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A rental vehicle may be obtained if no City vehicle is available. The rental car is to be an
economy or compact model. The City does not pay for insurance on a rental car.

Use of personal vehicles is only available if a City of Fairhope vehicle or a rental vehicle
isnot available. The amount of mileage reimbursement is set at the current Internal
Revenue Service's allowable rate per mile. Please contact the Treasury Department for
the current allowable rate.

If an employee wishes to take personal time before or after a conference/meeting, a
private vehicle must be used, and reimbursement will be for gasoline only as require 0
drive to and return from the business location.

Itemized receipts are required for reimbursement of any car cosw including gas. City
credit cards should be used if possible.

Airline

Airline reservations shall be obtained at the lowest fare possible, within reason, without
causing undue hardship to the traveler. Travel must t by the most expeditious and
direct route that is practical and commensurate with the nature and purpose of the
traveler's assignment. Coach or standard accommodations are requi |, and the ity
will reimburse the cost of one checked bag. Situations requiring more than one checked
bag (i.e., for presentation materials, etc.) require City Treasurer approval.

Airline tickets may be charged to the City departmental credit card after the travel
authorization form is approved.

LODGING

Lodging is an allowable expense when the employee is attend conferet  or
training that requires a travel time not conducive to traveling to and the destination
in the same day (greater than 75 miles one way of from the City) or an exc¢ ‘lon
approved by the Mayor. Personal funds or City of Fairhope credit cards rusea. If
paying with personal funds, an itemized, original invoice showing a zero vaiance from
the hotel is required for reimbursement.

PARKING/AIRPORT PARKING
In all cases, but within reason, costs for parking should be kept to a minimum.

Hotel P~-'~*ng

Self-parking shall be utilized, if available. Valet parking is only allowed if it is the only option
available. The employee shall pay the difference for additional costs of covered parking or
valet service when other options are readily available.

Airport Parking
Employees shall be reimbursed where airport parking is required. Employees must choose the
most economical lot for parking.

MEALS

In-state meals are limited to $55.00 per day and out-of-state meals are limited to $65.00 per
day. If the out-of-state Federal per diem rate is higher than $65.00 per day, then that rate will
be used. Tips are not to exceed 20% for meals. Itemized receipts must be turned in for
reimbursement which shall not include alcoholic beverages. Where conference registration
or training fees include one or more meals, only those meals not covered by such fees shall
be reimbursed by the City. Snacks between meals will not be reimbursed unless they are
paid in lieu of a meal.









CITY OF FAIRHOPE

EMPLOYEE TRAVEL AUTHORIZATION
FORM INSTRUCTIONS

The Employee Travel Authorization Form is intended to be completed and submitted for
approval by the employee who will be traveling on City business.

Requirements for completion of the form are as follows:

1) Department heads shall approve travel within seventy-five (75) miles one way of
Fairhope or any in-state travel for employees of their department that do not require
overnight travel.

2) The Mayor and City Treasurer shall approve all overnight travel for both employees
AND department heads.

3) The Travel Authorization Form must be submitted by the Department Head and/or
the Mayor within twenty (20) business days prior to any travel and/or commitment
of funds. Prior authorization is required even when there is expected to be no direct
cost to the City (i.e., third-party payments).

4) Whether approved or disapproved, the completed form should be returned to the
requesting employee, or the employee notified within ten (10) business days and the
form should be kept on file with the department head.

5) If the Employee Travel Authorization Form is approved, the completed form must
be included with the Employee Travel Expense Form submitted to the Treasury
Department for reimbursement.



Travel, Training, Vehicle Rental Request Form

(A separate request must be submitted for each person)

Effective FY 2022 budget, training and travel is permitted only for required
continuing education for certification and/or licenses needed for employment.

Approval is hereby given for the following person to attend:

Name: Dept:

Conference/Class: Destination:

Required for what _

Certificate or License? Date(s).

# of Required Hours # Hours earned Balance of
For Certification/License From this class Hrs. Needed

Vehicle Rental Info Estimated Cost of Travel

Registration $

Destination:
Lodging $
Date:
(if different from above) Travel $
(mileage, air)
Travel Time:
(estimated in hours one way; 8 hours max) Meals $
Travel Miles: Other $

(estimated round trip)

Estimated Cost of Rental

(explain)

Rental Car $

Rental Fee $ Mileage $
Total $
Fuel $ Other $
Total $
Signature:
Supervisor:

Kim Creech, Treasurer

Sherry Sullivan, Mayor
Effective 3/21/2017




