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PURPOSE 
It is the policy of the Board of Supervisors to manage travel in the most efficient and cost-effective 
manner, through uniform procedures that provide internal controls and balance the travel requirements 
of the County and the County Traveler (County Policy 08-02, TRAVEL MANAGEMENT). 

The purpose of this Standard Practice is to promote efficient use of County resources and strengthen 
internal controls by establishing uniform travel procedures. 

DEPARTMENTS AFFECTED 
Board of Supervisors, all County Agencies, Departments, Board-Governed Special Districts, Board-
Governed Entities 

DEFINITIONS  
Appointing Authority – The executive or administrative head of a department, division or agency. 

County Business – Any activity directly related to the necessary and required purposes and functions 
of the County. 

County Traveler – Any County employee, applicant, board/commission/committee member, volunteer, 
or authorized contractor or consultant that may be required to comply with this policy pursuant to a 
contract for professional services, traveling on County Business.  To the extent possible and feasible, 
this policy is to be applied to witnesses, in-custody persons, and patients traveling at the expense of the 
County. 

PROCEDURES 
Travel Expenses and General Conditions 

A. Travel on County Business must be arranged and authorized in accordance with provisions
specified in applicable Memoranda of Understanding with employee bargaining units, County
Code, other specific Board action, and/or procedures established by the Auditor-
Controller/Treasurer/Tax Collector.  The Appointing Authority should consider the nature of the
trip, appropriateness of the individual to represent the organization, length of stay, mode of
transportation, cost effectiveness of the request and any other relevant information regarding all
travel requests including, but not limited to:

1. Local travel;
2. Out-of-state travel (County Code §§ 13.0652, et seq.);
3. Out-of-country travel (County Policy No. 08-04); or
4. Travel reimbursed by a non-County source.

B. Arrangements for transportation, lodging or registration fees may be made with a County-
approved credit card.

C. Travel expenses shall be carefully monitored by each department, division and agency, using
designated accounting strings.

D. Taking into consideration Paragraph H, County Travelers shall seek to use the lowest rate
available for the type of service or accommodation being utilized that meets their needs and
minimizes risks including negotiated airline, hotel and rental car contracts (for instance, the
County utilizes a negotiated contract for rental car activities).  Exceptions may be made when
an Appointing Authority determines that an overriding operational consideration, medical
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condition or disability, or a security consideration requires flexibility in order to serve the best 
interest of the County, or if a lower rate is not reasonably available. 
 

E. County Travelers eligible for reimbursement of actual and necessary expenses for 
transportation, meals, lodging and incidentals such as parking, telephone calls, tolls, and 
gratuities that are allowed by the department for authorized travel shall submit an Auditor-
Controller/Treasurer/Tax Collector Employee Reimbursement Form (ERF) along with any 
supporting receipts to the Auditor-Controller/Treasurer/Tax Collector. All such reimbursements 
shall be subject to the conditions set forth in County Travel Policies, this Standard Practice, and 
the provisions of the applicable Memoranda of Understanding (MOU) with employee bargaining 
units and/or the Exempt Group Working Conditions Ordinance. Only expenses incurred as part 
of County Business and authorized by the Appointing Authority shall be included on this form 
and reimbursed.  County Travelers who are not County Employees will be subject to the terms 
included in this Standard Practice when eligible for reimbursement for expenses incurred during 
the conduct of County business as authorized by the Appointing Authority. 
 

F. County Travelers shall complete a Statement of Expenses Form (SEF) for all overnight or out-
of-state travel.  The SEF is to be completed in addition to the ERF and Cal-Card Justification 
packets.  The SEF is used to collect and report actual costs incurred for overnight or out-of 
state travel.  Once completed, the SEF should be signed by the County Traveler, Appointing 
Authority (or designee) and submitted with the completed ERF and/or Cal-Card Justification 
packet.  The SEF is available on the Purchasing Department website. 

 
G. Any payment for or reimbursement of travel expenses from any non-County source must be 

approved by the Appointing Authority in advance of booking said travel.  In certain situations, 
payment or reimbursement by a non-County source may create a conflict of interest, and for 
certain employees may be subject to reporting on financial disclosure forms.  In such situations, 
the Appointing Authority should contact County Counsel for legal advice.   

 
1. County Travelers receiving reimbursement from a non-County source for travel on 

County time (such as statewide committees and vendor-paid training or product 
evaluation pursuant to a contract) shall forward documentation of the reimbursement to 
the Appointing Authority for handling and deposit if the traveler intends to submit an ERF 
to the County or use County resources to travel.  The claim for actual and necessary 
expenses for transportation, meals, lodging and incidentals is subject to the conditions 
set forth in County Travel Policies and this Standard Practice. 

 
2. If an organization or vendor pays costs directly to an airline, hotel or other provider on a 

County Traveler’s behalf, documentation must be provided to the Appointing Authority if 
an ERF is submitted to the County for reimbursement of other travel costs.  Further, in 
situations where a County Traveler is reimbursed directly for expenses without remittance 
to the Appointing Authority, all County policies regarding conflict of interest, need for 
disclosure, ethics and vendor relations shall apply and the County Traveler will be 
responsible for providing appropriate documentation to support all of these requirements. 

 
H. Arrangements for transportation, lodging, registration fees, or other travel expenses shall be 

carefully monitored by the department.  Reservations should be made as far in advance as 
possible to take advantage of discounts and special offers, and County Travelers shall request 
the government rate or lowest cost to the County when making travel arrangements.  Non-
refundable airline ticket options must be utilized whenever possible to minimize travel costs.  
Costs resulting from changes to non-refundable tickets in response to a County need or interest 
are valid County expenses. 
 

I. Lodging costs may exceed the County’s established rate(s) in the applicable MOU under 
special conditions: 
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1. A conference or convention sponsored by a California state or regional association for 
which the sponsor has arranged for the lodging, registration at a pre-arranged group rate 
may be permitted with advance written authorization of the Appointing Authority. 

 
2. When a County Traveler is attending a conference or convention that is being sponsored 

by an organization of which the County department or employee is a member and where 
seminars or committee meetings are to be held at a particular hotel, or when events are 
scheduled for evening hours, the Appointing Authority may authorize lodging at the 
designated hotel. 

 
3. If County Business requires lodging in an area of unusually high cost (as defined in the 

applicable MOU). 
 

J. If cancellation is necessary, County Travelers are responsible for canceling lodging or 
accommodations before the cancellation period ends and should record the cancellation 
number and justification in case disputes arise.   
 

K. Departments are responsible for tracking unused refundable tickets and available credit for 
unused non-refundable tickets, to be applied to future County travel.  The County Traveler shall 
retain ownership of denied boarding compensation if a County Traveler is traveling on County 
Business and a carrier denies the County Traveler a confirmed reserved seat on an airplane.  If 
voluntarily vacating a seat will not interfere with the performance of official duties, and if any 
additional travel expenses incurred as a result of vacating the seat are borne by the employee 
and not reimbursed, the employee may keep the compensation from an airline for vacating a 
seat when the airline asks for volunteers.  In this situation, the County Employee must also 
utilize appropriate leave for the additional hours, if volunteering delays travel during work hours. 
 

L. Travel expenses may not be claimed for relatives or guests of a County Traveler. 
 

M. Special lodging such as accommodations in apartments, recreational vehicle parks or 
campgrounds, or other semi-permanent lodgings that require a contractual agreement shall be 
presented for review and advance written authorization of the Chief Executive Officer and 
processed through existing County Procedures. 
 

N. At the discretion of the Appointing Authority, County Travelers may be able to claim lodging on 
the evening prior to a function, or for the last evening of a function.  Costs for a Saturday night 
stay may be reimbursable to a County Traveler if it reduces the ticket cost to the County more 
than any additional lodging/meals/parking costs, and is well-documented as a clear savings to 
the County.   

 
O. If the County Traveler chooses to extend his/her stay during the work week at personal 

expense, Appointing Authority approval is required in advance and is subject to the County 
Traveler’s work schedule or approval of a request for leave time.  Any incerase in costs to the 
County for modified travel arrangements shall be reimbursed to the County (e.g. switching a 
return flight previously scheduled for Friday to Sunday). 

 
P. County Travelers may upgrade tickets or accomodations, such as early bird boarding and 

preferred seating, provided that the County Traveler personally pays for the difference in cost 
for such upgrade.  The County Traveler must provide written documentation of payment, and 
demonstrate that the cost does not exceed that which would have been incurred had the 
upgrade not been made. 
 

Q. The County will not reimburse for any type of travel insurance (trip cancellation or interruption, 
accidental death or disability, loss of personal belongings, etc.) unless the Appointing Authority 
requests the County Traveler to purchase such coverage.  
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R. The County will not reimburse for certain personal charges, including, but not limited to, alcohol, 
in-flight movie or internet charges, airport/hotel wireless Internet charges (other than for a 
business purpose), or other miscellaneous charges at the discretion of the County Traveler’s 
personal choice.  Valet parking will not be reimbursed unless self-parking is not available or 
security is a concern.  Exceptions may be authorized in certain circumstances with approval of 
the Appointing Authority. 
 

S. For Fair Labor Standards Act (FLSA) - covered employees, County travel may impact certain 
aspects of employment such as compensation for overtime.  It is not the intent of the County 
Travel Policy or this Standard Practice to address these types of issues.  Any questions on 
such matters should be directed to the department’s Human Resources Officer. 

 
T. Non-compliance with the provisions of this Standard Practice may result in withholding 

reimbursement, revoking of an County approved credit card and/or other disciplinary action up 
to and including terminating employment. 

 
LEAD DEPARTMENT 
County Administrative Office 


