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‘State of California

MEMORANDUM

T0O:

FROM:

SUBJECT:

DATE: November 14, 1995
PERSONNEL MANAGEMENT LIAISONS REFERENCE CODE: 95-050

THIS MEMORANDUM SHOULD BE DISTRIBUTED TO:

Accounting Officers

Labor Relations Officers
Personnel Officers

Travel and Relocation Liaisons

Department of Personnel Administration
Labor Relations Division ‘

New and Revised Travel and Relocation Rules for Excluded Employees

This memo transmits new and revised Department of Personnel Administration (DPA) rules
governing the travel and relocation reimbursements for excluded employees. These rules
are effective at 12:01 a.m., January 1, 1996. In addition to the rules, a summary of
changes and recommendations for implementation and administration are included in this
package.

in order to provide consistent travel and relocation reimbursements and rule application to
all employees, the State is proposing that these rules be referenced in each of the 21
bargaining unit agreements currently being negotiated. We anticipate that specific
overtime meal language will continue to be included in most bargaining unit agreements.
Departments will be notified when represented employees in each bargaining unit become
subject to these rules and of any variations specified in the contract language through
subseguent Personnel Management Liaison Memoranda. Until such notification is issued,
reimbursements for represented employees will remain at status quo.

In an effort to ease the transfer of the administration of these programs to each
department and to provide more flexibility in their application, the excluded employee rules
now include clearer language, expanded options, better defined responsibilities, some
absolute limits, fewer requirements for exceptions, and where an exception is provided,
the authority to approve the exception is delegated to the appointing power. Where there
was a rule in place that was specifically dedicated to excluded employees, that rule has
been revised. Where there was a rule in place that was not specific in it's title to either
represented or excluded employees, a new rule has been developed that is based on the
provisions in the old rule but is dedicated to excluded employees. These rules were
developed in conjunction with 15 departmental representatives over the last 18 months.
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This package is being distributed in"advance of the effective date of the rules in order to
give departments the opportunity to make the procedural changes they deem necessary to
accommodate the added delegations, features, and flexibility of the programs. In addition,
DPA will hold information meetings on November 20 and 22 to assist department teams in
understanding the changes and incorporating them into their department programs.

OVERVIEW AND RESPONSIBILITIES
1. Travel

Rules: In addition to clearer language and incorporation of some current policy,
these rules now emphasize the State's responsibility for determining when and
how travel expenses should be incurred, and supervisor and department
accountability for claims approved. Some rules include exception criteria, some
do not. Along with the delegation of exception approval to the appointing
powers, there is considerable added flexibility in long-term assignment
reimbursements, receipt requirements, contracting, and conferences and
conventions. (See Attachment A--1996 Travel Program - Summary and Rules.)

Department Responsibility: Because departments will no longer request
exceptions through DPA, it is important that, using the rules and current policy,
sach appointing power identify those individuals to whom exception approval
authority is being delegated. Acting on behalf of the appointing power, those
designated as approval authorities for a department will be responsible for
reviewing and approving or denying exceptions to the DPA rules in accordance
with the exception criteria.

2. Relocation

Rules: As with the travel rules, we have added clarification, incorporated some
existing policy, and eliminated the need for some exceptions. However, major
changes in these rules are the stated conditions under which 100 percent
reimbursement for relocation is mandatory, establishment of the 50-mile plus
commute distance criteria, and the added option of partial reimbursement of
relocation expenses for those types of appointments that do not meet the
criteria for mandatory relocation. (See Attachment B--1996 Relocation
Program - Summary and Rules.)

Department Responsibility: The changes in the relocation rules provide for greater
ease in administering mandatory relocations. However, the added flexibility of
partial reimbursement of relocation expenses for miscellaneous appointments and
transfers may reqguire that appointing powers establish guidelines for State
reimbursement of all or partial relocation expenses for a non-mandatory type of
appointment, and identify those individuals to whom exception approval authority
is being delegated. In addition, all persons with authority to make hiring
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commitments should be fully knowledgeable of the relocation rules, withholding
liability and conditions under which they may make an offer of relocation
reimbursement.

We recommend that you include your travel and relocation liaisons in developing any new
‘procadures related to these program changes. It is critical that the department exception
criteria and delegated signatures be on file in the department accounting office and at the
State Controller's Office Division of Audits.

INFORMATION MEETINGS
DPA will hold information meetings in the morning and afternocon on November
20, 1995, November 22, 1995, and December 15, 1995. Space in each meeting
is limited. Please call 324-0476 to make reservations.

If you have any questions regarding the revised trave! and relocation rules, contact Terrie

Jordan at 324-9377. Employee questions should be directed to their departmental travel
and relocation liaisons.

/20/2 })7 %}(ﬂéah

Rick McWilliam
Chief of Labor Relations

Attachments
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1996 EXCLUDED EMPLOYEE TRAVEL RULE REVISIONS - SUMMARY

Attached are the proposed excluded employee rule revisions. If there is currently an
excluded employee rula in force, there is a proposed revision. If there is currently a generic
rule that applies to both excluded and represented employees, then we have developed a
“*“new" rule, generally based on the subject and content of the generic rule, but dedicated to
excluded employees. The "new" rules are totally underscored. This summary will help you
pick out the highlights in those rules that are totally underscored.

These rules and revisions are proposed to be adopted effective 1/1/96. This package does
not contain rules that apply to represented employees, volunteers or persons being recruited
from outside state service.

599.615.1 SCOPE - EXCLUDED EMPLOYEES {new from 599.615)

Clarifies State's authority to control travel, clarifies that travel is approved and expenses are
incurred in order to conduct official State business; strengthens signature office's
responsibility in certifying travel; states raceipt requirement at $25 and more unless
otherwisa specified. .

599.616.1 - DEFINITIONS - EXCLUDED EMPLOYEES (new from 599.616)

adds Long Term Assignments, other clarifications.
States 50 mile distance from headquarters for per diem.

599.619 - REIMBURSEMENT FOR MEALS AND LODGING - EXCLUDED EMPLOYEES
(revised)

Clarifies non-claimables to lodging and/or meals provided at no cost to the employee, places
this item in introduction to the rule, refers to 624.1 (Contracting for Meals/lodging).

(a} Eliminates non-receipted lodging of $24.99 and $37 meals/incidentals as an option when
no lodging receipts are available.

Establishes leave and return times for claiming of meals on trips of more than 24 hours;
specific time frames for the ctaiming of meals for partial days of less than 24 hrs (mirrors
represented employee time frames)

{b&c) Increases noncommercial and long term lodging rate to $24 to match $24 meal rate
(tot. $48)

(c} Provides a new option for of reimbursement for long term assignments: up to $1130 for
receipted rent and utilities and $10 per 24 hours for meals and incidentals.

(d) Defines out of state trave!

{e) Provides short term out of country actual lodging and meals/inc. at Fed. Govt. rate;
provides for DPA/Appointing Power negotiations on long term out of country rates.

(f) Provides for Appointing Powers to make exceptions

Misc. clarification and rearrangement of rule items



599.623 - MISCELLANEOUS MEAL EXPENSES - EXCLUDED EMPLOYEES {revised) .

{a) providas for the reimbursement of an "overtime" meal for other than WWG 2 employees

under certain circumstances
{b) clarifias Business Meals; clarifies that rates are as in 599, 619

599.624.1 - CONTRACTING FOR MEAL AND/OR LODGING EXPENSES - EXCLUDED
EMPLOYEES {New)

Adds provision that departments may contract for groups or individuals at or below the
maximum meal/lodging rates.
(d) limits individual reimbursement to that which is contracted for under this rule should the

employee attend the function and not use the contracted facilities.

599.625.1 - RECEIPTS - EXCLUDED EMPLOYEES (revised)

(a) combines receipt requirement exception for misc. fares, tolls, shuttle, (previocus $25),
and parking {previously $6), to $10.
(b) removes lost receipt disclaimer, provides that items not satisfactorily explained may not

reimbursed.
{c) provides that appointing power may require additional substantiation.

589.626.1 TRANSPORTATION EXPENSES - EXCLUDED EMPLOYEES (NEW FROM ’

599.626} .

(DEVELOPED FROM A PORTION OF 599.626. Sections of 599.626 that applied to remote
headquarters have been moved to 626.2, and sections that applied to aircraft have been
moved to new rule 599.628.1)

{b) adds cost comparison requirement

misc. clarification language

599.626.2 - REMOTE HEADQUARTERS - EXCLUDED EMPLOYEES - {(NEW FROM 599.626)}

moves language from existing rule 599. 626; extends "remote" to 50 miles from
headquarters to available housing; minor clarification lang.

599.627.1 SPECIAL TRANSPORTATION - EXCLUDED EMPLOYEES (NEW FROM 599.627)
Minor clarification language

599.628.1 - TRANSPORTATION BY AIRCRAFT - (NEW FROM 599.628)

Absorbs some language deleted from existing rule 599.626; increases insurance

requirements to be consistent with industry standards, maintains existing flight time
requirements, minor clarification ianguage throughout.




599.629.1 - RAILROAD TRANSPORTATION - EXCLUDED EMPLOYEES (NEW FROM
599.629)

Changes deportation language to direct referral to INS
599.631 - TRANSPORTATION BY AUTOMOBILE - EXCLUDED - {REVISED]}
Adds clarification language.

599.633.1 - TRAVEL REIMBURSEMENTS WHILE ON SICK LEAVE, VACATION, OTHER PAID
LEAVE, OR CTO -EXCLUDED EMPLOYEES (NEW FROM 599.633)

clarifies, assigns authority for extension to appointing power

599.635.1 - ATTENDING CONVENTIONS AND CONFERENCES - EXCLUDED EMPLOYEES
(NEW FROM 599.635}

Expands State sponsored conferences/conventions to allow more flexibility in planning and
contracting for functions; states items spacifically excluded from reimbursement. Removes
$150 lodging limit on non-state sponsored conferences

599.636.1 - RETURN OF DECEASED EMPLOYEE - EXCLUDED {NEW FROM 599.636)
Adds more flexibility and clarification.

599.638.1 - EXPENSE CLAIM FORM - EXCLUDED EMPLOYEES (NEW FROM 589.638)

clarification language.only
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DEPARTMENT OF PERSONNEL ADMINISTRATION

Article 2, Traveling Expenses

599, 1' 1 - Excluded Employees.

ravel repr h interest of the S . _Once the necessi nd meth f travel, location
nd lodging hav en armined, reimbursement shall ovarned by thes ion h
ignatu f th ficer approving travel and ment i ification that th rovin

{b) h rpose of regulation verning claims for

member of the ¢ivil service.
NOTE: Authori ited: Sections 19815.4(d}), 19816 and_ 19820, Government Code. Reference:

Section 11030, Government Code.

599.616,1 _Definitions -- Excluded Employees,

r T f this Article, the followi efinitions will ly:
{a}l Headguarters. Headquarters shall established h ointin wer for

he lar ion of his/her reqular workdavs or_worki irm r the pla which he/she return

on completion of special assignments, or as the Department of Personnel Administration may defin

in special situations,



{1} Where an office building or similar definite pl nsti he_empl ' -

d r rmined bv_the normal commu istan
{2) Where the maijor portion of an employea's working time is spent within a specifically
iqn r limited raphicatl area, such as a patrol area or beat wh he same ro r

traveled frequently and routinely on one-day trips, no per diem expenses shall be allowed at any

| ion within 50 miles from any point in this assigned area as determined by the normal commute

horize individual claims based on subsection (1) of this rule.

{3) Incages where adherence to the 50-mile limitation greates an unusual and unavoidable
hardshi he officer or emplovee, exceptions ma ranted h intin wer.

{4] Employees on travel status for less than 24 hours may claim subsistence expenses
ingure for rin r_after the regularl heduled workday in accerdance with ion
599.619.1(a},

{b) Besidence. A place of primary dwelling shall be designated for each officer an

mpl A pri welling shall be defin h ual dwelling pl f the emplo whic

r ost logical relationshi the employee's h rs_and shall mined withou
renard ny other legal or mailing address. However, if an empl is temporarily required to .
V\;' Il away from his/her prima welling plac fficial travel away fr reers, an

ign im welling.
{1 reimbursement for per diem or_other subsisten xpenses shall be allow
remi f mpl 's primary dwelling.
{2} An emplovee shall have only one dwelling at which travel expenses arg prohibited,
{3} hen an empl maintains more than one dwelling. meeting th finition
iden forth i ion .616.1(b} and the emplo is required fficially travel h
ion o 0 welling, he/she may claim the noncommercial subsisten llowan
defined in ion 599.619.1(b}.
{c} Travel Expenses. Travel expenses include:
1l Is and Lodging incurr a result of busin ravel away from hea
rder nd in
{2) ansportation expenses incurred in or
{(d) Business Expenses. Business expenses consist of har for busines

and telggrams; amerqge ], € [ ases: ana all £ : arge .
to the completion of official business. Any emergency purchase shall be explained, and if over $25




m rov d ment h d r_ chief administrati fficer

mwmmwwmw

vernmen i 4 lai llowan in-state travel as follows:

3) {aim mitted under this section shall no bj limi

considered permanent due to the temporary nature of the assignment, the appointment, or
scheduled completion date of the proiect. The employee's return home for weekends or incidental
short term travel to another location does not break the continuity of a long term assignment.
Note: Authority cited: Sections 19815.4(d), 19816, 19820{a} and 19849.5, Government Code.
Reference : Sections 11030 and 14613 Government Code.

599.619. Subsistence-Allowanee Reimbursement for Meals gng" ‘Lodging-Exciuded Employees.

The exeluded-employee on travel status shall be reimbursed actual expenses for lodging,
meals and incidentals expenses_as provided in this section, unless directed to travel under the
provisions of 599.624.1. Lodging and/or meals provided by the state or included in_hotel expenses

nference feaes, or in transportation_costs such as airline tick or otherwise provided shall no

laimed for reimbursement. Snacks and continental breakfasts, such as rolls, juice and coff
are not considered to be meals. The circumstances of travel will determine the rate allowed.
{a) Short-term Travel. Reimbursement for short-term subsistence will be authorized gnly
when the traveler incurs expenses eemparable-te-these arising from the use of geed reasonable,
moderately priced commercial lodaing and meal establishments, such as hotels, motels, bed and

breakfast inns, restaurants, cafes, diners, etc. that catering to the general public. {_odging receipts
are required. The short-term rate is intended for trips of such duration that weekly or monthly rates

are not obtainable and will be discontinued after the 30th consecutive day assigned 1o i one
location unless a-eentinuation an extension has been previously documented and approved by the
appointing power, After-30-censecutive-gays-in-one-toeation -an-omployee may elaim-the



long-term-allowanee— In nding sh rm _travel, th intin wer shall
X remaining lenath of the travel ignmen

{11 In computing reimbursement for continuous short term travel of more than 24 hours
and less than 31 consecutive days, the-axeluded employee will be reimbursed for actual costs up to

the maximum allowed for each meal, incidental, and lodging expense for each complete 24 hours of
travel, beginning with the traveler's times of departure and return, as follows.

A ir f travel on a trip of 24 hours or more:
Tri ing at or before Gam; reakfast ma laimed on tha fir a
ri ins at or before 11am: lynch may be claim n the first d

Trip begins at or before Spm: dinner may be claimed on the first day

{B} n the fractional of travel he end of a_trip of more than 24 hours:
Trip ends at or after 8Bam: reakfast may be ¢laim
Trip ends at or after 2pm: lunch may be ciaim
Trip ends at or after 7pm: dinner may be claimed

| ing expense m laim r reimbursed more than gnce on any given d or during any 24

maimum —_Reimbursement shall be for actual expenses, a+ subject to the following maximum

rates:
HMeals:
Breakfast .......... ... oo $ 5.50
Lunch ...t i s $ 9.50
DINNer . ......c.oitiiinrnrrennennnn $17.00
Supplement Incidentals . . ... .. ... $ 5.00
Fotab—rrrerrrrrrTrTrTTITTT T T T T v v v ~$300
Recei re not required for regular sh rm travel meals.
2 Lodging: '
{A—Statewider-noreeoipte— r v rr 1 T T T T 7 7 7 7 7 7 —Up-te-$24-68
{B} Statewide, withreceipts . .............. Actual up to $79.00 plus tax
If lodaing receipts are not submi meal and lodging reimburs nt will he noncommergial




4 (2} In computing reimbursement for continucus travel of less than 24 hours,

hourthe actual eest gxpen he maximums in bove, will be reimbur allewed for
the-following breakfast and/or dinner and/or lodging-witt-be au&heﬂzed—umen-ewelwa%e-exaeﬂses
have-been-ireurred _in accordance with the following timeframes:

Travel beqins at or before 6 a.m. and ends at or after 9 a.m: Breakfast may be ¢laimed,

ravel in r before 4 p.m. and_en rafter 7 pm: Dmnermay g claimed.

lunch or incidentals may be reimburs n travel of less than 24 hour

ier- Noncommercial Travel.
Reimbursement for noncommercial subsistence will be authorized when the gvernight traveler does

n ubmit a lodqing recei r no in a commercial & I hment but incurs expenses
rising f oncommergial faciliti h not limi house trailers an
campin ipment or when staying with frien r relatives, or in a secondary residence. An
mployee may claim $24.00 for meals and incidentals and $24.00 for lodging for travel of 12 hour

o 24 hours: either $24.00 for meals or $24.00 for lodging for travel less than 12 hours.




{c) Nencommeroial-Travel Long-term Travel. Reimbursement for long-term m

meeting the criteria in {3} below, an emplovee on long-term field assignment who is living at the
long term location may ¢laim either:

(1)—An-exeluded-employee-may-elaimWithout receipts, $24.00 for meals and incidentals
and $23-0024.00 for lodging for travel of 12 hours up to 24 hours; either $23-8024.00 for meals
or $23r59_?,_,_Q_Q_for lodging for travel less than 12 hours-,_or

ili nd electrici maximym of $11 r cal r_month while on the long ter
assipnment, and
$10.00 for meals and incidentals. without receipts, for each period of 12 to 24 hours:
$5.00 for meals and incidentals for periods of less than 12 hours at the long term location
{3). To claim expenses under either {1) or {2) above the emplovee must meet the following

(B] The permanent residence is occupied by employee's dependents, or
C} ermanent residence is maintain net expense to the emplo
$200 per month._
{D} The emplovee must submit substantiating evidence of these conditions to the
ointin wer i cordance with its requirements.

{4] mployees who do not meet the criteria to claim (1} or {2] above may ¢laim

for meals and incidentals and $12.00 for lodaing jor gvery 12 to 24 hours at the long term location;

12 for meals OR lodging for periods of | han 12 hours at the long term location.




(d) Out-of-State Travel. -of-5ta vel i r i of California for
the purpose of conducting business outside the State of California. For short-term out-of-state
travel, employees will be reimbursed for actual lodging expenses, supported by a receipt, and will be
reimbursed for meal and incidental expenses as defined in Section 599.619{a)#}. Failure to furnish
lodging receipts will limit reimbursement to the ledging noncommergial travel rate specified in
Section 539.6194aH2HA) (b). Nereemmeroic iH-be-roi ;
Section-588-618{e} Long-term out-of-state travel will be reimbursed according to
Section 599.619b} ().

(e}  Qut-of-Country Travei. For short-tarm out-of-country travel, employees will be

reimbursed for actual lodging expenses, supported by a receipt, and will be reimbursed for actual
meal and incidental expenses as-defined-in-Seation-689-818{aH¥ subject to maximym rates in

ordance with the lished Government meal and incidental r for foreign travel for th (H
of travel. Failure to furnish lodging receipts will limit reimbursement to the lodging noncommercial
rate specified in Section 539.619%aH2}4A} {b}. Long-term out-of-country travel will be reimburlsed
according to Section 599.619{a) through {c).

(f)  Exceptions to reimburse in excess of the maximum lodging rate cited in (a} of this rule
may be granted -these-provisiens-to-provide-higher-subsistence-allowanees may-be-apprevedin
advanee by the Appointing Power only Bi Administration in

mergen r when there is no lodqing available at the maximum rate or when it is cos
effectiv av-delegateauthe 8 anprovetedaing-exp
e#—the-est-abﬁsheé—ledgha—m*es—.—Th Appointing Power shall ument th ns for e
X ion and shall k his documentation on file for three calendar rs from the date of the
xception.

NOTE: Authority cited: Sections 3539.5, 19815.4(d), 19816 and 19820, Government Code.
Reference: Sections 3527(b) and 11030, Government Code.

599.623. Miscellaneous Meal Expenses-Excluded Employees.

{a) Overtime Meals. When an employee_assigned to work week group 2 is required to
work overtime, he/she may receive an overtime meal alewanee rgimbursement of up to $8.00. To

be eligible, the employee must be required to report to work at least two hours prior to or remain at
least two hours past his/her regularly scheduled work day, or work a minimum of 10 hours on a

regularly scheduled day off or holiday.



When required to work for extended periods of time, the employee may be reimbursed for
meal expenses prescribed herein for each additional six-hoursg of overtime worked-peried. No more
than three overtime meal allowances may be claimed during any 24-hour period. The meal time
itself shall not be included in the computation of overtime for purposes of this alewanee gection.

rating food servige facilities may furnish an overtime meal n_excluded empl . Agencies

shall maintain a record of all guest-meals furnished for this purpose. An excluded employee may

not claim reimbursement for an overtime meal or be furnished a meal free of charge if claiming per

work week qr her than work week gr 2 would be r ir hysically or mentally wor

with_approval of the appointing authority, may claim the actual cost of an arduous work meal up to
$8.00. Such meals should only be approved when it is clear that the work schedule is consistently
in_excess of a normal full time schedule. Occasional extra hours worked, consistent with the natureg

f an r than Work Week Group 2 work schedule, do not m he criteria for Extended Arduou

Wark Meals,
{b) Business-Related Meals. When-itis-neecessary

- 85584 -8 EET g 5 : : g A
I i i j . This section is intended to allow an agency to
reimburse employees for meal expenses in the limited number of instances whereg they are required
10 incur such expenses in_connection with the conduct of official state business with a person or

persons from gutside state qovernment,
When it is necessary for an excluded emplovee to conduct official state business during a
meal, he/she m reimbursed for actual meal expenses, su by a_recei h
maximums prescribed in Section 599.61 1). Claims must include the establishment, th
rsons in ndan he busin nducted and the reason why th iness h e
n rin meal period
in Is not_reim le when m | i with their own and
her mpl s n ate busin

{1} To claim reimbursement for a business-related meal, the circumstances surrounding

the meal must be beyond the control of the excluded employee and it must be impractical to

complete the business during normal working hours, such as:

(A} o conduct state business with a person or persons from outside state service when




{B} n rd or commission mesating whera a nce is man ry_and ther

n fournm ring th | period.

{21 Claims for meal expenses where business is incidental to the mea! or the attendance

of the excluded employee is primarily for public or community relations are specifically prohibited.

{c)Meals of Appointeas. Members of
non-salaried boards, commissions, and duly constitutad advisory committees may be reimbursed for
actual expenses up to the maximums praescribed in Section 599.619(a){H when attending board,
commission, and committes meetings. The restrictions of Section 599.616 do not apply. They
may not claim this if they are also claiming subsistence allowance while on travel status.

While on travel status other than attending board, commission or committee meetings,
appointees may be reimbursed for expenses prescribed in Section 589.619.

{d) Excluded employees of the Departmant of Forestry engaged in emergency fire
suppression activities may be reimbursed for actual meal expenses without regard to ary mileage
and time frame limitations_tg the extent that circumstances reasonably reguirg such an g;ggggig' n..
Emergency fire suppression activities are defined as actions taken under emergency conditions to
extinguish uncontrolled fires which threaten to destroy life, property, or resources.

{e) o-these-regulations—may-be-app ed-r-advanee-by-the-Departmer

Personnc-Administration— ncies operating faciliti r feeding officers, empl and offigial
may furni n _official meal to an emnl Agenci halt maintain a reco f all
meals furnished for this purpose. An empl may not claim reimbursement for a travel or

overtime meal that has been provided as a quest meal.
NOTE: Authority cited: Sections 3539.5, 19815.4(d), 19816 and 19820, Government Code.
Reference: Section 11030, Government Code.

599.624.1 Contracting for Meals and/or Lodging Expenses - Excluded Employees.

Appointin horities may enter into agreements with restayrants, hotels, and | in
stablishments for the furnishing of sisten o mplove elow the r rovided
in_these rules when such method of handling is advantageou h a hen_such agreem

illing_th e reqular itemized invoice.
{a} Group leaders who pav subsistence gxpenses for other personnel may claim
reimbursemen ubmittin vendor's invoice an list of nam f the employees whose

expenses were paid,



d ment may n laim reimbursement for those meal and lodging expenses per 599.619.
{c] The total payment under any such agreement shall not exceed the aparegate of the
sisten llowances otherwise claimable by the participating empl
19_1 individual's reimbursement shall exceed the rate(s) negotiated under the provisions

NOTE: Authority cited: Sections 19815.4(d), 19816 and 19820, Government Code. Reference:
Saection 11030, Government Cods.

599.625.1. Receipts-or-Vouchers - Excluded Employees.

An excluded employee is defined in Section 599.615({b).
{a) Receipts are required for each item of expense of $25.00 or more, As specified in this

ired for items of ex fl han $25.00, Receipts erveuehers shall
be submitted with claims for every item of business expense incurr while away from h
conducting state business except for actual expenses as follows:

(1) Railroad and bus fares of less than $25. 00 ~where-the-tares-are-available-in-published
toriffs—ond when_ travel is wholly within the State of California. —Hewever—;—veuehefs—mu-s!-be

{2} Street car, ferry fares, bridge and road tolls_local rapid transit svstem, taxi, shuttle or
hotel bus fares, and parking fees of less-than—$26-00 $1 0 orl for each continupus perio
rking or each i f transportation expense n in thi

(3) Leng-distancetTelephone, oF telegraph, fax or other busingss charges related to §1g1g
b_s_._g_u ings 2L$§_0_Q_o_e§m i

amount abovae.
{¢] _Reqardless of the exceptions in {a} above, the authority approving the claim and/or the

appointing power may require any additional verification, or information, he/she deemsg necessar

rmine that an expense was actually and reasonably incurred. _In the absence of satisfactory

xplanation no reimbursement shall be allowed. If there is reason to believe that inappro riate non-

10




NOTE: Authority cited: Sections 3539.5, 19815.4(d), 19816 and 19820, Government Code.
Reference: Section 11030, Government Coda.

§99.626.1 Tr ion Expenses - Excluded Em

{a) Transportation expenses consist of the charges for commercial carrier fares: private
 allowances: emergency repairs to state cars; overniaht and dav parking of

Provided the mode of transportation selected does not conflict with the needs of the agenc

.

fficer or | se a more expensive_for f transpo ion_ and be reimbursed at th

. ly m f transport for th n uall in i and shall ing!

only the expenses of traveling from one logation to another. Transportation expense at the travel
work location will be reimbursed based on the actual busin rans ion expenses incurre
while at the trave| location,

ic} Expen rising from travel between home or gar headquarters shall
llowed regard! f the employee’s normal mode of tran ion. When a trip is commenced ot

rminate laimant's home, the distance traveled shall b mputed from either his/her
hea rs or home, whichever shall result in the lesser distance.

Exceptions tg the above are:

{1} Wher h_expenses are incurred 1l back to work n itating more than on
ri he work location on a normal work day or by reason ¢of an il k or pre-schedulaed wor
on an employee's normal day off,

{2) When travel r from mmon _carrier commen rminates ona h
one hour after the reqularly scheduled work day or on a reqularly scheduled day off, distance may
be computed from the emplovee's residence in accordance with Section $99.631.

3 When the criteria in $99.626.2 for remote head rs arg mat,

{dl When an emplovyee's reqular work assignment_requires him/her to ro among two or

. more or work stations at differen raphic | io d he/she i instr d to repo a

11



{e} No reimbursement will be allowed for transportation expense when the emplovee uses
a_privatelyv-owned motorcycle or motor-driven c¢ycle in the conduct of state business.

£99.626.2, Rem arters - Excl mpl :
When the headquarters of ermanent, full-time employee is loca or more road mil
way fr he nearest residential area with available h ing, th inting power ma

authorize payment of expenses incurred by an emplovee in the use of a privately-owned vehicle to

mmu

{a) Th intin wer is requir maintain records with regard to [ ion of th
nearest residential area with available housing and amount of mil 0 id. An
reimbursement will terminate immediately upon the development of available housing within 50

iles of h r.

to the guantity of housing available and not to its quality or cost,
he emplovee's work headquarters by the most direct road route and not the actual miles driven,
{e} If an employee’s residence is not located in the designated residential area, but is more
than 100 miles roun g trip from his/her remote location hegdgg rters, he/she may bg rgtmgurggd for

{f} ments will be authorized only if the appointin wer hag determined that th
lo an ici i nt- r r_or van |

{a} Anempl wh ad rs is designa as rem nd who live
ionated residential area who is required to repo a work site other than headquarters for
icular nd who is required to use hi r own_vehicie shail receive payment for the round

rin from the designated residential area to the work site,
{h) An employee whose headquarters is designated ag remote and who lives less than 50

miles from headquarters, who is required to repo work site other than headquarters for a

12




designated area Qg; ves more than 50 miles from his/her heggg arters, who is required to rggfm to

work §ite r hea rs for a particular and wh ired hisfher own
vehicle shall recei ment for the actual round-trip distance by the most direct route, not {0
gxceed: ,
(1) The distance from the desianated residential area to the worksite, or
{2} he distance from_the employee's head r he work site, whichever is greater.

NOTE: Authority cited: Sections 19815.4(d), 19816 and 19820, Government Code. Reference:
Section 11030, Government Code.

599 627.1 Special Transportstion - Excluded Employees.

{a}) Whereiti horized and necessar hir .i | convevan utomobil
a full explanation ing the fa nstituting_the ne i hall mpany the expense claim,
{b) Commercial Automobile Rental.
_ . {11 Reimbursement will be for | and necessary costs of such rental when
u nti b ipt,. Where itis n r xtra_char r premium rental rates for

2} eimbursement will not be made for m waivar, Reimbursement will be ma
he officer or emplovee for any loss necessarily sustained by him/her n ving purcha such
waiver,
{¢) Where a privately own icvcle is used in the conduct of official state business, the
mpl will llow laim 4 s per mil
TE: Authority gited: ions 19815.4 16 and 19 overnmen de. Referen
ion 11 vernm
599.628.1. Transportation by Aircraft - Excluded Emplovee

In the determination of fare or mileage reimbursement for transportation by airplane, the

point of origin and return shall be an appropriate airport facility serving the area of the employee’s

. residence or headquarters, whichever is most advantageous for the State.

13



[a) led Airline, Reimbursement of expen r tran lon heduled airlin

whned airer hall llowed wherg hefshe gbtained prigr approval of the f this form of
rans ion from his/her department. If an emplovee i ilot, he/she must satisfy th
1 ificate of current insurance in an amoun
liability,
{21 ifi of current insurange in an amount of not less than $1
incident,
{31 imbursement for th e of the emplovee's privately-owned aircraft shall
r f n mil laimg for reimbursem for privately- ircraf
xpen m include the civilian airplane license number and the name of each fficer;
mpl ; or boar mmission, or authori ember trans n the trinp. No reimbursement of
ion expen will be allow ny employee while a pagsenger in any airplane operated by
another officer, emplovee gr member. .
{A) istan hal mpu is of sh st air route from oriqi
irwavs whenever possible, Distance shown on ¢laim shall be ¢learly marked ™Air
Distance.”
(Bl When the trip is limited solely to state business and the "Air Distance” g¢annot
ratel omputed from origin ination, the department dir r ma horize
reimbursement for the actual cost of renting a plane,
{4] Reimbursementf e of a ren ircraft will for | and necessar
such rental when substantiated by a receipt.
{A} i rsement will be authorized only for the size and ircraft necessa

complete the assignment.
{5) When substantiated by a receipt, reimbursement will ba made for actual and necessary

nses for landing and parking fees in connection with th f the aircraft. Reimbursemen
will not be allowed for storage or parking fees a location where the privately-owned aircraft i
normally stored. _
s i mp! is to act as pil d carry passengers he/she must, in
Federal Aviation Administration Requlations, have previousl e ified pilot, at leas
250 hours of actual flight as pilot in command of an aircraft,_and have logged, as a gertified priva .

ilot in command of an aircra t least 40 hours of actual flight within the preceding 12 months.
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Any emplo ilot wh arried or_intends ar assenqars ma required resen

mpanied by the traveler's flight coupon, in accordance with Section 52 1). _If no fligh

reqularly scheduled passenger aircraft, subiect to the following ¢onditions:

{1] Insurance shall be provided onl hose empl s who are direc o fly to fulfill
heir work requirements. Insuran overane shall not be provided when the use of a privately-own
ircraft i

h h vanta s to th
{2) lication for insurange shal bmi nd th

D ment of General Services, _
‘ - {3) Except as provided in subsection (4] below, the maximum limit of such insurance shall

be $15.000 in the case of death or dismemberment for each officer and emplovee.

{4) or exclud mpl efined in ion .619.1. th ximum limit for air
ravel insurance shall be 000 in the case of hordismmb.rmnfr ch officer an
employves.

TE: hority cited: Sections 19815.4 19816, and 19820, Governmen d
ference: ions 11 and 11030.5, Government Code.

599.629.1 Railroad Transportation - Excluded Employees.

{a} maore than_actual fare on_any transportation service, in accordange with the |
riff he time the trip was made, shall llowed. Special rates and round-trip rates shall
used whenever possible.
{b} Beimbursement for roomette or Pu|lmar{ accommodations will be allowed. Where it is
n sa usa Pullman accommodations more expensive tha m full explanatio
in facts constituting the official necessi alla ny the expens coun her
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{¢) Unused portions of railroad and sleeping car tickets are subject to refunds and all steps

neces ra refun n h_tick hall ken. .

id} ny unusual delay or a deviation from the shortest, usually travelled route shal
explained. -
{8l _Any expen related to ion will reimbursed in agccordance with Federal
migration and N lizatio rvice rul
il als incurred while on gvernight train travel will

houl n n the individual's expense claim.
NOTE: Authori ited: Sections 19815.4 19816 and 19820, Government Code. Reference:
Section 11030, Government Code.

599.631. Transportation by_Privately Owned Automobile-Excluded Employees.An-exeluded

{a)Where the exsluded employee is authorized to use a privately owned automobile on
official state business a the reimbursement rate ghall be ef-_up to 24 cents per mile wil-be-atlowed .
without certification and up to 30 cents per mile with certification_that the cost of operating the ‘
vgh1g e meets O x gggdg Ibﬁ rate claimed.. Claims for reimbursement fgr private vehicle expenses

commission or authority member transported on the trip. No reimbursement of transportation
expense shall be allowed any passenger in any vehicle operated by another state officer, emplovee

fransportation.
{2) When a trip is commenced or terminated at a claimant's home on a reqularly
scheduled work day, the distance travelled shall be computed from either his/her residence or

adqau rs, whichever shall result in the lesser distance exce s provided_in 599.,626.1
3 owaever, if the employee commences or terminates travel on a regularly schedule

day off, mileage may be computed from his/her residence,
{b) Where the exeluded employee's use of a privately owned automobile is authorized for

travel to or from a common carrier terminal, and the automobile is not parked at the terminai during '
the period of-absenee travel, the employee may claim double the number of miles between the
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terminal and the employee's headquarters or residence, whichever is less, at a rate as defined in
Section 599.631(a), while the employee occupies the automobile for the distance between the

terminal and his/her residence or headquarters. If the employee commences or. terminates travel
one hour before gt after his/her regularly scheduled work day, or on a regularly scheduled day off,
mileage may be computed from his/her residence. if-tho-employeo-terminates-travel-one-houroafter

hiad id
‘(c) Al ferry, bridge, or toll road charges will be allowed with any required receipts.
{d) Al necessary parking charges while on state business will be allowed,_with any
required receipts, for:

(1)  Day parking on trips away from the headquarters office and excluded employee's
primary residence.

{2) Overnight public parking on trips away from the headquarters and excluded
employee’s primary residence, except that parking sheuld ghall not be claimed if expense-free
overnight parking is available.

{3} Day parking adjacent to either a headquarters office, a temporary job site or training
site, but only if the excluded employee had other reimbursable private or state automobile expenses
for the same day. An exeluded employee may not prorate weekly or monthly parking fees.

{e} Gasoline_maintenance and reutine-automobile repair expenses will not be allowed.

(f  The mileage reimbursement rates include the cost of maintaining liability insurance at
the minimum amount prescribed by a law and collision insurance sufficient to cover the reasonable
value of the automobile, less a standard deductible. When a privately owned automobile operated
by state officer, agent or excluded employee is damaged by collision or is otherwise accidentally
damaged, reasonable reimbursement for repair or the deductible to a maximum of $500.00 will be
" allowed if:

{11 The damage occurred while the automobile was used on official state business by
permission or authorization of the employing agency; and

{2) The automobile was damaged through no fault of the state officer, agent or
employee; and

{3) The amount claimed is an actual loss to the state officer, agent or employee, and is
not recoverable directly from or through the insurance coverage of any party involved in the
accident; and

{4} The loss claimed does not result from a decision of a state officer, agent or employee
not to maintain collision coverage; and

{5) The claim is processed in accordance with the procedures prescribed by the
Department of Personnel Administration.

{g) Specialized Vehicles. An exeluded employee with a physical disability who must
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operate a motor vehicle on official state business and who gan operate only specially equipped or

modified vehicles may claim a rate of 24 cents per mile without certification and up to 37 cents per .
mile with certification. Where travel is authorized to and from a common carrier terminal, as

specified in Section 592.631(b) the employee may compute the mileage as defined in Section

599.631(b}. Supervisors approving these claims must determine the employee's need for the use of

such vehicles.

NOTE: Authority cited: Sections 3538.5, 19815.4(d}, 19816 and 13820, Government Code.

Reference: Section 11030, Government Code.

599.633.1 Travel Reimbursements Whil Sick Leave, V ion, Other Paid

i ime Off (CTO) - I mpl
{a} When a state officer or gmgigygg is gran ;gg sick !ggve while away from his/her
empl laim reimbursement for | travel expenses not to exceed the maximums
rescribe h rules durin h_sick leave, for eriod not to exceed thre , _This tim
limitation mav b nded in_unusyal cas rov h intin wer, when either th

n sick leave and travel status in order mpl h ignmen .
{h} When fficer or emplovee i horiz ime off for vacati r CTOQ whil

{c) ha appointin wer may make ex ions for employees on lon rm_assignmen

for long term lodging expen nly that are incurred at the long term _location and will contin
during the employee’s absence.

NOTE: Authority cited: Sections 19815.4(d), 19816 and 19820, Government Code. Reference:
Section 11030, Government Code.

£99.633.1 Travel Reimbursements While on Sick Leave, Vacation, Other Paid Leave, or

ompensating Time Off (CTO) - Excluded Emplo

{a) h fficer or empl is gran ick feave while away from hi
headquarters for purposes of sta sin h pinting authority may approve such offi
employee to claim reimbursement for actual travel expenses not to exceed the maximums
d by these rule ring such sick leave, for riod n excead three days. This tim
limitation ma xtended in_unusual cases approved by the appointin wer, when either th .
mpl is unabl ravel, or wh mor nomical for the sta maintain the emplo
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n_sick leave and trav in order mpl h ign
{b] When fficer or empl ig authorized ti ff for vacation or CTO whil

vacation_gr CTQO shall not be paid.

(¢} The appointing power may make exceptions for employees on long term assignments

for lon rm_lodging expenses only that are incurs he long term location and will continu

599.635.1 _Attending Conferen nventions -Excluded Employe

{3l Under the direction of the Appointing Pow S onsored Conference or
onvention is planned and arranged by one or more state agencies for the benefit of the sta

nd/or outsid ies for the purpose of conducting S business. Specifically excluded is an

xpens waren f the public perception of s employee activities, and the gverall mission

of the event,
[11 _Meals. Meals that are determined to be an inteqral part of the conferen
rovi it th nference continue b nducted while the meal is served and gonsumed
nference planners m ntract for the conferen Is at reasonable meal rates and

rovided as of tha conference will be reimbursable in ordance with 599.61 Meal

rovided Il no laimed or rei r

e he lowest r ossible to a maximum of $11 n based only on those individual
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ho w mall nd the_nigh nsidering the distan n ration of their travel

defined in section 599.619, .
{b)} _Non-state sponsored conference or convention
{1) Atthe discretion of the appointing power, and if not included in a registration fee ot
herwi rovided, an i he restrictions in item emplovees ma reimbursed for

rtment and the costs incurr

{¢) Specifically excluded from this rule are:
{1 Meetings initiated by a department for emplovees of that same department,

{2) Conference meals that are secondary to the business being conducted, or that are
ional, or that ar nized for social pur )
{3) Anv activities or expenses related to recreation, sports, entertainment or tourism.

{4] Any expense for glcoholic beverages,

NOTE: Authority gited: Sections 19815.4(d), 19818, and 19820, Government Code. Reference:
Section 11030, Government Code. .

599.636.1 Return of Deceased Employees - Excluded.

When a state officer or emplovee dies while travelling on official state business, reimbursement may

laimed for al and reasonable expenses incurred in _tran ing, in state, the remains to th
1 f ial he amount necessa return the remains} or he_official headquarters of
laims for the reimbursement of such expenses shall submitted to th
rofler rson r nsible for payment of the fuper n h claim shall bear
ificatio h intin wer th mployee was travelling on official stat iness
he time of his/her death. Actual co f the following will nsidered necessary travel
xpen for which reimbursement will be m
{a) In_all cases, regardiess of mode of transportation:
{1) | r telegraph char for shipment arrangements
{2} ans ation_of the remains he funeral home and preparing the remains for
ghipment.
{b} When a portion of the shipment is by common carrier.
{1} Tran ion by common ¢arrier he receivin int nearest the official headqu rs .

or place of burial in the state where headquartered.
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ions 19849.3 and 19463, Government Code.

599.638.1 Expense Claim Form - Excluded Employees.

{a) No travel expense claim shal! be paid unless submitted on a Travel Expense Claim

andard Form 262 or soma other form roved he Controller. All expense claims shall b

itemiz mpanied by the necessary receipts and su in umentation and roved b
uthorized officer(s). is the responsibility of the officer approving the claim to ascertain the

necessity and reasonableness of incurring expenses for which reimbursement js claimed and that the

xpenses_claim re in compliance with these requlatigns.

ib) xpen lajms shall b bmi least once a month and not more than twice

ntil th al amount claimable ex s $10 or until Jun whichever occurs first. Travel

xpens laimed for July 1 and beyond must b a rate trave| expense claim from thos
laimed for Jun r earlier. Expense claims totaling | h 1 shall not be submitted or paid.
{c}  Each officer and employee making a claim for travel expenses must show the inclusive
f b trip for which allowan re_claim nd the tim e re and return. Time of
re an rn_means the time empl from or retur hi ¢ offi r, wh
vi n a trip or returning from a trip witho in he office, his/her home
{d} Each officer and employee must state the purpose of each trip for which reimbursement
laim r meal for which reimbursement is claim T i 2
9 1or
le} ach fficer and emplo must show his/her head
welling addr he Travel Expensg Claim. Empl laimin bsis xpen rsua

Section 599.619.1(b}{1) will show their hea arters address as th dress of their prima

dwelling,

{f}  Each claim for the payment of travel expenses shall contain a ification_ as_follows:
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r ify that th is a true statement of th vel expenses incurr me in

accordance w with Department of Personnel Administration regulations in the service of the State of .

liforni n i how re for the official f th f California
ri ited: Sectiong 19815.4 19816, and 1982 vernmen Referen
ion 11 Government Code
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~_PML 95-050 ATTACHMENT B
®

1996 EXCLUDED EMPLOYEE RELOCATION RULE

REVISIONS - SUMMARY

Attached are the proposed excluded employee rule revisions, Currently, the only rule dedicated to
excluded employees is 599.722. That rule will reflect the strikeouts and underscores of the revisions.
All other relocation rules are currently generic, applying to both represented and excluded employees.
The new rules that are completely underiined are based on the numerically cerresponding existing rule.
For example, 599.714.1 Scope - Excluded is based on the generic rule 599.714 Scope. This summary
will help you pick out the actual changes in those rules that are totally underscored.

This package does not contain rules that apply to represented employees or non-state employees such
as those being newly hired into state service.

599.714.1 - Scope - Excluded Employees

(a) Language added for clarification purposes.

(b) Establishes specific conditions under which the reimbursement of 100% of allowable

relocation expense is mandatory, adds new distance requirement of 50 miles plus old

commute, deletes obsclete 35 mile reference. Removes transfer after receipt of layoff
.notice from 100% mandatory reimbursement.

{c) Language changed for clarification purposes.

(d} Adds to the program the feature of partial to full reimbursement of relocation

expenses for those appointments that do not meet the criteria for mandatory 100%

reimbursement under revised (a) and (b), but are deemed by the appointing power to be

of sufficient benefit to the State to justify incurring some or all of the costs of the move.

Note: Additional management role in partial relo reimbursements:
-determination of which items and how much
-completion of detailed authorization for partial reimbursement
Additional administrative work on partial relos:
-somewhat higher level of review than 100% reimbursements
in matching claims with authorization

599.715.1 - Reimbursement of Miscellaneous Expenses-Excluded Employees
Minor language changes to accommodate receipt requirement {(current policy) and

establishes a time frame for incurring reimbursable expenses. Other edits for clarification
only.



599.716.1 - Reimbursement for Sale of a Residence - Excluded Employees

Adds clarification language to reflect current policy that commissions and fees will not
be paid to employee, members of household or spouse’'s employer. (current policy)

599.717.1 Settlement of a lease- Excluded Employees

(a) Provides 9 months to submit claim, no extension, previously 6 months with 3 month
extension of approved by DPA. (eliminates an exception process}

(b) Extends rule to include reimbursement to a maximum of 30 days penalty on a month-
to-month rental agreement if the State gave the employee insufficient notice of
relocation to avoid penalty. (new)

599.718.1 Expenses for Moving Household Effects - Excluded Employees

Loosens definition of household effects, gives appointing power discretion to approve
other items to be moved with household goods. Appointing power may approve weight
over 11,000 lbs up to 23,000. Establishes maximum allowable state paid weight at

23,000 Ibs.

Note: Adds flexibility to move items not among the list of "household goods™,
which adds another type of exception (will revise 256)

599.719.1 Reimbursement for Moving Household Effects - Excluded Employees

Restricts movement of household goods to no more than 50 miles beyond the new
headquarters and no out of state or out of country moves unless approved by apptg.
power.

{a) Increases valuation for insurance, Provides that additional weight in excess of 11,000
Ibs may be approved by the appointing power, to a2 maximum of 23,000 lbs. {(currently
delegated)

(b) Increases rate at which a commercial quote is required for a self move in a
commercial vehicle from $300 to $1000, reduces number of commercial quotes from 3
to 1

{c) Adds option of ciaiming the State mileage rate if moving househald goods exclusively
in one's own private vehicle.

(d} Adds time limit for submission of claims.

Note: provides employer discretion on moves beyond headquarters,
greater employee flexibility on seif moves, places exception process
at department level.

SPECIAL NOTE REGARDING PARTIAL REIMBURSEMENTS:
If only a portion of the cost of the movement of household goods is going to be




reimbursed, the department must not issue the STD 255, Moving Service Authorization.
The employee is required to incur the expense of the movement of household goods and
hen submit a receipted claim for reimbursement. The Moving Service Authorization form
tells the movers that the State will pay.the moving bill directly; no payment is required of
the employee, except for disallowed items or excess unapproved weight. Thus, the form
should only be issed for moves that require 100% reimbursement and for those others
that the department has committed to pay 100% of the cost of moving the household
goods.

599.720.1 Reimbursement for Movement of a Mobile Home

Increases $2,000 limit on tear down and set up to $2,500; may be exceeded by
exception of Appointing Power.

Allows for separate shipment of household goods if most economical method.
Provides for reimbursement of gas receipts on self move.

Adds time limit for submission of claims.

599.722 Relocation Subsistence and Mileage Reimbursement - Excluded Employees

By reference to 599.619, for meal and lodging reimbursements, this rule eliminates non-
receipted lodging rate of $24.99 accompanied by full meal/incidentals.

In order to claim full meals, a lodging receipt must be submitted for lodging expenses.
Otherwise, the noncommercial rate may be claimed.

Clarifies "permanent residence”.

: .provides for up to 30 days extension after 60 days of meals and lodging while looking
for a permanent residence at the new location, providing the employee has not claimed
the dollar equivalent of 60 days full meals and lodging;
provides for up to 14 days meals and lodging for pre-move house-hunting, on employee’s
own time; number of days reimbursed to be deducted from the 60 days after move.

599.724.1

minor clarification language only.
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o PML 95-050 ATTACHMENT B
DEPARTMENT OF PERSONNEL ADMINISTRATION

Article 7. Moving and Relocation Expenses

599,714.1  Scope - Excluded Emplovees.

hange his/her pl f residence, such officer, agent gr emplo shall receive reimbursement of
i r actual an ary moving and rel ion expenses ingurr him/her bo fore an
fter and by r n h chan f residen biec he provigions and limitations of thi

article.

[1s)] For th rposes of this article, a move occurs on th fficial 1 in h
nsw h rs, and when a change in residence is reasonabl required. Relocation shall
paid, when the following conditions are met:

. {11 The officer's or employee's officially designa headquarters is changed for th
dvanta f th which inciudes the following: .

Al r ion offer n ointin hori nu includin
hat the empl uld make through transfer, reinstatemen reemployment eligibility; or

{Bl n_involun ransfer initiated by and at the discreti he intin hori

{C) ny involuntary transfer required o affect a mand reinstatement following:

{1} _  terminatign of a career executive or exempt appointment
{ll}  leave of absence
MYy rejection from pr i0
{D) ny involun ransfer require ffect a manda in ment followin
expiration or involuntary termination of a temporary appointment, limited term appointment or
training and development assignment when;

i the employee did not relocate to accept the appointment or assignment, or
JILVN he empi did relo State expens he _appointmen
assignment.
i2) The move must be a minimum of 50 miles plus the number of miles between the old



(3) locations_that meet the above criteria will be fully reimburs he extent an .
limitations in thi icle.

e}
ransfers or permissgive reing nts, wi r_ without a salary in in respons eneral
requests which ify that moving an location expenses will n id, or for any non-

hich i imarily f nefi he officer or empl

imbur HLor f th ual reasonable_and necessary rel ion_expen rovided in thi

as difficul fill use of anding qualifications of the appointee, or d o unusual and

unavoidable hardship to the emplovee by reagon of the chanae of residence.
al iong th his criteria shall be reimbur nly for the items in thi
icl ecifically authoriz he appointing power and may be subiect to further limitations
designated by the appointing power.
{2) on rmination that any reimbursement will be made, the ointing_power
(A} Determine which provisions will apply to the relocation and establish any additional .

limitation

{B} ify the employee, in writin f ific_allowable reimbursements prior to th
move.

{e) Requirements and limitations specified in_this article may not be waived or exceeded
by the appointing power,

{f} Unauthorized relocation expenses and relocation expenses incurred prior to receipt of

written noti lowable relocation expens re the responsibilj f the empl .
Tc: Authority cited: Sections 19815.4 198 nd 1 vernmen g. Referen
i 19841 vern

599.715.1. Reimbursement for Miscellaneous Expenses - Excluded Employees.
n officer or emplo who is require hange his/her pl of residence acgordin

Section 599.714.1 mav receive reimbursement for up to $200 for miscellaneous expenses upon
mittal of mentation of the ment of all such expens n ification that the expens

were rela issolution of the gld household and/or the e lishment of a new household an

ware not otherwise reimbursed.

N>




{a} Reimbursement for the installation and/or connection of apptiances or antennas

. ur after the change of residence shall Nowed provided no claim is made for installation

599.716.1 Reimbursement for Sale of a Residence - Excluded Employee,

{a) henever e officer gr empl

he officer or em a shall be reimbursed only for actual and negessar Ilin

u nti h ller's closin row statemen her inen ortiv men
eller’ ints are not eligible for reimbursement. Claims will include only those items which ar.
listed in the following subsection.

b Actual and necessary selling costs are:

Ji R Brgkerage commission; and

. 2 Title insurance; and

3} Escrow fees: and

4 Prepayment penalties: and

{8l X harges or fixed by local authgrity requir
the residence: and

{6} Miscellaneous seller om he are

{c] [.and _necessary sellin sts will bg reimbursed for th ion he dwellin
he emplovee actually occupies if the employee or officer owns and resi in_a_multi-famil
dwelling. '

1d} missi nd fees will n reimbursed i
emplovee's spouse or the spouse's employer, or to any member of the household,

le) lai r th le of a residence must be submi within two rs_following th

Reference: Section 19841, Government Code,
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inclu asts osits or fees.

(4l Reimbursement shall not be allowed if jt is determined that the officer or emplovee
knew or reasonably should have known that a transfer according to Section 599.714.1 was
imminent bef ring i e agreem

21 ims for lement of a | hall incl leas reement signed

] nd the | r,_and shall be itemized an mitted within nine months following the new
r in

{b} If an emp! is required under 5$99.714.1{a) to change his/her place of residen

and such notice to the emplovee is insufficient to provide the emplovee the notice period required
a month to month rental agreement, reimbursement ma taimed for the number of da
nal i he emplovee maximum of alendar .

al Reimbursement shall not be allowed for days that the empio fail

landlord r notification he emplover of the reassignmen .
2] laims shall be accompanied by a f the rental agreement, an itemized recei
h nalty and the name and r f the individual gor compan which the rental pena
has been paid.
lel reimbursement shall be made for forfeiture of cleaning or securi eposits, or for
repair, replacement or damages of rental pr
NOTE: hority_cited: ions 19815.4(d), 19816 and 1982 overnment Code. Reference:
icn 19841, Governmen e.

599.718.1 Expenses for Moving Household Effects - Excluded Employees.
(a) For the purpose of these requlations, household or personal effects include items such
as furniture, ¢lothing, musical instruments, household appliances, food, and other items which are

a neces r the maintenan f one h hol
(h)_Houssehold effects shall not include items connected to a for profit business, items from

another household, items that are permanently affixed he property being vacated or items th
would normall discard r recycl

At the discretion of the appointing power, other items may be considered househol

‘ ®




Section 19841 varnmen de.

head rs pl mil nl he intin hority determine a longer move is_in the

{al Wh mp] ains ommercial mover, _reimbursement for actual an
n incurred b mmercial mover under this_article for th king, insuran:
ne pick ran ion, storage-in-transit (not including warehouse handli harge
. when ire inter riff ne delivery, ynpacking, and ingtaliati he new location of
n employee's household effects shall llowed subj llowing:
1} Wei t h hold eff for which gx m reimbur hall n
kil 1 n

(2} Duration of storage-in-transit for which charges ma reimbursed shall n

{3} s at which reimbursement is allow hall X h inimum ra

4) f insurance for whi imbursem is allo hall n

{51 laims § ion he 1 0 und u imit will

ointing_authori maximum of 00 pounds, only when i n_determined th

nd deliveries may be made by the appointing power when it is reasonably necessary and in th

o 5



11 n f a truck or trailer from mmercial lishment, When included_in
h I h £ li ntal nitur ! i

r includin soli which results in the lowest cost; or

{2} Mil reimbursement at the rates provided in Section or 599.631.1
ncommercial privately-owned motor vehicles used in tran ing_the employee's househol
effects.
Reim ment for more than one tri he method ri in (b}{1) or {2 Vi

ha

cost of mogvement by a commercial household goods carrier.
{cl household goods are moved exclusively in the emplovee's personal vehicle,

reimbursement for mileage_mav be claimed at the State mileage rate. No other mileage or movin
xpen hall be allow

id) All claims for the reimbursement of the movement of household goods require .
receipts. Unl an eption _is gran he a inting_authori {aims shali be submitted no
later than 2 vears and 60 days from the effectiv of a intment or 15 days prior to voluntar

separation, whichever is first.
NOTE: Authority cited: Sections 19815.4(d}, 19816, and 19820, Government Code. Reference:

Section 19841, Government Code.

599.720.1 Reimbursement for Movement of a Mobile Home - Excluded Employees.
For the movement of a_mobile home whtgh contains the hoggghglg gffec;s of an gfflgg or

notification of relocation, reimbursement will be allowed as follows:

{8} Where transportation of the trailer coach is by a commercial mobile home transporter

nd _recei r mi

{11 F \ls, taxes, charges, fe r permits fixe h r_local authori
uired for the tran ation or assembly of trailer hes actually incurred by the emplovee.
{2) har for disassembly and assembly of the trailer, including but not limite
isassembly an sembly of trailer, skirts, awnin orch, the trailer coach itself and other

6




iscellanagus mented, itemized expenses rel he dissolution of the gld household and/or

. the establishment of the new household, up to $2,500 unless an exception is_approved by the
appointing power, .
13] imbursement will llowed for th al co d by voucher of ren
installati f wheels and axles necessar omply with requirements of Ch r

icle 1 of th lifornia_Vehicl

{51 imburs receiv nder thi i recludes an ditional reimbursemen
r mi | X nder i 1

[GH vement of the trailer rates not exceeding the minimum rates lish

7 Charges at P.U.C. minimum r obtain permits identified above;

{8 raqe-in-transit for ndar . minimum r

ne- ri mittin ling recei

el Reimbursement will n llowed f

(2] Purch f s_and materials e for th items necessar
minimum requirements of the California Administrative Code, Ti;leug§, Chapter 5.

12} Renairs including tires and tubes, and breakdown ig_ transit.

31 s sociated with maintenance or repair of the trailer coach.

4 sts for rate shipment of hold eff household goods carrier
nl i rmined 8 most economical method of tran

£ intmen 15 d rior 10 volunt ration, whichevar is first. No ngions wil

NOTE: Authority cited: Sections 19815.4(d), 19816, and 19820, Government Code_. Reference:
Section 19841, Government Code,



§99.722. Relocation Allewanee Subsistence Reimhursement and Mileage --Nonrepresented

Excluded Employees.
-{a) If eligible under Section 539.714(a), an officer or amployee shall be reimbursed for
actual lodging, supported by a receipt, and mea! and incidental expenses in accordance with and not -

to exceed the rates established in Section 539.619(a){1) and (2);—er-686-618{eHH—o+b8B-810{d}
while locating a permanent residence at the new location. A-reeeipt-ig—required-for-any-item-of
oxpense-in-exeess-of-$24-08-_ Emplo wh not furnish r

eimbur for noncommergial meals and noncommercial lodging in rdance with 593.619 A
rmanent residence i ically an abode that is purchased, or rented on a monthly basis, of

h rovides long-term living accommodations, wherg an ilities_are hooked u s, electric

able nd mail is delivered.
$24-68-

{1} Fhe-allowanreo Reimbursement may rot be claimed for mere-thar up to 60 days,

n_extension of u ays may be granted when the Directeroei-the Department
ef-Rersonnol-Administration- Appointing power has determined in advance that the delay of change
of residence will is a result in of unusual and unavoidable hardship-for circumstances that are
bevond the control of the officer or employee, and-determinred-tThe maximum allewanee
reimbyrsement to be received by said officer or employee ghall not exceed the equivalent dollar
amount of 60 davys of full meals, incidentals, and receipted lodging.

(2) Interruptions in refocation caused by sick leave, vacation or other authorized leaves
of absence shall be reimbursable at the option of the employee providing the employee remains at
the new location and is actively seeking a permanent residence.

(3) The relocation sllewanee subsistence reimbursement shall terminate immediately
upon establishment of a permanent residence. The departrent- appointing power shall determine

when a permanent residence has been established.

{4) artial d shall nt as full days for the purpose of computing the 60-da
(b Upon approval of the Appointing Power, meals and/or lodging Egxpenses, for up to
fourteen days, arising from trips to the new location for the sole purpose of locating housing shall

be reimbursed in accordance with Section 599.619(a}{1) and (2), or 599.619{c)(1}, or 599.619(d).

laims for reimbursement of meals/lodging expenses in this item are limited to those incurred after

receipt of formal written authorization for relocation and prior to the effective date of appointment.
8




The period claimed shall be included in the computation of the 60-day relocation period.

. {cl  Reimbursement for travel from the old residence 1o the new headauarters may be
laim ne w ne time and shall not ex he milea allowed in .631

Note: Authority cited: Section 3533.5, Government Code. Reference: Section 18841,

Government Code.

599.724.1 m laims for Moving and Relocation Expenses-Excl Empl
{a) The Department of Personnel Administration shall be r nsible for prescribin
: zlaims shall be
n_authorized forms, scheduled in the normal manner and submi hr ular_channal
h ntroller for ment. All claims u ntia invoices, recei r other

rran he offi r empl nd reimbur h
icl if the change in residence results in th lary of the officer or employee bein

a_different appointin wer._all allowable moving and relocation expenses shall b id b ‘h

{e) Wwh xceptions hav n granted n intin hori he wri
justification of those exceptions shall be maintained with the applicable claims.
NOTE: Authority cited: Sections 19815.4(d), 19816, and 19820, Government Code. Reference:
Section 19841 and 19842, Government Code.
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