15-0

REIMBURSEMENT FOR EXPENSE

15. a. Travel Reimbursements

Travel reimbursements are intended to cover any travel-related normal areas of
expenses that are ordinary and reasonable under the circumstances. All travel
reimbursements will follow the federal, state, and local laws and regulations.

(1) Travel requests for reimbursement must be accompanied by original
itemized receipts for any expenses except those for which flat allowance
amounts are established.

a. When an original itemized receipt is not available, Authority
Management may use discretion in determining the appropriate
amount of alternative documentation before reimbursement of

expenses.

b. Alcoholic beverages are not reimbursable.

(2) Forinsurance purposes, UCA business travel, whether reimbursed or
not, must have prior approval by an appropriate supervisor. This also
includes non-state employees where UCA is paying for the travel

expenses.

a. Out-of-state travel must be approved by the Director or designee.
The approval of in-state travel reimbursement forms may be
considered as documentation of prior approval for in-state travel.

b. Prior approval for out-of-state travel should be documented in the
appropriate form.

c. Meals when more than 100 miles from primary place of work:
Meals will be reimbursed at cost upon the submission of a receipt
and proper reimbursement request forms promulgated by the

Authority.

d. Authority Management must approve all non-routine travel. All
travel and mileage vouchers shall be signed by the employee and
Authority Management. When travel will keep the employee out of
the office beyond the current work week, or where travel expense
will exceed $1,500.00, Authority Executive Management approval
is required in advance.

(3) Personal vehicles may be used if Authority vehicles are not available or
with Authority Management’s consent. For travel out of state, Authority
vehicles will not be used, unless authorization is obtained from the




Director. Reimbursement for personal car use shall be at the current IRS
published standard milage rate.

(4) When two or more employees travel in a private car, only one employee
will be reimbursed for vehicle costs.

(5) Damage to a traveler’s personal vehicle occurring during the course of
while conducting official business is the responsibility of the individual.

(6) Mileage will be computed using maps.google.com and limited to the
most economical and usual travel routes.

(7) Reimbursement will not be allowed for commuting between the traveler’s

place of residence and the office considered the principal place of
assignment or for miles traveled for purposes other than official
business.

(8) Computation of mileage should commence from the office considered
the principal place of assignment to the point of destination unless the
distance from the point of origin other than the principal office to the
destination is less.

(9) On an annual basis, the Authority shall create forms that shall be used
when reimbursing employees for expenses incurred.

15.b  Reimbursement Rates

(1) Reimbursement for per diem will be for the rates identified in Utah
Administrative Rules R25-7-6.

(2) Reimbursement for travel on business will be for the rates identified in Utah
Administrative Rules R25-7-8.

(3) Reimbursement for incidentals will be for the rates identified in Utah
Administrative Rules R25-7-9.

(4) Reimbursement for transportation will be for the rates identified in Utah
Administrative Rules R25-7-10.

(5) Reimbursement for meals will be reimbursed as identified in R25-7-14.

(6) If travelers elect to stay with friends, relatives, in a second or investment
home, orin a tent or trailer, they may be reimbursed at $25 per night with no

receipts.




15.c Exceptions

The Director may authorize special exceptions to the provisions of these policies
when it is not contrary to law and when justified by compelling individual and

Authority circumstances.







