procedures required

for traveling on authorized City business.

1.1.1 These rules, policies and procedures include instructions for payment and

reimbursement of all allowable travel expenses. Allowable travel expenses are

defined in SMC 4.72 and Section 10 of this document.

1.1.2 The City agrees to pay for or reimburse employees for the cost of certain allowable

meeting and travel expenses, which may be incurred as a part of the performance of

that employee's job.

1.1.3 The employee's department head or his/her designee is required to authorize all travel

and related expenses. All authorized travel or related expenses must be for the

purpose of conducting official City business, the attendance at professional meetings,

conferences or training that promotes'overall job knowledge.

1.1.4 The City agrees to pay only for authorized travel and related expenses.

(a) An employee may consider a "Saturday" night stay if the airfare savings is greater

than the -additional. costs of lodging and meals and is approved in advance by the

department head or his/her designee.

(b) If an employee combines a personal trip with his/her City business travel, the City

will only pay or allow reimbursement for that portion of the travel expenses which

are directly related to the business travel.

1.1.5 The City's travel policies do not apply to an employee's normal commute.

1.2 Approval of Travel Requests &
a
m

p
;

Claimsfor Reimbursement

1.2.1 The City will not reimburse any employee claim for travel or related expenses

without the approval of the department head or his/her designee.

1.2.2 Claims made by the Secretary and Chief Examiner of the Civil Service Commission

shall be approved by the Chair of the Civil Service Commission or his/her designee.

1.2.3 Claims made by the City Librarian shall be approved by the Chair of the Library's

Board of Trustees or his/her designee.

1.2.4 Claims made by the Executive Director of City Employee's Retirement System shall

be approved by the Chair of the Retirement System Board of Administrators or

his/her designee.

1.2.5 Claims made by elected City officers shall be authorized and approved by each such

FILE: IAData\CS\I3IDTAB\C0MM0N\I3PR-
Page 3

SHR\COPERNIC\CharteT 2\Trawl &amp; Misc Exp\Council Package

(Leg.,Policies)\travelpolicyATT.doe
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CITY OF SEATTLE

TRAVEL POLICIES &amp; PROCEDURES

officer.

Proposed

1.3 Responsibilities &
a

m
p

;

Enforcement

Employees and their supervisors are responsible for ensuring compliance with the rules,

policies and procedures detailed herein.

1.4 Reports to Mayor &
a

m
p

;

Council on City Travel Expenses

4.4.1 Upon request of the Mayor and/or the City Council, the City accounting system
Summit can provide infomiation on the dollar amount spent, by departmental

organization number in t1he travel expense account. Detailed travel expense
information by employee is not available from Summit.

1.4.2 The City's designated travel agent(s) will be required to provide management
inforination and HIM- reports for all travel services arranged for or provided by their

company to City of Seattle employees via the Travel Management Services contract.

1.5 Dertnitions

1.5.1 Commerc
!
a! Credit Card: The City is currently. conducting a Pilot Commercial Credit

Card Program in select departments. Commercial Credit Cards are not available to all

departments at thl s time and will be distributed at the discretion of the Finance

Department and the Commodity Teams. Through out this document, the Commercial

Credit Card will be referred to as the C-card.

1.5.2 DesiZimled Travel Agent(s): The City has contracted with travel agent(s) to provide

tra-,,-cl services for all City employees. City employees are required to use the

desi
Lgiiated travel agent(s) for bwking travel arrangements related to the conduct of

City busliless. Departments may identify one or rliore of the City designated travel

agent(s) for their employees to use. Employees should confirm their departmental

preferences with their supervisor.

1.5.3 Tral el Request and EXpense Rgport Form: All City employees will be required to

complete the City's Travel Reqnest and Expense Report Form. This form will be

required to request approval for travel, for submittal to the travel agent for booking
reservations and for submitting expe nses at the conclusion oftravel. The City's

Travel Request and Expense Rcport Form is available on the InWeb at:

hLtp:Hinweb/finance/travel.htiii

2.0 Allowable Expenses

2.1 General Allowable Travel Expenses

When authorized in writing by the department head or his/her designee, employees will be

reimbursed for all reasonable and necessary expenses incurred while conducting City

FILE: IAData\CS\BIDTAB\C0MM0N\BPR-
Page 4
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CITY OF SEATTLE

TRAVEL POLICIES &amp; PROCEDIAZES Propos(A

business. In accordance with SMC 4.72, the following are allowable travel expenses:

2. 1.1 Registration fees for conventions, seminars and similarevents.

2.1.2 Meal expenses will be paid for when travel outside the City is not a routine or normal

part of an employee's job.

2.1.3 Lodging expenses when travel requires an overnight stay.

2.1.4 Transportation to and from travel destination or mileage expenses in accordance with

SMC 4.70.025,

2.1.5 Local ground transportation or car rental.

2..1.6 Other reasonably necessary expense incurred related to the. conduct of City business.

These include, but are not finilted to writing materials, reading materials and

telecommunication.

2.1.7 The City will pay miscellaneous travel expenses essential to the transaction of City

business, citber directly, or through employee reimbursement. The employee must

provide recelpts, or other proof, of misceflaneous travel expenses claimed. These

reimbursable expenses include, but are not limited to:

(a) Registration fees required in coimection with attendance at an approved meeting,

conference, convention, or training session.

(b) Charges for facsimile (FAX) or copy services related to City business.

2.2 Other Allowable Expenses

2.2.1 Prospective Employees Inton,iew Expenses

When payment of reasouable and necessary expenses incurred byJob applicants from

outside of Seattle are approved, pursuant to S NIC 4.14.100, the expenses mast be

incurred in accordance with the City's adopted travel policies and procedures.

2.2.2 Applicability to City Contractors

Consultants and others under contract with the City may only charge the City for

travel in accordance with the City's adopted travel policies.

3.0 Disallowed Expenses

The f'ollo~vln,,,-, is a non-exclusive list of expenses that are not reimbursable.

Airfojie char-es

Airline club memberships

Airline upgrade certificates

Alcoholic beverages

0 Baby-sitting, child care

Barber, hair stylist, manicurist

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

Personal or chartered aircraft (unless

it can be shown it was for legitimate

City business and was the cheapest

mode of transportation)

Personal entertainment, including

theater/sports tickets, in-fli-tit/in-
Z,
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Briefcases/luggage

Car washes,

Clothing, including formal business

attire rental

Dry cleaning, laundry

Fines

Flight insurance

Forfeitures

Free flight, hotel, or car rental

coupons

Gambling losses and expenses

Gratuities and tips (other than what is

already included in the meal per

diem)

Gum, candy, or cigarettes

Lost luggage

Massage/spa charges

Penalties (other than airline en route

changes outlined in section 7.0)

Personal credit card fees or interest

charges

Personal property insurance

room movies, books

Personal telephone calls (except as

provided in section 2.0)

Pet boarding or supplies

Shoe shines

Sports and social club

dues/memberships

Supplemental car rental insurance

Theft or loss of personal property

Toiletries

Traffic, speeding, or parking tickets

Travel, lodging, and meal expenses

for non-employees (i.e. family,

vendors, and consultants) is not

allowed. Under certain

circumstances in which a non-

=Igyee's expenses are being paid

through grant funds, the City Finance

Director or his/her designee may
make an exception to this policy and

approve the payment of travel, meal

and lodging expenses in accordance

with the City's travel policies.

4.0 Travel Arrangements

The City has contracts with designated travel agents that will be used to make travel

arrangements for employees traveling on City business. Employees are required to make
travel arrangements using the procedures established in this section and the services provided

by the City's designated travel agent(s).

4.1 TravelAgent

4.1.1 All air, lodging, and car rental, for individual and group travel, must be booked

through the City's desigiiated travel agent(s).

4.1.2 The City's designated travel agent(s) will be required to arrange authorized travel

services for City personnel to include the following:

(a) Booking and securing transportation reservations and issuing and delivering

tickets (including travelers' itineraries for air, rail, bus, rental cars) to various City

offices. Wherever possible, obtaining advance seat assignments will also be

required.

(b) Booking and securing reservations for hotel/motel accommodations.

(c) Coordinating international travel arrangements, which will include, in addition to

reservations and issuance/delivery of tickets, provision of State Department
advisories for destination countries/cities; assistance in obtaining passports and/or
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visas; and advice and/or documents regarding health requirements, foreign

currency exchange, etc., pertinent to the traveler's destination(s).

4.1.3 The City's designated travel agent(s) will use the following guidelines when booking
airline transportation:

(a) The flight's departure or arrival time is within one hour before or after the

requested departure or arrival time.

(b) One stop or connecting flights may be required if savings of $200 or more can be

achieved.

(c) Employees may consider a "Saturday" night stay if the air fare savings is greater

than the additional costs of lodging and meals.

4.1.4 Employees should check with their supervisor to determine if one of the City's travel

agents listed on the InWeb has been specifically designated for use by their

department. The City's designated travel agents are identified on the InWeb Travel

Page at: http://inweb/finance/travel.htm

4.1.5 Employees will use their department's published internal procedures when booking

reservations with the travel agent.

4.1.6 When a conference sponsor requires a registrant to reserve lodging directly by using a

form provided by the conference sponsor, the employee may do so. The employee
will be required to indicate on the travel request form that lodging arrangements have

been made in conjunction with the conference application.

4.2 Traveler Profile Form

Employees who expect to travel frequently, may choose to complete a traveler profile form

provided by the City or the City's designated travel agent(s). This information will be used

to ensure that the pertinent details about the traveler are always readily available to the

agent(s).

5.0 Meal &amp; Other Expenses

Meal expenses are covered by two different meal rates. The allowable meal allowance or

meal per them includes the cost of the meal(s) and tips based on either the current

Runzheimer Cost Index or the Federal Meal Per Diem Rate by travel destination. The City

will determine whether the Runzheimer Cost Index or the Federal Meal Per Diem Rate will

be used for payment of meal expenses based on the following conditions:

(a) Non-roresented Employges: Meal expenses for employees who are not represented

by a collective bargaining agreement will be paid for under the current Federal Meal

Per Diem Rate.

(b) Non-r!gpresented Excotions: A department head or his/her designee may authonize

the use of the current Runzheimer Cost Index for meals instead of the current Federal
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meal Per Diem Rate.

(c) Roresented Em or employees who are represented by a
-

ployees: Meal expenses f

collective bargaining agreement will be paid for under the current Runzheimer Cost

Index unless otherwise negotiated with the appropriate bargaining agent.

5.1 Meal Expenses - Federal Meal Per Diem Rate

5.1.1 The City will pay a per them amount for meals and incidental expenses, based on the

Federal Meal Per Diem Rate for meals by location. These meal per them amounts

include tips.

5.1.2 The amount of the authorized meal per them is calculated by day. The Federal Meal

Per Diem Rate requires reductions of per them allowances for partial days.

5.1.3 If meals are included in a lodging, conference or training registration fee, the

employee's daily per them will be adjusted accordingly-

5.1.4 Allowable meal per diems based on the Federal Meal Per Diem Rate should be given

to the employee prior to departure on City business. Trips should be planned far

enough in advance so that employees will receive the per them in his/her paycheck

prior to departure. If there is insufficient time to provide the per them in the

employee's paycheck prior to departure, the employee shall receive the per them

either via a warrant or in the next available paycheck.

5.1.5 Information and rates related to the current Federal Meal Per Diem Rate are available

on the InWeb at: htlp:Hinweb/finance/travel.htm

5.2 Meal Expenses - Runzheimer Cost Index

5.2.1 The City will pay the allowable amount for meals and incidental expenses, based

upon the Runzheinier Cost Index listing of meal allowances by location. These meal

allowances include tips.

5.2.2 The amount of the authorized meal allowance is determined on a per meal basis

dependent upon the departure time from Seattle and the arrival time, on return to

Seattle. Snacks and/or meals served on airlines will not reduce the meal allowance.

5.2.3 If meals are included in a lodging, conference or training registration fee, the

employee's daily per them will be adjusted accordingly. A "continental" breakfast

provided at a meeting, conference or training session will not reduce the employee's

meal allowance.

5.2.4 If the employee requires a cash advance to cover meal expenses, trips should be

planned far enough in advance so that a request for cash advance can be processed

prior to the employee's departure.

5.2.5 Payment ofmeal expenses will be based on actual expenses per meal, based on the

allowable maximum established by the Runzheimer Cost Index. For payment and
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reimbursementof meal expenses, employees are required to-collect meal receipts for

all allowable expenses incurred and to submit those receipts with their expense report.

5.2.6 The employee is required to refund meal allowances in excess of the actual expenses

incurred in accordance with Section 4.4 of the Travel.Polices and Procedures.

5.2.7 The City's C-card may be used to pay for meals that are covered by the Runzheimer

Cost Index. If an employee receives a meal allowance in advance, the C-card may not

be used to pay for those meal expenses.

5.2.8 Information and rates related to the Runzheimer Cost Index is available on the InWeb
at: bllp:Hinweb/finance/travel.btm

5.3 Reimbursement ofMeal Expenses Exceeding the Allowable Per Diem

5.3.1 Elected officials and federal coordinators of the Office of Intergovernmental

Relations may be reimbursed for actual meal expenses in lieu of a flat per them only

when the City business to be conducted occurs during a meal where the actual

expense of that meal exceeds the maximum allowable per them rate.

5.3.2 The elected official, department head or federal coordinators of the Office of

Intergovernmental Relations may only seek reimbursement from the City for his/her

meal.

5.3.3 The elected official, department head or federal coordinators of the Office of

Intergovernmental Relations must keep and submit receipts for any meal for which

he/she will be reimbursed for actual meal expenses incurred.

5.3.4 The elected official, department head or federal coordinators of the Office of

Intergoverneintal Relations may not receive per them for any meal in which he/she is

reimbursed under this section.

5.3.5 Elected officials, department heads and federal coordinators of the Office of

Intergovernmental Relations are expected to use the Federal Meal Per Diem Rate for

all other meals that do not meet the circumstances set forth in Section 5.3.1.

5.3.6 When the State Legislature is in session, in lieu of reimbursement for meals in

accordance with the these rules, policies and procedures, employees, claims approved

by employees of the Office of Intergovernmental Relations shall receive an amount

equal to the per them established for the Washington State Legislature pursuant to

RCW 44.04.080. No portion of such funds may be used for promotional hosting.

(SMC 4.72.080)

6.0 Lodging Expenses
6.0.1 The Runzheimer Cost Index will be used for determining the maximum allowable

expense for lodging for the travel destination. Expenses exceeding the maximum
allowable lodging rate will be allowed under the following circumstances.
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(a) Exceptions may be made to the Runzheimer Cost Index for lodging when:

1) The lodging facil.
Lity serves as the location for the event which is the purpose

of the City busiiiess, or

2) The event sponsor affanges lodging for the event participant, the cost of the

lodging is allo-,vablle, even if it exceeds the Runzheimer Cost Index.

(b) If the hotel where the event is scheduled is unavailable to the employee and

lodging in the nearest hotel exceed the maximum Runzheimer Cost Index lodging

rate for that Cli,y, the employee's SLIPCrVisor may approve lodging expenses at the

higher rate.

(c) When the State Legislature is in session, in lieu of reimbursement for lodging in

accordance with the these rules, policies and procedures, approved claims by

employees of tb-I Oftice of Intergovernmental Relations, shall receive an amount

equal to the pe-r d I ein -Istabli s1h ed for the Washington State Legislature pursuant to

RCW 44.04.080. No portion of such funds may be used for promotional hosting.

(SMC 4.72.080)

6.0.2 Lodging expenses incurred at a facility located at the employee's official duty station

or official residence are prohibited.

6.0.3 Allowable lodging expenses include the cost of lodging and any applicable sales taxes

and/or hotel/motel taxes.

6.0.4 Reimbursement for lodging expenses is not to be authorized when an employee does

not incur lodging expenscs at a commercial lodging facility.

6.0.5 The City's C-card may be used to guarantee a reservation.

6.0.6 If reserved rooms are not needed, it is the traveling employee's responsibility to make

sure the room is canceled. The eniptoyee may cancel the reservation directly or

through the City's travel agem(s).

7.0 Transportation Expenses

71 Airline Transportation

7.1.1 Payment by the City for first class air travel is not allowed.

7.1.2 All airline tickets are required to be booked with the City travel agent(s) in advance

and expensed at the Towest available airfare, unless otherwise approved by the

department head or J-is/lier dcsignee. If the lowest possible fare is a non-refimdable,

non-transferable ticket, t1nis ticket should be booked at this rate, unless otherwise

approved by the department head or his/her designee. To assist with travel planning,

employees should consider booking airline reservations 7-21 days or more prior to

travel in order to guarantee the lowest fares.

7.1.3 Employees may consider a "Saturday" night stay if the air fare savings is greater than
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the additional costs of lodging and meals.

7.1.4 Employees may only change booked airline tickets using the following conditions:

(a) An employee will use the des 1,griated travel agent(s) to make the necessary

chan-es to travel arrangements, unless otherwise approved by the department

head or his/lier desqmee.

(b) If the emplovel- cannot make the change using the City travel agent, then they

should not I f~ tlue designated travel agent of the change upon their return.

(c) An employee rl-my cha.-n-e ap. airlille ticket if the change doe s not increase the
Z:~

oricynial price of the ticket arld if the change involves only the minimumticket

chauge perialty. If the condLict of City busiriess requires a change in the ticket, the

employee may cliarilgo the ticket and if the same airfare is not available, may
change the ~nrjce of the ticket,

7.1.5 Employees may specify o'ne or more preferred carriers in his/her Traveler Profile

Form. If the sanie low airfare is offered by more than one airline, the City's travel

agent(s) may book the fligbt oii ai,, empio~ee's preferred carrier.

7.1.6 Traveling emp I oyces may retain ireq uem f] I er mi leage program benefits for their

personal use. It is the City's policy that participation in these programs may not

result in any 111cremental cost to the City bevoi-,d the lowest available fare, as defined

in Section 7.1.2.

7.1.7 Airline tickets should be invoiced to the City by the City's designated travel agent(s).,

7.1.8 When airline ti6xts have been issued for travel on City business, they are the

property of the City. When travel, arram,ements are canceled after airline tickets have

been issued, the unused tickets al-e rcqL[lr,--d to be returned immediately to the

employee's department director or desilgpice.

7. L9 If the airline ticket isrefundable, trle department director or his/her designee will

return the ticket to the City's des-1-liated travel agetit(s) for processing of a credit.

7.1.10 If the airline ticket 4s non-refui-idable and ron-transferable, the department director or

designee %~, 111 be respoiisible for retairlflig, the ticket for future use by the.employee.

Non-refundable, noti-trarisferable tickets have a dollar value for up to one year after

the iSSUc date, but may only be used by the named passenger for travel on the, listed

carrier.

7.1.11 Unused portions of any airline ticket must be returned to the department director or

designee.

7.2 Car Rentals

7.2.1 Employees are required to make all car rental reservations through the City's travel

agerit(s). The City's travel agent(s) will be required to use the City's blanket vendor,

Aen'feasible. The City travel agent(s) will be given a list of vendors and instruction
Z~
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on using the City's blanket contract(s).

7.2.2 All car rentals should be for intermediate-sizecars or smaller, unless four or more

people are traveling together or are otherwise approved by thedepartment head or

his/her designee.

7.2.3 If a rental car has been reserved and is not needed, it is the employee's responsibility

to immediately cancel the car rental reservation. The employee may cancel the

reservation directly with the car rental agency or through the City's travel agent(s).

73 Ground Transportation and Use ofPersonal Vehicle

7.3.1 The City encourages employees to use local public or other commuter ground

transportation (i.e. city buses or airport shuttle services) whenever possible.

Employees should use rewal cars only when other means of transportation are

unavailable, more costly, or impractical.

7.3.2 Whenever possible, the City encourages employees to use bus, taxi, subway, ferry,

hotel shuttle service or other similarground transportation between the airport and

hotel.

7.3.3 Employees may be reimbursed for ground transportation expenses to and from

SeaTac Airport. If a personal vehicle is used, the employee will be reimbursed at a

rate established in accordance with SMC 4.70.025. The combinedmileage expense

and cost for parking a vehicle at SeaTac Airport while on a City business trip will be

reimbursed based on the amount equivalent'to the cost of the round trip taxi or shuttle

fare from the airport to the employee's home or duty station.

7.3.4 If a group of employees are traveling to an event or meeting within reasonable driving

distance from Seattle, a City Motor Pool vehicle or City vehicle assigned to the

department may be used if it is more cost-effective than renting a vehicle from a car

rental agency.

7.3.5 Business use of a personal vehicle will be reimbursed at a rate establishedin

accordance with SMC 4.70.025.

7.3.6 Receipts are required for all transportation expenses in excess of ten dollars ($10.00).

This does not include mileage reimbursement.

8.0 Travel Request Form Approval Procedures

All departments will use the City's Travel Request and Expense Report Fo= found on the

InWeb at: hLtp://inweb/finance/travel.litm

8.0.1 The employee will request and receive the required departmental approvals prior to

incurring any travel expenses. The official City Travel Request and Expense Report

Form is available from your supervisor or can be found on the InWeb at:

htip:Hinweb/finance/travel.htm
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8.0.2 The employee will complete the Travel Request and Expense Report Form using the

instructions available on the InWeb at: hLtp:Hinweb/finance/travel.htm

8.0.3 If the request requires air travel, the employee may be required by their department to

contact the City's travel agent to obtain an estimate for the lowest airfare and lodging

expenses.

8.0.4 Once the employee has completed the Travel Request and Expense Form, he/she will

submit it for approval by their department head or his/her designee. Instructions for

requesting department approval are provided on the Travel Request Form and

Expense Form and from the employee's supervisor.

8.0.5 If the employee is required to complete a separate conference registration form, the

employee should consult his/her department training coordinator and/or accounts

payable supervisor to determine who is responsible for the conference/training

registration.

8.0.6 If the employee is attending a meeting or conference that requires advance payment of

registration fees, the employee should contact his/her department training coordinator

and/or accounts payable supervisor to ensure that appropriate process is followed for

making payment.

8.0.7 If the employee has not already done so, he/she should complete a Traveler Profile

Form with the City's designated travel agent(s).

9.0 Paying for Travel Expenses

9.1 Meal Expenses

9.1.1 Employees eligible for the Federal Meal Per Diem Rate shall receive their meal

allowance in advance of the trip. Employees are not required to collect meal receipts

for the actual meal expenses and are not required to refund any unspent portion of the

meal allowance, unless the trip is canceled.

9.1.2 Employees eligible for the Runzheimer Cost Index meal allowance may either use a

C-card or request a cash advance for the maximum allowable meal allowance for their

travel destination. The employee is required to collect meal receipts for actual

expenses and is responsible for refunding the unspent difference. All receipts for

actual expense must be attached to the employee's Travel Request and Expense

Report Form.

9.1.3 Employees eligible for the Runzheimer Cost Index meal allowance may pay for their

own meals within the allowable Runzheimer Cost Index rate for their destination and

submit actual receipts for reimbursement on their Travel Request and Expense Report

Form.
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9.2 Transportation Expenses

9.2.1 Employees may use the City C-card to reserve and pay for all allowable car rental and

related expenses. The employee is required to submit all car rental receipts for

expenses incurred with their Travel Request and Expense Report Form.

9.2.2 Employees may reserve and pay for the allowable rental car expenses using personal

funds. The employee is required to submit all car rental and related receipts with their

Travel Request and Expense Report Form in order to receive reimbursement.

9.2.3 Employee will reserve and pay for car rental expenses through the City designated

travel agent(s) when this service is available.

9.2.4 Receipts are required for all allowable miscellaneous transportation expenses (i.e.

ground transportation, airport shuttle service, gas etc.) that are incurred while using a

rental car. All miscellaneous ground transportation expenses must be reported on the

City's Travel Request and Expense Report Form and be accompanied by receipts.

9.3 Miscellaneous Expenses

9.3.1 Employees incurring miscellaneous expenses are encouraged to use the C-card

whenever possible to pay for those expenses.

9.3.2 Employee may submit receipts for allowable expenses on their Travel Request and

Expense Report Form for reimbursement. Reimbursement of employee's

miscellaneous expenses may be received in their paycheck

9.4 Cash Advance - Requests

9.4.1 Whenever possible, the City encourages the use of the C-card for miscellaneous travel

expenses.

9.4.2 The City will issue cash advances for travel expenses at the request of the employee

and with the approval of the department head or his/her designee.

9.4.3 If the employee receives a cash advance, they may not use the C-card for those

expenses.

9.5 Cash Advance - Repayment

9.5.1 If a scheduled trip is canceled and the employee has already received a cash advance,

then the employee is required to repay the City the full amount within 10 days of the

cancellation of the trip.

9.5.2 An employee that fails to reimburse the City for the cash advance will be held liable

for the outstanding balance.

9.5.3 If an employee fails to repay any portion of the cash advance, the City may withhold

the necessary amount from the employee's wages.

9.5.4 If an employee is delinquent in repaying cash advances, future cash advance or
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advance meal per diems will not be allowed until the debt is repaid.

9.5.5 Cash advances are under no circumstances considered a personal loan.

9.5.6 Any unauthorized expenditures of any such advance shall be deemed a

misappropriation of public funds and shall result in appropriate disciplinary action.

9.6 Use of the City Commercial Credit Card (C-card)

9.6.1 A C-card may be available for use by traveling employees and is issued to employees

at the discretion of each department.

9.6.2 The City's C-card may be used to pay air fares, lodging expenses, car rental, other

ground.transportation expenses, actual meal expenses, and other reimbursable

expenses as approved by the employee's department.

9.6.3 Employee shall not charge any portion of travel expenses that are personal expenses

on the City's C-card. Any unauthorized expenditures using the C-card shall be

deemed a misappropriation of public funds and shall result in appropriate disciplinary

action.

10.0 Expense Reporting Procedures

All City departments will use the City Travel Request and Expense Report form, which is

available on the InWeb at: hLtp://inweb/finance/travel.htm

10.1 Payment Procedures

It is the City's intent to pre-pay as many travel and related expenses through travel agent

invoices, or through the use of the City's C-card when available. Whenever possible, it is the

City's intention to reimburse employees for travel and related expenses via the employee's

paycheck

10. 1. 1 Pre-Travel Expenses

(a) Registration or conference fees that are not direct billed to the City may be paid

for using a C-card. If a C-card is not available to an employee, payment of

registration or conference fees may be paid for through accounts payable through

the reimbursement process.

(b) Employees eligible for meal allowances using the Federal Meal Per Diem Rate

shall be provided whenever possible with the maximum meal allowance for their

destination prior to departure via their payroll check. The per them will not be

provided to the employee any earlier than the last paycheck prior to the beginrling

of the employee's travel. If it is not possible to provide the employee's meal per

them in the last paycheck prior to the beginning of travel, then the employee shall

receive the meal allowance via warrant or in the next possible paycheck.
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(6) Employees eligible for meal allowances using the Runzheimer Cost Index may

request a cash advance for meal allowances for their destination. Employees are

required to submit receipts for all actual expenses and refund any unspent cash

advance.

10.1.2 Post-travel Expenses

(a) Managers and supervisors approving a travel request are responsible for ensuring

that claims for reimbursement from approved trips comply with City policies and

procedures.

(b) If major errors, such as a non-re.imbursable expense or expenses in excess of set

per diems, are detected, the expense report should be returned to the employee,

noting the errors, and requesting the employee resubmit his/her expense report. If

the employee resubmits the questioned expenses for reimbursement, the

employee's supervisor must approve the resubmitted expense report. Only after

receiving the approved expense report, will Accounts Payable process the expense

report.

(c) If Accounts Payable finds any minor errors, such as a mistake in addition or

subtraction, it shall correct the error, notify the employee via email of the change,

and then process the expense report.

10.2 Expense Report Procedures

Expense reporting is included on the City's Travel Request and Expense Report Form. The

Travel Request and Expense Report Form may be completed manually or electronically. The

Travel Request and Expense Report Form and instructions for completing the form are

available on the InWeb at: hLtp:/J flweb /fi n ance/travel.htm. The following sections provide

additional information related to compicting the Travel Request and Expense Report Form.

10.2.1 Meal Expenses: Federal Meal Per Diem Rate: If the employee received an advance

meal allowance using the Federal Meal Per Diem Rate, the employee will not be

required to itemize meal expense or submit receipts for the actual cost.

10.2.2 Meal Expenses: Ru-nzheimer Cost Index: If the employee received a cash advance or

is requesting reimbursement for meals using the Runzheimer Cost Index for meals,

the employee is required to submit receipts for all meals.

10.2.3 Lodging Expenses: The employee is required to submit receipts for all lodging

expenses.

10.2.4 Transportation Expenses: The employee is required to submit receipts for all car

rental and ground transportation expenses, excluding mileage.

10.2.5 Other Miscellaneous Expenses: The employee is required to submit receipts for all

other reasonable and allowable expenses.

FILE: l:\Data\CS\BIDTAB\C0MM0N\BPR-
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TRAVEL POLICIES &amp; PROCEDURES Proposed

10.2.6 C-card Expense Transactions: Any travel or training costs,incurred using the City's

C-card shall be reconciled pursuant to the procedures developed for the City's C-card

program. Receipts must be submitted for all C-card transactions. Information on the

C-card can be located on the InWeb at: hLtp://inweb/finance/commercial.htm

10.2.7 Submittal of Expense Reports: The employee is required to submit a paper copy of

the City's Travel Request and Expense Report Form, with attached receipts, to his/her

supervisor. Once approved, the supervisor shall forward the expense form and

attached receipts to accounts payable.

10.3 Time and Labor System Data Entry

The appropriate department staff shall enter the necessary pay adjustment into the City's

Time and Labor system in the manner outlined in the Time and Labor procedures.

11.0 Health and Safety of Tiraveling Employees

Ensuring the health and safety of employees traveling on City business is a top priority for

the City. Employees are encouraged to be aware of health or safety issues that may impact

their trip on behalf of the City. The employee is responsible for notifying his/her supervisor

of any health or safety issue that may cause travel to be altered or for additional expenses to

be incurred.

11.1 Emergency Situations

11.1.1 Altering travel arrangements for health and/or safety reasons, which will result in

added travel expenses, require pre-approval whenever possible from the employee's

supervisor. In emergency situations, the employee's supervisor should be contacted

as soon as possible. All added travel expenses due to illness, safety issues or other

similaremergency should be indicated on the employee's travel Expense Report

claim. The Travel Request and Expense Report claim should include an explanation

of the health and safety issue, the name of the supervisor who approved the added

expense and the date the employee contacted the supervisor.

11.1.2 When travel plans are interrupted and/or altered because of severe inclement weather,

which may cause additional costs to be incurred, the employee should notify his/her

supervisor as soon as possible. The reason for added expenses should be identified

with a brief description on the employee's Travel Request and Expense Report Form.

The supervisor's name shall be printed or typed on the form, and he/she should place

his/her initials and the date that they were notified of the added expenses on the

Travel Request and Expense Report Form.

11.2
.

Health-Care Coverage When Away From Seattle

An employee who is traveling away from Seattle should familiarize himself/herself with

his/her respective health care provider's out of town coverage. The City encourages

employees to carry his/her health care card whenever traveling on City business.

FILE: IAData\CS\BIDTAB\C0MM0N\BPR-
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TRAVEL POLICIES &amp; PROCEDURES

Appendix InWeb Links

City Travel Information In Web Page

* Travel Request and Expense Report Form

B. City Designated Travel Agents WebPage(s)

Commercial Credit Card C-card In Web Page
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City of Seattle

Executive Services Department
Dwight D. Dively, Director

MEMORANDUM

DATE: July 8, 1999

TO: Honorable Sue Donaldson, President

Seattle City Council

FROM: Dwight Dively, Directorl~'

Executive Services Department

SUBJECT: AN ORDINANCE amending Seattle Municipal Code Chapter 4.72 Travel

Expenses and Chapter 4.14 Executive Recruiting.

I am pleased to submit the attached ordinance, which will revise the Seattle Municipal Code

(SMC) to incorporate recommendations that were developed as part of the City's Copernicus

Project. As you know, Copernicus Project staff is in the process of redesigning existing

procurement polices and procedures to more closely align them with the City's business

objectives. The attached ordinance, which is one part of that effort, streamlines the City's travel

policies and procedures, enabling us to keep pace with changes in technology and other travel-

related business practices. I have also attached a copy of the proposed Travel Policies and

Procedures that will provide City employees with detailed guidance regarding travel during the

course of conducting City business.

A tremendous amount of time and effort has gone into revising these policies. I would like to

thank Melody Mociulski, Kathy Peterson, and the rest of the Copernicus Project staff for a job

well done. If you have any questions, or would like to schedule a briefing on this matter, please

feel free to call me at 4-5212, or Melody Mociulski at 684-5022.

Thank-you.

cc: Paul Schell, Mayor
Maud Daudon, Mayor's Office

Melody Mociulski

Kathy Peterson

600 Fourth Avenue, Room 103, Seattle, WA 98104-1891

Tel: (206) 684-0484, TDD: (206) 233-7810, Fax: (206) 684-8286, hq:/www.ci.seattle.wa.us

An equal employment opportunity, affirmative ac-tion employer, Accommodations for people with disabilities provided upon re'q
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Chapter 4.14 Executive Recruiting.

ORDINANCE 11qbfZ'ft[

AN ORDINANCE, amending Seattle Municipal Code Chapter 4.72 Travel Expenses

government's business objectives; and
procurement policies and procedures to align them more clos"th Seattle City

WHEREAS, the City's Copernicus Project staff is in the process
of rede5i~fiing existing

and

,~des
is one part of that effort;WHEREAS, streamlining the City's travel policies and proced

rules, policies and procedures; and

rules, policies and procedures will allow Ciyemployees to more easily apply those

WHEREAS, implementing Copernicus Project reco*endations to streamline Citywide

manage travel related expenses;,Xow Therefore,

WHEREAS, the City's existing legislatio regarding travel expenses is outdated andX
prevents the City from taking adv6tage of new and emerging technologies to help

BE IT ORDAINED BY THE CIT/V OF SEATTLE AS FOLLOWS:

Section 1. Subsectio ~k of Section 4.72.010 of the Seattle Municipal Code, as last

amended by Ordinance 1/6368, is fiirther amended as follows:

A. Expenses Involving Travel Outside the City for Period of Less Than

Twenty-fo 24) Hours and Not Requiring Overnight Lodging. Reimbursement shall be

made fo actual expenses for:

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 by the

C-4y:4RAi4ee Executive Services Director or his/her designee, by rule as hereafter

authorized, and
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1 4. Other reasonably necessary expenses incurred related to the conduct of City business

2 including, but not limited to, writing materials, reading materials and telephape

-telecommunications.

5

7

8

10

11

12

13

14

15

16

17

18

19

20

21

Section 2. Subsection B of Section 4,72.010 of the Xattle Municipal Code, as last

amended by Ordinance 1163 6 8, is further amended as

B Expenses Involving T av for Periods Requiring Overnight Lodging.

Reimbursement shall be made for actu::expenses incurred for:

ed5. Lodging, providr at the reimbursement shall not exceed the amount

established by the 94-y Fioaee Executive Services Director or his/her designee, by rule as

hereafter authorized;

6. Meals rovide that reimbursement shall not exceed the amount established by

the (;4y Pifia-n~Executive Services Director or his/her designee, by rule as hereafter

authorized;

Other reasonably necessary expenses incurred related to the conduct of City

busi ess including, but not limited to, writing materials, reading materials and telephone a.1

12,9ap rVe --ei+s telecomrnunicat;ons.

Section 3. Subsection A of Section 4.72.020 of the Seattle Municipal Code, as last

amended by Ordinance 118416, is further amended as follows:
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3

4

5

6

7

9

10

12

13

14

15

16

17

18

19

20

21

22

pfa v4ded that tke e9st of-P14: A-F rri-44-AS ad # a-*@I, a+id e ofw@pAi a

fegis#atien fees, may be billed Elir-ee4y to t4o appr-epfiate 494),

aff&amp;or- rveeipts sho:,A~ paymefA of 0,~Vefflight !E)d-;-- ~bafl have eleaf-bx

-A-ti4444.,;

-7
aff448F f0r.@iptS ShAb@ F-O"if-e4 &amp;r- Ad uff@d -wad A-4-Asidde t-he

C-2401'.

f-@qHiF-@EI iffWi ARE; RIA 'Ar- FiRaffO@ Dif-MOF Eff

-7

accordance with the rules. ies, and procedures established by the Executive Services

Claims for reimb sement of certain expenses will be permitted in

Director or his/her
desi/nee.

Section 4. ection 4.72.040 of the Seattle Municipal Code, as last amended by

Ordinance 1074 7, is further amended as follows:

I No c im for reimbursement for expenses or any per them allowance shall be 'paid

unless roved by the appropriate department head--.VFe*i4e4-,th9-2Lhis/her designee.

A--f-*-ke syA@ft a* 4-a Claims by e=loyees of the Cjjyjs
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Boards and Commissions shall be goroved by the Chaidn'an, Board of Administratorsor

his/her designee. Claims by elected City officers shall be authorized and appdved by each

Section 5. Section 4.72.050 of the Seattle Muniydpal Code, as last amended by

Ordinance 116368 is ffirther amended as follows:

SMC 4.72.050 Advance cash allowang6s - When Allowed.

8

9 afftieipated wiffibiaFsable _@8 te be ifietiffed iff the egiffse 4 eeff"eling City

bU8jR@_ glaek aEWaRGO a4!E)WaffG@S -Shall b@ ffia&amp; WOU10 7
'4 ---I_11 P+est of sue4 8-1-44--0--s ees PFO*edby 4+8 City FiF.-Mee pir-eetAr. AA44pr-q

f,'
Z-1-

12 440 Ra4ffO -BEI "ati@ff -stifi@6 soek a&amp;afiee of failiffe to foake sueh a&amp;afiee

13 MIZA-4-41-d- 4-:08'a4 ill 6--f-10M to slaek ef4eer- Or- employee. pwqoests for- a&amp;RH

14 sha4lbe i;nade en -S ;411 @ pr-eser-ibed by the D40r'tar- who Sh

15 Ffap-A8 - I.--,. m-a-r-p- #Ian 4N,@ (54 days Pfier- to eawm%effeemefft of the aWwr-iZed

16 tfm,el, pr-e~4-11-d 11-ka-1 to o"layees 4the ~'ightiffg aRd W840F

17 p"M Raybe mademby the F-@Sp@e4*@ heads of sueh depRE4nefits ffeffl t4e appr-apr4at@

41-
18 Fe'.'-

.-F,
I-Ids-Advance cash allowances for travel on CL business will be permitted

19 suant to rules- nolici- dures established by the Executive Services Director or

r20 /jh:~is/her
designee.

21
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1 Section 6. Section 4.72.060 of the Seattle Municipal Code, as last amende

5

6

8

10

11

12

13

14

15

16
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Ordinance 106525, is further amended as follows:

ShR41 r-eRdef t4e effieer- or- off IPI@5'@@ rveei-villg &amp;1464 ad ;44;/- pof sefia4ly liable for- the 441

ma4e to affy afgeef of empleyee IA40 is Elekff~t" in aeeGW#4Ig 9ff
~ I

.

- k Prior- eash

Z
- a&amp;mea sh

afly effieer- or- owipleyee
--'

--y 7 ffly siaeh

ad*afieO. 444def a9

1--'s-Re-payment of advance cash allowances for travel

on CL business will be su Z
e
c
t

to the rules, policies, and procedures established by the

Executive Services
Direx/'tor-

or his/her designee.

SSection Section 4.72.070 of the Seattle Municipal Code, as last amended by

Ordinance 1 368, is further amended as follows:

e ion

36ct'

I C 4.72.070 Pisallowed e~ipeffses . &amp;Eeep4eim. Allowable and disallowableS

ex ens, s.

18 A. RtA404,W4 OF A@Wed f0f=

19 1. FiERA-8, peila4ies' 80&amp;@r- far-feitwes;

20 2. T-qbaeee, akalielie b&amp;ver-ages, eRt@AaiFIIA@FA', elathing, SuRdfies, gr-atuAi@s e*e@pt

21 hefeaAff- Pf@*ided, PeFSORal leleph@ffe ealls of or- et4er- like p@Fs9+wI i4effis;
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Executive Services Director or his/her designee is

18
11 authoriz~d to promulgate rules, policies, and procedures affd r-egWatie+tf, consistent with this

Code (Ghapter. 4.02, Sea#le N4Mieipa4 Cede-;

22

-~. A-40A 8 OF 1 e 4g 4qg i-4-4- 149- 44 A-f Ae#ker- PAO al S an &amp;9 r-, 10 4ging 4he e*P 811F,@ ef w4i 44 i S

4. Fiff-St elass #a-,xel aeroffffiwElEAiefis u,-Aass eaaek er- erenamy aeeeffH~ko
dations

a eelweRtieff or- athff r-egistfatieff fee-

_45. MeaUq i--;;- Jkeo of ethef mea4s of fe a El sen4see
pvt

a-, tEl - dj
- -- -04 i4d-s A_ 4-4-r--m @I by

r-easeffs t4er-efer-, tile G4Y Fiffaffee Pif Beter- may waive this- 1-k-4
1--;

--/~7
a -A-AP-4-A-F -A44-d ifielUE10d ifi th@ faf@ 6hafg@EI-; Rfid

olicies, and procedures,est,6,/lished by the Executive Services Director or his/her designee.

mo;41 Allowable and disallowaWeex-penses
shall be determined pursuant to the rules,

4+4udiRg applisable t a as a FeasepAle and;Rpeesqa pa44 ef the eest Afaaff

asq -;4 '40" B04 te exe@ed 448e- t4e pr4ee Aftbe mi7

Q#iaaar.@ 402229, as wnefid@E~, establishing staadar-ds and pfae@E~ffes e4fev-#641~e~
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rules, policies, and procedures promulgated by the Executive Services Director or his/her

designee shall be made available from his/her office or from other identified locations.

A. Rates of reimbursement for meals and lodging shall be determinedz
Executive Services Director or his/her designee and shall be identifie les, policies,

and procedures oraulgated by the Executive Services Direct00-T-11-1-
or/6r/his/her

designee. Rates

of reimbursement for meals and lodging shall be based upon o d not exceed, the average

cost for meals and lodging (single occupancy) refle ed in a national comparative cost index,

such as the Runzheimer Meal Lodging Cost I or the Federal Per Diem Index., for the

city visited by the officer or employee re esting reimbursement. lff~ s4ueh iffa-d-i-ees do aet list

11 rates bR804'apea listiag-S
etber- !@@64es ha*ing eempar-ablia eest 4 4~yiag mte

10 a paAieWaf e4y or. at4wf leeaa4
,

-7
444" es Sha4l

Z-
12 atker- aeeepted esi;npaf;a4ti--~

PAPAt'Aie j 'ji-O

17

20 he Executive Services Director or his/her designee, claims Wroved for eMplages in

19
fdomeals and lodging in accordance with the rules, policies,.and procedures established b

18 S-I-iek ewfft. When the State Leaislature is in session, in lieu of reimbursement

21 Office of Intergovernmental Relations, shall receive an amount equal to the per them

V
22 established for the Washington State Legislature pursuant to RCW 44.04.080, as now or
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hereafter amended or succeeded. No portion of such funds mU be used for promotional

3

hostiM.

4 aetiee of (4-y biaskiess was +iet adequate to allow t4o aff4eer- -- ----4;1 AV00 tO f-4-P--d-

!edging at t4a rate establis4ed by t4e Gity Pinanee pir-
:Lsem-14

for- ledgilig FAay

r-'Aod R4

t4e stge T=@gislatwe is ifiso-'AR4; Amplayees 066opying the pasitigas 0

12
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44atwe pufsiaafA, to RGIAI 4 4.04.090, now or-, her-@Aef Amended ev

(A-L-An- A--f Soeh PaRds I:aay be 'ased f'qr- pr-offietieffa4 hqs4ag.

tion 9. Section 4.72.090 of the Seattle Municipal Code, as last amended by

ce 1163 68, is hereby repealed.

94Y a4A or-izedby t4is ehapter-.th

Section 10. Section 4.72.180 of the Seattle Municipal Code, as established by

Ordinance 95244, is hereby repealed.
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Section'll. Secti 4.72.190 of the Seattle Municipal Code, as established by

';tOrdinance 95244, is reby repealed.

T40 Ati-Q-1-4 f-4-;F r-eiff jbws@Fa@R4 aut4er4i~A-d- iffl- S e-etiefflfi 4.7-2. 19-0- shal I he is
-7-

Section 12. Section 4.14. 100 of the Seattle Municipal Code, as last amended by

inance 117258, is further amended as follows:

When the appointing authority of an employing unit deems it necessary for the

successful recruitment of qualified persons for key positions i-n tke "SR-FA-ee of t4e @FAV;@Yiffg

he or she may, upon the approval of the Budget Director and the filing of a claim

therefor, authorize payment of reasonable and necessary expenses incurred by applicants
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6
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8

from out of the City for traveling to and from Seattle for the purpose of be

for employment by the City in that unit. All authorized travel expen s are subject to the

rules, policies, and procedures established by the Executive
Serm/ces Director qr his/her

designee. Payment of authorized expenses may be made' advance by the employing unit

for the applicant(s), or the applicant(s) may be reim sed for authorized expenses paid out

of pocket. Authorized expenses shall include I ging, meals, incidentals, and transportation

from such applicant's place of residence t Seattle and return to such place of residence, or

mileage in accordance with the milea e reimbursement rate established in SMC Chapter

established by the Ex utive Services Director or his/her designee.

/e
m

i

low-able pursuant to rules, policies, and proceduresauthorized for ex-Denses d emed disal

carrier. aBd pr-@~,44edd
" --t ne pay+neat s4a4l be a4Aefized No 12gyment shall be

4.70, provided that payment for leage shall not exceed the round-trip airfare of a common

A. Pines,
A

a-44-64'e-F -48w--feitufei5l,

D. Meals 4+ lieia 4@t4er- meals for- &amp;8EI 801:Viee Pfevkl@4 Ebffifig the P@FiOd --f--.e4

Section 13. Section 4.14.120 of the Seattle Municipal Code, as last amended by

Ordinance 117258, is further amended as follows:
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Authorized claims for payment of expenses other than for mileage and incid-entals

shall be submitted to the City Finance Director or his/her designee by the ploying unit in

feeeipts S48 'A ef Ska4l ha~W 61@a4y id0f4ifiOd

Var- Feeeipts sh@,A4ng payment of sueli -pronses. 4iwaiees aa&amp;er-

Director or his/her designee.

y theaccordance with the rules, policies, and procedures set forth,b the ExXecutive Services
I

jt s

Section 14. This ordman e shall take effect and be in force thirty (30) days from and

after its approval by the May r,
but if not approved and returned by the Mayor within ten

(10) days after presentati n, /i
ts

h
a
ll
l

take effect as provided by Municipal Code Section

M

1.04.020.
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1 Section 15. Any acts consistent with and prior to the effective date of this Ordinance

2
11

are hereby ratified and confirmed.

3

4

5

6

Passed by the City Council the day of

me in open session in authentication of its passage this day of
71~-111

-
1999.

City Clerk



TIME AN' "ATE STAMP

SPONSORSHIP

THE ATTACHED DOCUMENT IS SPONSORED FOR FILING WITH THE CITY COUNCIL BY

THE MEMOEMS) OF THE CITY COUNCIL WHOSE SIGNATUREIS) ARE SHOWN BELOW:

FOR CITY.COUNCIL PRESIDENT USE ONLY

COMMITTEE(S) REFERRED TO:

PRESIDENT'S SIGNATURE

r s. 20-28



'wATSM. E OF WASHINGTON - KING COUNTY
106987

City a'kl' 2-'eattlF~' CjA-y c1erk
_ss.

No. MB IN FULL

Affidavit of Publication

The undersigned, on oath states that be is an

authorized representative of The Daily Journal of Commerce, a

daily newspaper, which newspaper is a legal newspaper of general

circulation and it is now and has been for more than six months

prior to the date of publication hereinafter referred to, published in

the English language continuously as a daily newspaper in Seattle,

King County, Washington, and it is now and during all of said time

was printed in an office maintained at the aforesaid place of

publication of this newspaper. The Daily Journal of Commerce

was on the 12th day of June, 1941, approved as a legal newspaper

by the Superior Court of King County.

The notice in the exact form annexed, was published in regular

issues of The Daily Journal of Commerce, which was regularly

distributed to its subscribers during the below stated period. The

annexed notice, a

CT-ORD 119578/FULL

was published on

Ole, / 1?'/ 1739

the sum of $

The amount of the fee charged fo~

Notary Public for the State of Washingto
'

r ding in Seattleesi

Affidavit of Publication
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