FINANCIAL MANAGEMENT - CHAPTER 7
Business Expense Policy

III. BUSINESS EXPENSE POLICY

7.3.1 Title

This subchapter shall be known as and may be cited as the business expense control
ordinance.

7.3.2 Purpose

The purpose of this subchapter is to codify the rules and regulations relating to the
management and reimbursement of expenses incurred by members of the Dunn County
Board of Supervisors, other elected officials of Dunn County, employees of Dunn
County, and volunteers in Dunn County service.

7.3.3 Exclusions

Per Diem and mileage compensation for members of the Dunn County Board of
Supervisors in connection with attendance at meetings of the Board are excluded from
the coverage of this chapter.

7.3.4 Authority

This ordinance is created under the authority of Wis. Stat. §§ 59.01, 59.025, 59.03(3)
and 59.15(3) and acts amendatory thereto.

7.3.5 Administration

(1) The Committee on Administration shall act as the general superintending authority
for the administration of this ordinance.

(2) The Administrative Coordinator shall be responsible for implementing this
ordinance and may establish procedures necessary for the implementation and

enforcement of this ordinance
(3) Individual department heads shall be responsible for implementing this ordinance

within the respective departments.
7.3.6 General Policy
Attendance shall be limited to those conferences, conventions, meetings and seminars
which are expected to contribute to the improvement of Dunn County public services.
Priority shall be given to those conferences, conventions, meetings and seminars which
provide information essential to the effective functioning of Dunn County departments
and that are most relevant to the program objectives of the person who attends.
7.3.7 Definitions

In this subchapter, the following words shall have the meanings indicated:

(1) Board shall mean the Dunn County Board of Supervisors.




(2) Committee shall mean the Committee on Administration of the Dunn County Board
of Supervisors.

(3) Origination travel shall mean travel occurring at the beginning of a scheduled work
day and involving travel from a person’s place of residence to an outside work
location.

(4) Outside work location shall mean a work location other than a person’s regular
work location.

(5) Person shall include members of the Dunn County Board of Supervisors, other
elected officials of Dunn County, employees of Dunn County and volunteers in
Dunn County service.

(6) Termination travel shall mean travel occurring at the end of a scheduled work day
and involving travel from an outside location to a person’s place of residence.

7.3.8 Reporting Required

All claims for reimbursement of expenses shall be made on such forms as the
Administration may from time to time designate. Except for claims of less than five (5)
dollars, claims for reimbursement shall be submitted on a monthly basis.

~ 77.3.9 Prior Authorization Required

No member of the Dunn County Board of Supervisors or any volunteer of Dunn County
service shall be reimbursed for expenses incurred in connection with attendance at any
conference, convention, meeting or seminar except with prior written approval of the

county board chairperson.

7.3.10 Limitation on Vehicle Expense

Except as otherwise expressly provided, travel reimbursement shall be made only where
a private, non-county owned vehicle has been used for travel in connection with
attendance at a conference, convention, meeting or seminar.

7.3.11 Reimbursement for Vehicle Expense

(1) Except as otherwise provided in resolutions or union contracts, mileage shall be
reimbursed at the rate established by the Internal Revenue Service.

(2) All vehicle travel shall be by the most direct route available.

(3) When two or more persons are making the same trip, travel shall be in the least
number of vehicles. Mileage shall be paid only to the person or persons whose
vehicle is used on the trip.

(4) Persons other than members of the Dunn County Board of Supervisors shall not be
paid for travel between their place of residence and their regular work locations.

(5) Employees shall not be reimbursed for travel expenses incurred in connection with
attendance at any board meeting, any board committee meeting or any agency
meeting.

(6) Employees starting a workday at an outside work location may claim mileage only
for the lesser of:

a. The origination travel or
b. The distance from the normal work location to the outside work location.

(7) Employees completing a work day at an outside work location may claim mileage
only for the lesser of:

a. Termination of travel, or
b. The distance from the normal work location to the outside work location.



(8)

Parking charges incurred outside Dunn County and all toll charges shall be
reimbursed in full.

7.3.12 Public Transportation

(1)
(2)

Persons planning a trip by public transportation should attempt to obtain a
purchase order in order to prepay costs.

When time or other circumstances do not permit prepayment and the expense is
paid by the person directly, the cost of pubic transportation shall be reimbursed by
the county under the normal claims procedure.

Reasonable taxi fare costs, incurred outside Dunn County shall be reimbursed.
When circumstances dictate a favorable financial outcome for the County, rental
vehicles may be used in lieu of fleet or privately owned vehicles.

Reimbursement for use of public transportation shall be limited to that equal to the
lowest appropriate cost. For example, airfare would normally be limited to coach

class cost.

7.3.13 Hotel and Motel Expenses

(1)

(2)

(3)

Reasonable lodging expenses incurred outside Dunn County may be directly billed
to the County or shall be reimbursed if receipts accompany the claim for
reimbursement.

As used in this section, lodging expenses means the actual cost of a room, including
taxes applicable to the room rental. Lodging expenses do not include the costs of
personal conveniences including, but not limited to, personal telephone calls, video
rentals, room service and restaurant charges.

Employees engaging in travel requiring an overnight stay and who choose to make
lodging arrangements with relatives or friends may claim $25.00 per overnight stay.

7.3.14 Meals

(1)

(2)

Except as provided in section (2) and (3) below, meals shall be reimbursed on the
basis of whatever the current maximum reimbursement rates are for in-state
breakfast, lunch and dinner as published by the State of Wisconsin, Office of State
Employment Relations.

Employees shall not be reimbursed for the cost of meals taken within Dunn County
unless that cost is incurred in connection with attendance at a conference,

convention or meeting:

a. Which has been approved by the employee’s supervisor; and,

b. Which has not been scheduled or arranged by the employee or employing
department; unless such meeting is a meeting of a standing committee, board,
commission or other official body of the County which is meeting over a normal
meal period in order to conduct official business of the County; and,

c. Where attendance over a meal period is a requirement of employment; or

d. Where meal expense is included in a registration fee.

For each full 24 hour period during which a person is attending a conference,
convention, meeting or seminar outside Dunn County, the person shall be paid an
amount equal to the sum of the current maximum reimbursement rates for in-state
breakfast, lunch and dinner as published by the State of Wisconsin, Office of State
Employment Relations for a day. No such allowance shall be made unless a
receipted hotel or motel lodging is secured or a satisfactory explanation is given, the
daily allowance will be permitted. The initial 24 hour period will commence as of




the hour of departure. The daily allowance shall not apply on any day that a meal is

provided and included in the registration fee.
(4) Reimbursement shall not be made for expenses incurred in purchasing alcoholic

beverages.
7.3.15 Honorariums

Honorariums for non-employee speakers shall not exceed $250.00 except upon prior
committee approval.

'7.3.16 Double Payments

No person shall receive any compensation or reimbursement under this chapter for
performing any duties for which compensation or reimbursement is made by any other

party.
7.3.17 Travel Advances

In those departments which maintain a revolving fund to cover travel advances, such
advances shall be approved by the department head or, in his or her absence, by the
person in charge. Employees shall reimburse such funds for all travel claims
disallowed by the Committee on Administration. An employee who fails to do so shall
not be entitled to subsequent advances for travel.

7.3.18 Audit Procedure

(1) Department heads or their designees shall audit claims submitted by their
personnel and shall certify that to the best of their knowledge such claims are

properly reimbursable.
(2) The Administrative Coordinator shall audit claims submitted by Department Heads

and shall certify that to the best of their knowledge such claims are properly

reimbursable.
(3) The County Board Chairperson shall audit claims submitted by the Administrative

Coordinator and shall certify that to the best of their knowledge such claims are
properly reimbursable.

7.3.19 Exceptions

The Committee on Administration shall have the authority to create exceptions to the
various sections of this ordinance where it determines that such exceptions are

reasonable.

7.3.20 False Information

Any person who submits false information shall be subject to disciplinary action
including, but not limited to, discharge.

7.3.21 Reports
(1) Each employee attending any conference, convention, seminar or meeting costing

more than $250.00 shall prepare a brief, succinct statement summarizing the
benefits obtained by his or her attendance. Such reports shall be kept on file within



the respective departments and shall be open to public inspection during normal
business hours.

(2) Such reports shall be completed before any claim for reimbursement is made.

(3) All items of transportation, lodging, meals, fees and other reimbursable expenses
shall be included in computing the dollar amount set forth in subsection (1) above.

Adopted on July 20, 2005.
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