Town of New Lebanon
Approved Travel Policy

General Policy

A. No travel expenses of any kind shall be reimbursed without prior
approval of the Town Board. The department head shall submit the
request to the Town Board and shall include in the request whether
the training is required or recommended. The Board may give blanket
prior approval for travel expenses, such as mileage and meals,
incurred in the performance of duties by employees normally required
to travel, such as inspectors or enforcement officers.

B. No travel which includes overnight stays shall be committed to
without prior approval of the appropriate department head. Timely
submission shall be made to the Town Clerk for such approval to be
transmitted to the Town Board member responsible for liaison with
that department; in the event of an emergency requirement, the Board
member may approve by telephone or e-mail.

C. A copy of the itemized hotel/motel bill must be submitted along with
either a paid receipt or a credit card charge form.

D. Employees will not be reimbursed for travel time to and from seminars
or in-service training. Employees paid on an hourly basis will be paid
for the hours that they attend seminars or in-service training (not to
exceed eight hours per day). Salaried employees that attend seminars
or in-service training on weekends may take compensation time
equivalent to the hours in seminars or in-service training (not to
exceed eight hours per day) with the approval of their supervisor.

Education or In-Service Training Events

For travel to job-related educational events (such as seminars or in-service
training), the Board may approve a travel advance only in those cases
where the sponsoring organization provides the written evidence of
certification or completion which can be presented to the Board upon the
employee’s return. (In cases where such evidence is delayed, the Board will
rely upon the employee’s written assurance that the documentation is
forthcoming.) Employees are expected to attend all seminars, classes or
meetings included in the event agenda appropriate to their duties and
responsibilities and to submit an annotated copy of the event agenda with
those attendances noted thereon.
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Other Overnight Travel

In any other travel requiring overnight stays, and approved by the Board,
the employee will lay out the necessary expenditures and submit an
expense report, in a form to be determined by the Town Clerk, to the Clerk
upon completion of the trip, for reimbursement. The employee will attach a
brief statement summarizing:

A.

B.

Reason for the travel.

Meetings attended and list of participants with organizational
affiliations.

Accomplishments of the trip.

Any follow-up activities engendered by the trip.

Reimbursement Limitations

No reimbursement shall be made for:

A.

B.

The purchase or consumption of alcoholic beverages.
Personal purchases (including, but not limited to, medicines,
personal care items, gifts, movies or entertainment, exercise or other

recreational activities, etc.).

Expenses incurred by a person other than the employee.

. Upgrades in seating or other accommodations.

Meals in excess of $55 per day, using the guideline of $15 each for
breakfast and lunch and $25 for dinner. Employees are expected to
participate in meals which are included in program fees without
further reimbursement.

Automobile rentals, except if approved in advance. Employees should

use their own vehicles in most cases. When necessary, airport or
hotel shuttles should be utilized in preference to taxis.
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Violations

A.

Employees who violate these rules are required to reimburse the
Town for any advances received, or expenses reimbursed (or portions
thereof found to be inappropriate) upon written notice from the Town
Clerk of such violation.

Employees found to have knowingly, or fraudulently, supplied
inaccurate travel documentation to the Town for which they received
reimbursement may be subject to discipline, including, but not limited
to, fines, loss of pay, and/or dismissal. The Town may, at its discretion,
refer such employees to the judicial system.
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