Reading Municipal Light Department (RMLD) Board of Commissioners
Policy Committee Agenda
Wednesday, March 19, 2014
7:30 a.m.
General Manager's Conference Room

1. Call Meeting to Order
2. RMLD Policy Matrix (Attachment)

3. RMLD Employee, RMLD Board of Commissioners and Citizens’ Advisory Board Travel Policy 5, Revision 7
{Attachment)

4. Motion to Adjourn







RMLD POLICY MATRIX
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RMLD TRAVEL POLICY






Rev. No.7 RMLD Policy No 5 Effective Date: 10/24/02

JRAVEL POLICY . <. { Deleted: EMPLOYEE RMLD BOARDOF |
Per Board Vote 10/24/02 4 COMMISSIONERS AND CITIZEN'S i
i % | ADVISORY BOARDY
General Manager/Date Chairman/Date | TRAVEL POLICY (OvernighiDay Travens |
1. PURPOSE - { Formatted: Font: (Defaut) Arial
. o . Formatted: Centered 1
A. To establish overall administrative controls for reporting employee's expenses and ( orma e

obtaining approval for overnight and gay travel. , B Deleted: /

Only "reasonable” expenses will be reimbursed. Section 11l of this policy provides
guidelines for "reasonable” travel. The Accounting Manager (or designee) will refer
expenses that exceed Section Il guidelines to the General Manager for final
approval. The Accounting Manager is encouraged to meet directly with employees
whose expenses exceed these guidelines and to resolve on the side of
reasonableness and fairmess to the employee. Should the Accounting Manager
have questions on any employee's expense report that is not answered to his
satisfaction, he then will report directly to the Reading Municipal Light Board of
Commissioners with those concerns.

Note: Day travel does not require the emploves to submit a Travel Authorization
Form. However, the emploves will follow the guidelines applicable to day travel
including expense reporting requirements,

il RESPONSIBILITIES
A Accounting Manager

1. Responsible for periodic review of this policy and attachments to ensure continuing
compliance with Town of Reading requirements as well as applicable state and
federal laws. Recommendations are to be made to the General Manager.

2. Responsible for reviewing all expense account reports to ensure compliance with
this policy. Responsible for final decision on reimbursements.

B. Supervisor

1. Dstermines lustification for thelr employee’s travel

1 Deleted: Immediate E

< { Formatted: Indent: Left: 0.76", No bullets or |

2. Responsible for implementing processes to ensure that any RMLD employee who N { numbering )

may incur expenses applicable to this policy is aware of the policy and all its E Formatted: Indent: Left: 0.5%, Tab stops: Not !

provisions. at 1.45" |

3. Foliow up with employee to make sure signed expense report and appropriate - | Formatted: Indent: Left: 0.74", Tab stops: §

receipts have been forwarded to Accounting in a timely manner as required in_ {Notat 145° )
Seciion Il R. Expense Reporting.

C. General Manager, {7 Deleted: - Human Resources Manager |

1. Determines_final justification for all travel, Deleted: The Human Resources

Manager will arrange all other details of
seminars and

. N

TE

1 Deleted: conferences.




Policy 5 Travel Revision 7 Page 2 of 7

GENERAL GUIDELINES
A Overnight Travel o Deleted: Obtaining Permission tofor

5.The Executive Assistant is designated by the General Manager to make all RMLD travel « o
arrangements, to ensure that the Travel Authorization_Form has been completed

correctly and to make all the air/train and hotel reservations, and if appropriate, car rental
reservations. |

. . . { Formatted: List Paragraph, Numbered +
Emplovees may request travel for purposes of meeting their Career Development * aer

g Level: 1 + Numbering Style: 1, 2, 3, . + Start
i at: 1 + Alignment: Left + Aligned at: 0.75" +
Indentat: 1"

Plan or as determined by thelr supervisor,
Il requests must be submiited to the Division Manager in the format of 8 completed

fiscal vear of travel,

[ravel Authorization Form, for consideration in the buddet process for appropriate. -~ { Deleted:

~. 1 Formatted: Font: (Default) Arial, 11 pt

e e e e e e . S e S Deleted: Section 1 of the Qvernight
Employees will be notified if their travel request(s) has beena roved for submission

: R T : Ji
into the i}isﬁggg B Formatted: Font: {Default) Arial, 11 pt

| Formatted: Indent: Left: 0.5", Space Before:
| O pt, No bullets or numbering

Nole: Submission of the travel request into the budget does not quaranies that the
Travel Authorization Form will receive final anproval.

1 Formatted: List Paragraph, Numbered +
Level: 1 + Numbering Style: 1, 2, 3, ... + Start
at: 1 + Alignment: Left + Aligned at: 0.75" +
Indent at: 1"

Deleted: have

No travel arrangements for any employee, RMLD Board of Commissioner, or «
Citizens' Advisory Board member will be made urtil the Travel Authorization, Form ",
has been completed and approved. A computerized form is located in Jhe RMLD
sharesile, or forms are available from the Executive Assistant. All_travel ', '\«

arrangements will be made in accordance with the approved Travel Authorization, '+ [ Formatted: Font: (Defautt) Arial, 11 pt
Form. Employee _ is responsible to generate necessary Purchase Re quisition.  The * | Formatted: Indent: Left: 0.75"
applicable Purchase Order will noi be approved without an approved Travel o { Formatted: Indent: Left: 0.75", Numbered +
Authorization Form. “ Level: 1 + Numbering Style: 1,2, 3, . + Start

} at: 4 + Alignment: Left + Aligned at: 0,8‘3;!%
> | Tabafter: 1.15" + Indentat: 1.15", Ta
stops: 0.45", List tab + Not at 1.15" }

Deleted: "Overnight
Deleted: "
Deleted: f

Deleted: our Travel Authorization
database. If you are unable to access that

Deleted: authorized prior to finalization of
the applicable

Air/Train/Bus Travel!

All travel should be arranged to obtain the lowest fare consistent with the required database, L
travel schedule. First class travel! is not allowed, Deleted:
Deleted: "Overnight
Deleted:
Car Rentals Detroas

The General Manager will determine whether an employee requires a car rental. If an
employee is staying at a hotel where the conference is being held, a car rental will not
be allowed. An employee can elect to justify in written form why a car rental is
necessary.

Deleted: must complete a Purchase
Requisition prior to The Overnight Travel
Authorization Form

Formatted: Indent: Left: 0.5", Hanging:
0.25", Numbered + Level: 1 + Numbering
Style: 1, 2, 3, ... + Start at: 4 + Alignment: Left
+ Aligned at: 0.85" + Tab after: 1.157 +
Indentat: 1,157, Tab stops: 0.657, List tab +
Not at 115"

Car rentals shall be at the lowest rate and mid-size available consistent with the
travel schedule and needs. Luxury, sport or specialized vehicles are not allowed.

Employees shall decline the coverage for Gollision Damage Waiver Insurance Deleted: "Overnight
offered by rental car companies. Please make sure when you fill out the application i Deleted: "¢
that RMLD is listed as the renter. Make it clear that it is a company rental. If the rental ‘ 3

X : g . L 4 Deleted: The Overnight Travel
firm requires a certificate of insurance, please contact RMLD and the certificate will Authorization follows this process: inifial

be faxed to them. approval is via the General Manager,
Purchasing, Executive Assistant, Human
Resources Manager and Accounting
Manager
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D. Cash Advances

1. Cash advances are not available.

- -4 Deleted: §

"~ Formatted: No bullets or numbering




Policy 5 Travel| Revision 7

Page 4 of 7

. GENERAL GUIDELINES (Continued)

E.

Personal Car

Employees will be reimbursed for the use of their personal car at the rate used by
the Town of Reading.

All employees who use their own vehicle from their home to attend a seminar (or
similar company business) will deduct their normal commuting miteage to and from
the RMLD from the total mileage to attend the seminar if you leave from home.
Examples of this are the following:

a. If your normal round trip commute to the RMLD is thirty (30) miles and you
attend a seminar that is twenty (20) miles round trip from your home, you would
be reimbursed nothing for mileage.

b. If your normal round trip commute to the RMLD is thirty miles and you attend
a seminar that is forty (40) miles round trip from your home, you would be
reimbursed ten (10) miles for mileage (40 miles - 30 miles).

¢. If you are attending a seminar on a holiday or a weekend, you would be
reimbursed the total amount of your mileage, since you would not be commuting
normally to work on any of these days.

When reporting mileage, the total mileage driven, less the commuting mileage, must
be indicated.

Meals

Qvernight Travel Meals - All employees will be provided a , per diem allowance
in_accordance with the United States General Services Administration

www.gsa.gov. for all their meals (includes meal, tax and gratuities without
providing receipts.)

Deleted: $4500

Deleted: Adminstration

Deleted: Partial days (definad as covering
two or less normal meal periods) will be
reimbursed by a specific amount according
to the following schedute: $710.00 for
breakfast, $712.00 for lunch and §23 00 for
dinner. Ontravel day, noreimbursement for
breakfast will be made for departures from
Boston, Manchester, NH, or Providence, Ri
airports on flights after 8:00 am. and the
reverse is true on flight arrivals before 5G4
p.m.into those airports. If meals are
provided as part of a seminar, no
reimbursement will be made ¥

<H>q

These rafes may be periodically adjusted to
generally reflect the average of the
subsistence alfowances found at
Hitodwww. diic. mi/per diem or equivalent
data source for Massachuselis or other
visited locations. §

M

If an employee strongly believes the per
diem allowance is nadequate, he/she may
research the dic website and provide data
supporting the increasad per 4 of they
can pravide IRS publication #1542 Per
Diem Rates to the Accounting Manager
who will have final approval §
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l. GENERAL GUIDELINES (Continued)

F. Meals (continued)

Deleted: (i.e. local seminars, Board/CAB E
meetings. etc) §

JET——

2. Local Travel/Business Meals -, will be reimbursed up to specific per diem amount
under a reqular travel day, listed above for lunch only. | If lunch is provided as part
of a seminar, no reimbursement will be made.

Deleted: Where receipts are required, 1
they must be detailed and complete. i
Maximum gratuity which will be reimbursed i
|
}

G. Entertainment Expenses will be set at 15% of total bill.

Deleted: meals are

el e,

1. Entertainment expenses are not permitted,
H. Phone

1. Employees are authorized one personal call to home per day of travel. Employees are
encouraged to refrain from using direct hotel line due to excessive charges.

I, Laundry/Cleaning

1. Reimbursement is allowed if the trip is three days or longer.
J. Tips

1. Reasonable tips (non-meal related) are reimbursable.
K. Lodging

1. Standard double-occupancy rooms are authorized (one room per employee).
L. Parking/Tolls/Gas

1. All such expenses are reimbursable provided receipts are attached.
M. Taxis

1. Actual cost of taxis is reimbursable based on documentation supplied by the
employee.
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L.

GENERAL GUIDELINES (Continued)

N.

Non-Reimbursable Expenses

The following costs are not reimbursable via this poficy:

1.

© N e oA e N

© ® N OO A wN

Personal expenditures that are not incidental to RMLD business and are of a type
that an employee would make whether at home or away.

Personal travel and accident insurance.

Medical costs.

All associated travel expenses of a spouse, personal guests or dependents.
Expense for care of dependents or pets.

Extra expenses at home while you travel (example: caretaker service).
Cost of personally given flowers, gifts or remembrances.

Alcoholic drinks of any type.

Receipts Required for Travel Expenses

Transportation fares: (Note: for all airtrain travel, the passenger receipt portion of the
ticket must be submitted).

The entire detailed hotel bill must be submitted (not just the credit card total).

Laundry and cleaning,

All parking fees and tolls,

Car rentals and related expenditures, e.g. gas, oil, etc.
Postage fees.

RMLD car expenditures (e.g., repairs, wiper blades, oil)

Registration fees for previously approved courses and seminars.

Unusual expenditures. If a receipt is lost or otherwise not available, do not delay
submitting expense reports for expenditures for which receipts are available or are not
required, i.e., submit expenses you can document and catch up on submitting the
rest when you get the receipts. The employee is responsible for obtaining the
missing receipt or an acceptable duplicate.
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I GENERAL GUIDELINES (Continued)
P. Expense Report Approval Reguirements

1. Expense reports must be signed by the employee and the immediate supervisor and
forwarded (along with the required documentation) to the Accounting Manager or
designee. Expense reports will only be approved by the Accounting Manager or
designee if they comply with the provisions of this policy.

Q. Combined Business and Personal Travel
1. If an employee takes a business trip and the trip is extended in time to include
personal matters or vacation, all extra expenses incurred will be the employee’s
responsibility including hotel, meals, parking, etc.
R. Expense Report Processing

1. Upon return from a trip or completion of RMLD business, the employee must
complete an expense report as soon as possible, but in no case later than five (5)
working days following the trip.

2. Employees will be reimbursed through the weekly Accounts Payable cycle.

«- - - - Formatted: No bullets or numbering

v, ATTACHMENTS

A, Travel Authorization Form 1{ Deleted: Overnight
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I have received and read Policy #5 Rev #7 Date

Please print your name




Overnight

[:] Conference

TRAVEL AUTHORIZATION FORM FISCAL YEAR

D Training [:j

Employee:

Division:

Meets CDP Y N

Name of Training/Conference

Reason for Request

Location

Travel Dates

Length of Stay (Number of Nights)

Transportation - Travel Mode (Air, Rental Vehicle, Bus, Personal Vehicle)

Did you receive an overnight travel authorization last year? Yes No
REQUEST REVISED ACTUAL
TRANSPORTATION $ $ $
HOTEL $ $ $
FEES/TUITION $ $ $
MEALS $ $ $
OTHER $ $ $
TOTAL $0.00 $0.00 $0.00
Request Approval: Revised Approval: Actual Approval;

Projected Budgeted

Based on Increases

Actual Expenses

Employee

Employee

Employee

Supervisor

Supervisor

Supervisor

General Manager

General Manager

General Manager

Date

Date

Date

Revised Approval is required if Request total increases prior to travel. Other reimbursable expenses are according to RMLD's Travel Policy 5.
All forms and expense reports must be processed In accordance with RMLD's Travel Policy 5.

RMLD POLICY 5 ATTACHMENT

JF
9/6/2013






