MT HOPE COMMUNITY VOL FIRE DEPT GENERAL OPERATING GUIDELINES


COMPENSATING / REIMBURSEMENT FOR TRAVEL

I. Scope

This standard establishes guidelines for reimbursement and compensation of members who are required to travel or attend meetings, training sessions, or seminars on behalf of the department. It was promulgated to ensure that the department’s compensation and reimbursement procedures are in compliance with the department’s policies and procedures.

II. Criteria for Reimbursement of Expenses

1. To be reimbursed for expenses incurred while traveling or attending training sessions on behalf of the department, personnel must:

a. Obtain the Fire Chief’s approval to travel or attend a meeting, training session, or seminar.

b. Submit all receipts and proper documentation.

2. The department will normally cover the following expenses:

a. Tuition or registration and course material.

b. Accommodations up to $75.00.

c. Parking and ground transportation based on receipts and actual expenses. Prior permission to rent an automobile must be obtained before reimbursement will be allowed.

d. $ 25.00 per day per person will be the maximum allowance for meals and tips.

e. For local travel, the department will furnish a vehicle whenever possible. Member using their personal vehicles will be reimbursed 0.32 cents per mile.

f. Members will be expected to travel by air whenever practical to do so. Reimbursement will be based on round-trip coach fares from the airport. If a member elects to drive in lieu of flying, reimbursement will be limited to normal airfare.

g. The department will not reimburse any expense incurred for alcohol or entertainment.

3. All unexpected funds paid to the member in advance will be returned to the department with the member’s itemized expense report.
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