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PERSONNEL MANAGEMENT LIAISONS

THIS MEMORANDUM SHOULD BE DISTRIBUTED TO:

Accounting Officers
Labor Relations Officers
Personnel Officers
Travel and Relocation Liaisons

FROM :

	

Department of Personnel Administration
Labor Relations Division

SUBJECT: 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
subsequent 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.

DATE: November 14, 1995
REFERENCE CODE : 95-050
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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,
each 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 require 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
procedures 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 afternoon 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 travel and relocation rules, contact Terris
Jordan at 324-9377 . Employee questions should be directed to their departmental travel
and relocation liaisons.

•

	

Rick McWilliam
Chief of Labor Relations

Attachments

•
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PML 95-050 ATTACHMENT A

• 1996 EXCLUDED EMPLOYEE TRAVEL RULE REVISIONS - SUMMARY

Attached are the proposed excluded employee rule revisions . If there Is currently an
excluded employee rule 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 1/1196 . 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 receipt requirement at $25 and more unless
otherwise 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-ciaimables 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 claiming 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 travel
(e) Provides short term out of country actual lodging and mealslnc . 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

0



599.623 - MISCELLANEOUS MEAL EXPENSES - EXCLUDED EMPLOYEES (revised)

	

•

(a) provides for the reimbursement of an "overtime" meal for other than WWG 2 employees
under certain circumstances
(b) clarifies 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, (previous $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.

599 .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 language 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 specifically 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 599.638)

clarification language.only
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OML 95-050 : ATTACHMENT A

•
DEPARTMENT OF PERSONNEL ADMINISTRATION

Article 2. Traveling Expenses

599 .615.1 Scope - Excluded Employees

bj It is the purpose of this Article to provide and define reimbursement for the actual and

necessary out-of-pocket expenses incurred by state officers emolovees and scents because of

travel on official state business Each state aaencv may determine the time and method of travel

location and lodaine Each State aaencv shall determine the necessity for travel and that such

travel re presents the best interest of the State Once the necessity and method of travel

	

location

and lodaina have been determined . reimbursement shall be governed by these sections . The

signature of the officer a pproving travel and payment is certification that the approving party has

authorized the travel that the expenses were incurred in order to conduct official state business and

that the items claimed are aporooriate and in keeoino with these rules . State aoencies shall not

have discretion to provide reimbursement at a lower amount unless such discretion is specifically

authorized by rule

	

Unless otherwise specified recei p ts are required for each item of expense of•

	

$25 .00 or more .

141 For the ouroose of regulations governing claims for reimbursement an excluded

emp loyee is : an employee as defined in Section 3527(b) of the California Government Code (Ral p h

C. Dills Act) : a non-elected officer or em ployee of the executive branch of government who is not a

member of the civil service.

NOTE: Authority cited : Sections 19815 .4(d), 19816 and 19820 . Government Code . Reference:

Section 11030 . Government Code.

599 .616 .1 Definitions —Excluded Em ployees.

For the ourooses of this Article, the followin g definitions will a pp ly:

I& Headquarters . Headouarters shall be established by the a ppointing power for each

state officer and employee and shall be defined as the place where the officer or em ployee spends

the largest portion of his/her reoular workdays or workino time or the place to which he/she returns

on completion of special assi g nments or as the De partment of Personnel Administration may define

in special situations.



in

	

Where an office buildin g or similar definite place constitutes the employee's '

headouarters no p er diem expenses shall be allowed at any location within 50 miles of said

headquarters as determined by the normal commute distance,

al

	

Where the major portion of an employee's working time is spent within a specifically

assioned or limited peonranhical area such as a patrol area or beat where the same routes are

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

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

distance,

In order to insure equity in special cases a gency heads may disre gard this subsection and

authorize individual claims based on subsection 111 of this rule.

21

	

In cases where adherence to the 50-mile limitation creates an unusual and unavoidable

h

	

rl h'

	

r

	

the officer or employee exce ptions may be granted by the appointin g power.

L41

	

Emoln ees on travel status for less than 24 hours may claim subsistence expenses

incurred before, durin g, or after the re gularly scheduled workday in accordance with Section

599,619.1(a).

Lb

	

Residence

	

A place of primary dwellin g shall be desi gnated for each state officer and

emolovee

	

A orimary dwelling shall be defined as the actual dwellin g place of the emolovee which

bears the most log ical relationship to the employee's headquarters and shall be determined without

regard to any other le gal or mailing address

	

However, if an employee is temporarily re quired to •

dwell away from his/her primary dwellin g place due to official travel away from headouarters and

said primary dwelling is either inhabited by his/her dependents or is maintained by the emolovee at a

net monthly expense in excess of $200 such dwelling place may be continued as the employee's

designated primary dwellin g .

LIJ,	No reimbursement for per diem or other subsistence ex penses shall be allowed on the

premises of an emofovee's primary dwellin g

(2)

	

An employee shall have only one dwellin g at which travel expenses are prohibited.

Qj

	

When an emolovee maintains more than one dwellin g, meeting the definition of

residence set forth in Section 549 .616 11b1 and the emolovee is re quired to officially travel to the

location of the secondary dwelling he/she may claim the noncommercial subsistence allowance

rates defined in Section 599.619.1 We

ki

	

Travel Expenses . Travel expenses include:

in

	

Meals and Lodg in g incurred as a result of business travel away from headquarters in

order to conduct State business

L2 ,	Transp ortation expenses incurred in order to conduct State business

M

	

Business Ex penses

	

Business ex penses consist of the char ges for business phone calls

and telearams% emer gency clothin g eguigment or supply purchases ; and all other charges necessary •

to the completion of official business

	

Any emergency purchase shall be explained . and if over $25

2



' approved h the de partment head de puty, or chief administrative officer.

must W Protective Services A member of the California Hiahwav Patrol assianed as provided

by Government Code Section 14615 may claim subsistence allowance for in-state travel as follows:

L11 If expenses are actually incurred by the em ployee as a result of traveling with the

protected individual exceed the maximum meal and lod ging rates authorized in 599 .619 for in-state

travel the em ployee may claim their actual expenses by providin g receipts.

(2) Any expense claim submitted under (1)must contain a certification by the

Commissioner of the California Highway Patrol namina the individual bein g protected and verifvinn

travel exr)enses were incurred while the claimant was assioned to protect said individual

that the IM Claims submitted under this section shall not be subject to the limitations of Section

599,616.1(a),

jf), Lon g Term Assig nment Any assignment of 31 days or more to a given location other

than headauarters A Lon g Term Assignments is ty pically given for a oroiect status job that

reavires the extender' oresence of an emolovee for a period in excess of 31 days but is not

considered permanent due to the tem porary nature of the assianment . the a ppointment, or

scheduled completion date of the oroiect The employee's return home for weekends or incidental

short term travel to another location does not break the continuity of a lon g term assi gnment.

Note: Authority cited : Sections 19815 .4(d), 19816, 19820(a) and 19849 .5, Government Code.

Reference : Sections 11030 and 14613 Government Code.

599.619 .

	

Reimbursement for Meals and`Lodaino-Excluded Employees.

The exeluded employee on travel status shall be reimbursed actual ex penses for lodging,

meals and incidentals expenses as provided in this section unless directed to travel under the

orovisions of 599 .624 .1 . Lodaina and/or meals provided by the state or included in hotel expenses

or conference fees or in trans portation costs such as airline tickets or otherwise orovided shall not

be claimed s reimbursement . Snacks and continental breakfasts such as rolls juice and coffee

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 only

when the traveler incurs expenses eempffab l e to these arising from the use of geed reasonable,

moderately priced commercial lodgin g and meal establishments, such as hotels motels bed and

breakfast inns restaurants cafes diners etc that catering to the general public . Lod ging recei p ts

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 assi gned to in one

.

	

location unless a eentinaatien an extension has been previously documented and approved by the

appointing power .

	

an employee reay ela~na the



In extendin g short term travel the a ppointing power shall consider the

expected remaining length of the travel assi m n .

	

•

Wt~ In computing reimbursement for continuous short term travel of more than 24 hours

and less than 31 consecutive days, the exeluded 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 de parture and return as follows.

(e) On the first day of travel on a tri p of 24 hours or more:

Trip begins at or before Gam :

	

breakfast may be claimed on the first day

Trip begins at or before 1 lam :

	

lunch may he claimed on the first day

Trio begins at or before 5 gm :

	

dinner may be claimed on the first day

fB1 On the fractional day of travel at the end of a tri p of more than 24 hours:

Trip ends at or after Elam : breakfast may be claimed

Trip ends at or after 2 pm: lunch may be claimed

Trio ends at or after 7 pm: dinner may be claimed

fractionalIf the

	

a includes an overniaht stav receioted lodging may be claimed No meal or

lodaina expense may be claimed or reimbursed more than once on any given date or durina any 24

hour period.

Caeh item of expense of $26 .00 BF FReFe must be substant iated W i 4h bY PFev i d ing 8

	

.LQP4e

f-fleimbursement shall be for actual expenses . at subject to the following maximum

rates :

+}►Meals :

Breakfast	 $ 5 .50

Lunch	 $ 9 .50

Dinner	 $17 .00

SuppIemeR Incidentals 	 $
r~

5 .
/

0

0
~/
0

T

	

~
TONl— TTT T TTTT T T TTTT TTTTTTT TTTT T T"'$3710

Receipts are not required for reg ular short term travel meals.

42} Lodging:

[A) Statewide, Re Feee ipie .TTTTTTTTTTTTTTT—Up"to $24.99

481 Statewide, with receipts	 Actual up to $79 .00 plus tax

If lodaing receipts are not submitted meal and lodaino reimbursement will be at the noncommercial

rates stated in (b) -below,

4



the astual east up to the FROM O FAUFF1 FeiFRIBUFSement f8F mea l s eF 'edging wi ll be pa i d PFOyided thhee

If

	

.

14 .1!31

	

In computing reimbursement for continuous travel of less than 24 hours,

hew-, the actual east ex penses up to the maximums in ICI above will be reimbursed ellewed for

the fellewiR@ breakfast and/or dinner and/or lodaina-wi4l-He

have been iRenrred in accordance with the followin g timeframes:

Travel be gins at or before 6 a .m. and ends at or after 9 a .m : Breakfast may be claimed.

Travel be gins at or before 4 p.m . and ends at or after 7 mm : Dinner may be claimed

If the trio of less than 24 hours includes an overniaht stay receipted lodaina may be claimed

No lunch or incidentals may be reimbursed on travel of less than 24 hours.

ore0 148Tom	 mow

tieket, 8F etheFWiSO PFeyided, !hot mea l sha ll net be e l a i med fOF Fe q FnbUFSOFReRt 89 a Fnea l expense-.

Ibl

estab lishments eateF:Ag ta the l ong teffn Y i s i teF. Re i MbUFsement she" be pa i d o n aeeeFdanee w i th

Noncommercial Travel.

Reimbursement for noncommercial subsistence will be authorized when the overnight traveler does

not submit a lod ging recei pt or does not stay in a commercial establishment but incurs expenses

arisino from the use of noncommercial facilities such as but not limited to house trailers and

camoino equipment or when stavina with friends or relatives, or in a secondary residence . An

employee may claim $24 .00 for meals and incidentals and $24 .00 for lodgin g for travel of 12 hours

up to 24 hours : either $24 .00 for meals or 424 .00 for lodaina for travel less than 12 hours.

oeye a m ass then 12 hOUFS i f one ef the fa llow i ng ex i stsi



lodaina will be authorized when the traveler incurs expenses in one location comparable to those

arising from the use of commercial establishments catering to the long-term visitor . Rem!

state shall not be claimed for reimbursement

Meals and/or lodaina

With a g oroval of the a000intino p ower

provided by the

and u pon

meeting the criteria in (3) below, an em ployee on Iona-term field assi gnment who is living at the

Iona term location may claim either:

11

	

Without receipts, $24 .00 for meals and incidentals

	

and $23:8624.00 for lodging for travel of 12 hours up to 24 hours ; either $23:.&024_00 for meals

	

•

or $2a:6024_00 for lodging for travel less than 12 hours-,4r

Q Reimbursement for actual individual expense substantiated by recei pts for lodaina

utili ty ass and electricity up to a maximum of $1130 per calendar month while on the long term

assignment, and

$10.00 for meals and incidentals without recei pts for each period of 12 to 24 hours:

$5 .00 for meals and incidentals for periods of less than 12 hours at the Iona term location

JIL To claim ex p enses under either (1) or (2) above the employee must meet the followin g

criteria :

LNI the employee continues to maintain a permanent residence at the primary

headauarters and

IM The permanent residence is occu pied by employee's de pendents or

JQ The permanent residence is maintained at a net ex pense to the em ployee exceedina

$200 per month.

M-1 The employee must submit substantiating evidence of these conditions to the

a000intino power in accordance with its reauirements.

ll Em ployees who do not meet the criteria to claim (1) or (2) above may claim $12 .00

for meals and incidentals and $12 .00 for lod ging for every 12 to 24 hours at the Iona term location s

$12 for meals OR lodging for periods of less than 12 hours at the Iona term location.



L51 With approval of the appointing power the reimbursement of Iona term lodging may

.

	

continue when the employee is away from the Iona term location on short term business travel or

other absences from that location as a pproved by the appointing authority,

(d) Out-of-State Travel . Ouyof-sTate travel is any travel outside the State of California for

the purpose of conductina 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)Hi . Failure to furnish

lodging receipts will limit reimbursement to the ledging noncommercial travel rate specified in

Section 599 .619{a)12!(A) JU.

680tieR 599-61 9(a), Long-term out-of-state travel will be reimbursed according to

Section 599 .6194W LQJ.

(e) Out-of-Country Travel . For short-term 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 def i Red On Seetien 599.61 Wall ; 1 subject to maximum rates in

accordance with the published Government meal and incidental rates for foreign travel for the dates

of travel . Failure to furnish lodging receipts will limit reimbursement to the lodging noncommercial

rate specified in Section 599 .619(a) 5 2)(A) J¢) . Long-term out-of-country travel will be reimbursed

according to Section 599 .619(a) through (c).

(f) Exceptions to reimburse in excess of the maximum lodaina rate cited in (a) of this rule

may be granted

adranee by the A ppointing Power only LQ

an emernenr or when there is no lodaina available at the State maximum rate or when it is cost

effective .

The Appointing Power shall document the reasons for each

exception and shall keep this documentation on file for three calendar Years from the date of the

exception.

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.

An exe luded emp l oyee m e def i ned O n Seetien 699 .615 (b) of these Fegulat i ene.

(a) Overtime Meals . When an employee assi gned to work week group 2 is required to

work overtime, he/she may receive an overtime meal allewanee reimbursement 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-hours of overtime worked-geFied . 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 a gewenee section.

In lieu of overtime meal reimbursement, a gencies

operating food service facilities may furnish an overtime meal to an excluded employee. 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 W

dierw travel meals

Meals for Extended Arduous Work, On those rare occasions when an emolovee who is in a

work week aroup other than work week crou p 2 would be required to physically or mentally work

10 hours (not including any breaks for meals) for an extended p eriod of time, the employee.

with approval of the appointin g authority may claim the actual cost of an arduous work meal up to

$8.00 . Such meals should only be a pproved 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 nature

of an other than Work Week Grou p 2 work schedule do not meet the criteria for Extended Arduous

Work Meals,

lb)

	

Business-Related Meals .

This section is intended to allow an agency to

reimburse em p loyees for meal ex penses in the limited number of instances where they are required

to incur such ex penses in connection with the conduct of official state business with a person or

oersons from outside state government

When it is necessary for an excluded emolovee to conduct official state business during a

meal he/she may be reimbursed for actual meal expenses supported by a recei pt up to the

maximums prescribed in Section 599 619(a)111 Claims must include the establishment the

persons in attendance the business conducted and the reason why the business had to be

conducted durina the meal period.

Business meals are not reimbursable when de partments call meetinas with their own and/or

other deoartment employees to conduct state business.

LU 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:

f_ql to conduct state business with a person or persons from outside state service when

availability of the person or persons is limited and it is im perative that business is conducted durin g

the meal period, or



L to attend a board or commission meetin g where attendance is mandatory and there is

is no adjournment during the meal period.

L7

	

Claims for meal expenses where business is incidental to the meal or the attendance

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

(c)Meals of Appointees . Members of

non-salaried boards, commissions, and duly constituted advisory committees may be reimbursed for

actual expenses up to the maximums prescribed in Section 599 .619(a)144 when attending board,

commission, and committee 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 599 .619.

(d) Excluded employees of the Department of Forestry engaged in emergency fire

suppression activities may be reimbursed for actual meal expenses without regard to iffy milea ge

and time frame limitations to the extent that circumstances reasonably re quire such an exce ption,.

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) Agencies operating facilities for feedin g officers, employees and official

guests may furnish an official guest meal to an emolovee Agencies shall maintain a record of all

guest meals furnished for this purpose

	

An employee may not claim reimbursement for a travel or

overtime meal that has been provided as a guest meal.

NOTE: Authority cited : Sections 3539.5, 19815 .4(d), 19816 and 19820, Government Code.

Reference : Section 11030, Government Code.

599.624.1 Contractin g for Meals and/or Lodaing Expenses - Excluded Employees.

Annointina authorities may enter into agreements with restaurants, hotels, and lodging

establishments for the furnishing of subsistence to state em ployees at or below the rates Provided

in these rules when such method of handling is advantaoeous to the State . When such a greements

are entered into the vendor may receive payment either from the emolovee a group leader or by

billing the State on a re g ular itemized invoice.

I& Group leaders who pay subsistence expenses for other personnel may claim

reimbursement by submitting a vendor's invoice and a list of names of the emolovees whose

expenses were paid .

9



12j Individuals who have s pecific meal and/or lodging expenses paid by the oroun leader or

denart ent may not claim reimbursement for those meal and lod ging expenses per 599 .619 . .

Jd The total payment under any such a greement shall not exceed the a ggregate of the

subsistence allowances otherwise claimable by the oarticipatina em ployees

Id N

	

individual's reimbursement shall exceed the rate(s) ne gotiated under the provisions

of this section or the maximum subsistence rates provided in these rules, whichever is less.

NOTE: Authority cited : Sections 19815 .4(d), 19816 and 19820, Government Code . Reference:

Section 11030, Government Code.

599 .625 .1 . Receipts OF Vauehers -- Excluded Employees.

An excluded employee is defined in Section 599 .615(b).

(a) Qecei^« are regui re for each item of expense of $25 .00 or more. As specified in this

rule, receipts are also reauired for items of ex pense of less than $25 .00 . Receipts eF veuehere shall

be submitted with claims for every item of business expense incurred while away from headauarters

conductina state business except for actual expenses as follows:

(1) Railroad and bus fares of less than $25 .00,

18646, and when travel is wholly within the State of California.

40iR, 1FOYe l by on,

	

uts*de ef the State emeept taxi eF hate ! bus MRS.

(2) Street car, ferry fares, bridge and road tolls .local rapid transit system taxi, shuttle or

hotel bus fares, and oarkino fees of less than $26 .90 $10.00 or less for each continuous period of

parkin g or each item of transportation ex p ense noted in this item

13) 6eng-d4taaee4jelephone, of telegraph, fax or other business charges related to State

business of $5 .00 or less . '

(b) 'A 08806 WheF8 Mee i pts eannat be ebta ined OF have beeA	 FReF1 ' -0 that

In the

absence of a receipt, reimbursement shall be limited up to $24,88 the non-recei gted

amount above.

(c)

	

Regardless of the exceptions in (a) above the authority ap proving the claim and/or the

appointin g power may require any additional verification or information . he/she deems necessary to

determine that an expense was actually and reasonably incurred .

	

In the absence of satisfactory

explanation no reimbursement shall be allowed .

	

If there is reason to believe that ina ppropriate non-

10



re

	

•

	

ensec have been claimed receipts may be reouired for each item of expense listed

.

	

above for future travel.

NOTE: Authority cited: Sections 3539 .5, .19815.4(d), 19816 and 19820, Government Code.

Reference : Section 11030, Government Code.

599 .626.1 Transportation Exoenses - Excluded Em ployees

ig Transportation expenses consist of the charges for commercial carrier fares : private

car mileage allowances* emergency re pairs to state cars ; overni ght and day oarkina of state or

privately-owned cars* brid ge and road tolls• necessary taxi bus or streetcar fares : and all other

charges essential to the transport from and to the official headquarters while on authorized state

business.

W Reimbursement will be made only for the method of trans portation which is in the best

interest of the State considerino both direct ex pense as well as the officer's or emplovee's time

Provided the mode of transoortation selected does not conflict with the needs of the a gency, the

officer or emolovee may use a more exoensive form of transoortation and be reimbursed at the

amount required for the least exoensive mode of travel that is in the best interest of the state Both

modes of trans portation will be shown on the travel claim with reference to this section A cost

comparison shall be com pleted and attached to the claim Cost comparisons shall include only the

least costly methods of trans port for those expenses actually beina substituted and shall include

only the ex penses of travelina from one location to another . Transoortation ex pense at the travel

work location will be reimbursed based on the actual business trans portation ex penses incurred

while at the travel location.

W Expenses arising from travel between home or gara ge and headauarters shall not be

allowed regardless of the em ployee's normal mode of transoortation When a trio is commenced or

terminated at claimant's home, the distance traveled shall be com puted from either his/her

headauarters or home, whichever shall result in the lesser distance.

Exceptions to the above are:

j11

	

Where such ex penses are incurred by call back to work necessitatin g more than one

trio to the work location on a normal work day or by reason of any call back or pre-scheduled work

on an emplovee's normal day off .

L U When travel to or from a common carrier commences or terminates one hour before or

one hour after the reaularly scheduled work day or on a reaularly scheduled day off distance may

be computed from the emplovee's residence in accordance with Section 599 .631.

(3)

	

When the criteria in 599 .626.2 for remote headauarters are met.

IOL When an em ployee's regular work assi gnment requires him/her to rotate amon g two or

more posts or work stations at different geographic locations and he/she is instructed to re port to a

11



designated post, the reimbursable distance from his/her home to the desionated post and return

shall be limited to that which exceeds the round tri p distance from his/her home to his/her

desianated headauarters Reimbursement shall be computed at the rate set forth under Section

599 .631.

Lo

	

No reimbursement will be allowed for transoortation expense when the emplovee uses

a privately-owned motorcycle or motor-driven cycle in the conduct of state business.

NOTE: Authority cited : Sections 19815 .4(d) . 19816 and 19820 Government Code

	

Reference:

Section 11030 . Government Code.

599 .626.2 .

	

Remote Headauarters - Excluded Employees.

When the headauarters of a permanent . full-time emp lovee is located 50 or more road miles

one way from the nearest residential area with available housina, the a ppointing power may

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

commute.

W

	

The appointin g power is required to maintain records with regard to the location of the

nearest residential area with available housina and amount of mileag e to be paid . Any

reimbursement will terminate immediately upon the development of available housin g within 50

miles of the headauarters . •

JbI

	

Reimbursement will be at the rate provided in Section 599 .631 (b) for distance driven

and authorized in accordance with this rule and beina in excess of 100 miles round tri p .

W

	

The term "available housing' as used in this subsection is intended to relate primarily

to the quantity of housin g available and not to its guality or cost.

14L

	

Distance will be com p uted from a location within the selected nearest residential area

to the employee's work headauarters by the most direct road route and not the actual miles driven.

W

	

If an employee's residence is not located in the designated residential area, but is more

than 100 miles round trip from his/her remote location headauarters, he/she may be reimbursed for

travel from his/her residence or from the selected location within the designated residential area,

whichever is less.

M

	

Payments will be authorized only if the appointing power has determined that the

employee cannot oarticioate in a de partment-s ponsored car or van cool.

W

	

An employee whose headauarters is desig nated as remote and who lives in the

designated residential area who is re quired to re port to a work site other than head quarters for p

particular day, and who is required to use his/her own vehicle shall receive pavment for thB round

trio from the desi g nated residential area to the work site.

L,

	

An employee whose headauarters is desig nated as remote and who lives less than 50

miles from headauarters who is required to report to a work site other than headquarters for a

12



oarticular day, and who is reauired to use his/her own vehicle shall receive payment for the round

•

	

trio from his her own residence to the work site or his/her headauarters to the work site whichever

is less•

fl],

	

n emolovee whose headauarters is desi gnated as remote who does not live in the

designated area but lives more than 50 miles from his/her headauarters who is reauired to re p ort to

work site other than headauarters for a oarticular day and who is reauired to use his/her own

vehicle shall receive payment for the actual round-trio distance by the most direct route not to

exceed*
LU The distance from the desi gnated residential area to the worksite or

a2

	

The distance from the employee's headauarters to the work site whichever is g reater.

NOTE: Authority cited : Sections 19815 .41d1, 19816 and 19820, Government Code . Reference:

Section 11030, Government Code.

599,627.1 Soeciel Transoortation - Excluded Employees.

W Where it is authorized and necessary to hire special conveyances exce pt automobiles

a full explanation statino the facts constitutin g the necessity shall accom pany the expense claim

JU Commercial Automobile Rental.

•

	

M Reimbursement will be for actual and necessary costs of such rental when

substantiated by a receipt Where it is necessary to oav extra charges or premium rental rates for

a larger vehicle or one that is s pecially eoui pped a full explanation shall accompany the expense

claim . Reimbursement of the additional ex penses shall be subject to gogroval by the armointina

power .

L21 Reimbursement will not be made for a dama ge waiver Reimbursement will be made

to the officer or em ployee for any loss necessarily sustained by him/her not havin g Purchased such

waiver .

k, Where a orivately owned bicycle is used in the conduct of official state business the

emolnvee will be allowed to claim 4 cents per mile

NOTE Authority cited Sections 19815 41d1 19816 and 19820 Government Code Reference:

Section 11030, Government Code.

599 .628 .1 . Transoortation by Aircraft -Excluded Emplovees

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



J& Scheduled Airline . Reimbursement of expenses for transportation by scheduled airline

shall he at the current contract rate* except that when the employee's actual airfare is lower the

	

.

lower amount shall be reimbursed Claims for reimbursement of hig her fares or extra charges for

transportation by scheduled airline may be allowed if accom panied by a full explanation statin g the

facts constitutin g the official necessity, and approved by the a ggointing power,

LbI Privately-Owned Aircraft . A claim of an employee for trans portation by orivately-

owned aircraft shall be allowed where he/she has obtained prior approval of the use of this form of

transportation from his/her de partment If an employee is to act as pilot he/she must satisfy the

followino insurance reouirements:

1]), certificate of current insurance in an amount of not less than $50 .000 per person

liability,

jl certificate of current insurance in an amount of not less than $1 .000.000 liability per

incident,

MI

	

Reimbursement for the use of the em ployee's privately-owned aircraft shall be made

at the rate of 50 cents per statute mile . Claims for reimbursement for privately-owned aircraft

expenses must include the civilian airp lane license number and the name of each state officer:

emolovee: or board, commission, or authority member transoorted on the trio .

	

No reimbursement of

transportation exoenses will be allowed any emolovee while a passenger in any airplane operated by

another officer, em ployee or member.

JL

	

Distance shall be com puted on the basis of shortest air route from ori g in to

destination. usino airways whenever oossible . Distance shown on claim shall be clearlv marked

Distance ."

fBB

	

When the trio is limited solely to state business and the "Air Distance" cannot

accurately be com puted from origin to destination . the department director may authorize

reimbursement for the actual cost of rentina a plane.

J41 Reimbursement for use of a rented aircraft will be for actual and necessary costs of

such rental when substantiated by a recei pt.

L, Reimbursement will be authorized only for the size and ty pe aircraft necessary to

complete the assignment.

JU

	

When substantiated by a recei pt . reimbursement will be made for actual and necessary

expenses for landino and oarkina fees in connection with the use of the aircraft . Reimbursement

will not be allowed for storage or oarkina fees at the location where the privately-owned aircraft is

normally stored.

&I

	

If an employee is to act as pilot and carry passengers he/she must, in addition to

Federal Aviation Administration Reaulations, have oreviously loaned as a

	

certified pilot,

	

at least

250 hours of actual flight as pilot in command of an aircraft, and have logged, as a certified private

pilot in command of an aircraft at least 40 hours of actual flight within the preceding 12 months.

14



Any employee pilot who has carried or intends to carry passencers may be reauired to present

•

	

his/her loo book substantiating that he/she meets the requirements Passenner shall be defined as

any person other than the pilot traveling in the aircraft . An emolovee pilot who carries a oassenaer

but fails to meet the above qualifications shall not be reimbursed for transoortation ex pense

kd Payment of Fare Payment for transportation by aircraft may be made by (1) cash (2)

credit card or (3) ticket order . When oavment is made by cash the travel expense claim must be

accompanied by the traveler's flight coupon in accordance with Section 599 .625(a)(1) . If no fliaht

coupon was issued as may be the case with chartered or private aircraft a formal recei pt must be

submitted If oavment was made by credit card or by ticket order, this should be noted on the

travel expense claim.

f41 Air Travel Insurance . Any state agency may insure its officers and em ployees against

siury or death arisina from aircraft accidents incurred while flyin g on state business in other than

regularly scheduled passen ger aircraft . subject to the followina conditions:

L1 J, Insurance shall be provided only to those em ployees who are directed to fly to fulfill

their work requirements Insurance coveraoe shall not be orovided when the use of a privately-own

aircraft is for point-to-point transoortation and is a voluntary res ponse from the emolovee even

though such use may be advanta geous to the State.

0 Apolication for insurance shall be submitted to, and the insurance procured by. the

Department of General Services.

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 emolovee.

f~4 , For excluded emolovees . as defined in Section 599 .619.1 . the maximum limit for air

travel insurance shall be $50 .000 in the case of death or dismemberment for each officer and

emolovee.

NOTE: Authority cited : Sections 19815.4(d). 19816. and 19820. Government Code.

Reference : Sections 11030 and 11030 .5. Government Code.

599 .629.1 Railroad Trans portation - Excluded Emalovees.

W No more than actual fare on any transoortation service, in accordance with the latest

tariffs at the time the trio was made . shall be allowed.

	

Special rates and round-trio rates shall be

used whenever possible.

LU

	

Reimbursement for roomette or Pullman accommodations will be allowed. Where it is

necessary to use Pullman accommodations more expensive than a roomette a full explanation

statina the facts constitut(na the official necessity shall accomoanv the ex pense account together

Is

	

with a recei pt .

15



W

	

Unused portions of railroad and sleep ing car tickets are subject to refunds and all steps

necess

	

to

	

cure refunds on such tickets shall be taken •

01

	

Any unusual delay or a deviation from the shortest usually travelled route shall be

explained.

igj

	

Any expenses related to de portation will be reimbursed in accordance with Federal

Immigration and Naturalization Service rules

if]

	

Maws incurred while on overni ght train travel will be reimbursed in accordance with

Section 599 .619.

igj

	

Tickets for rail transportation or Pullman accommodations may be purchased by the

individual

	

by credit card

	

or ticket order .

	

If purchased by credit card or by ticket order. this fact

should be noted on the individual's ex pense claim

NOTE: Authority cited : Sections 19815 .4(d) . 19816 and 19820. Government Code .

	

Reference:

Section 11030 . Government Code .

599.631 .

	

Transportation by Privately Owned Automobile-Excluded Employees .AA exeluded

(a)Where the exekided employee is authorized to use a privately owned automobile on

official state business a the reimbursement rate has II be of UD to 24 cents per mile wiu beaNewed

without certification and up to 30 cents per mile with certification that the cost of o perating the

vehicle meets or exceeds the rate claimed . . Claims for reimbursement for private vehicle expenses

must include the vehicle license number and the name of each state officer, employee or board

commission or authority member transported on the trio No reimbursement of transportation

expanse shall be allowed any passenger in any vehicle operated by another state officer, em ployee

or member.

payment of th i s a llawanee by a state ageRey wheFe the DepaOrAeRt FOasanab l y be lieYes that PFOpe

LU Expenses arising from travel between home and head guarters or garage shall not be

allowed exce pt as provided in 599,626.1 (cl or 626 .2. regardless of the employee's normal mode of

transportation.

0 When a trip is commenced or terminated at a claimant's home on a regularly

scheduled work day the distance travelled shall be computed from either his/her residence or

headquarters whichever shall result in the lesser distance exce pt as provided in 599 .626.1 (c)

L:U However if the employee commences or terminates travel on a re gularly scheduled

day off, milea ge may be computed from his/her residence.

(b) Where the eaeleded 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 terminal during

16

the period of-absaraee r vel, the employee may claim double the number of miles between the



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 or after his/her regularly scheduled work day, or on a regularly scheduled day off,

mileage may be computed from his/her residence.

11 0 6,1118F Fegu !aF!Y 60

	

_ R

(c)

	

All ferry, bridge, or toll road charges will be allowed with any re quired recei pts.

(d) All necessary parking charges while on state business will be allowed, with any

required recei pts, 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 sbeald shall 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 eeeluded 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 :

(1) 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 exekfded employee with a physical disability who must

17



operate a motor vehicle on official state business and who can 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 599 .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 3539 .5, 19815.4(d), 19816 and 19820, Government Code.

Reference : Section 11030, Government Code.

599.633 .1 Travel Reimbursements While on Sick Leave Vacation Other Paid Leave or

Compensatin g Time Off (CTO) - Excluded Emolovees.

b I When a state officer or em ployee is granted sick leave while away from his/her

headquarters for ourooses of state business the a ppointing authority may a pprove such officer or

employee to claim reimbursement for actual travel expenses not to exceed the maximums

prescribed by these rules durina such sick leave for a period not to exceed three days This time

limitation may be extended in unusual cases a pproved by the annointino power when either the

employee is unable to travel or when it is more economical for the state to maintain the emolovee

on sick leave and travel status in order to com plete the assignment

LU When a state officer or em ployee is authorized time off for vacation or CTO while

away from his/her headauarters on state business reimbursement for travel ex penses durin g such

vacation or CTO shall not be paid.

kI The appointing power may make exceptions for employees on Iona term assi g nments

for Iona term lodgin g expenses only that are incurred at the Iona term location and will continue

durina the em ployee's absence.

NOTE: Authority cited : Sections 19815 4(d)19816 and 19820, Government Code . Reference:

Section 11030. Government Code.

599.633.1 Travel Reimbursements While on Sick Leave Vacation Other Paid Leave or

Compensating Time Off (CTO) - Excluded Employees.

W When a state officer or em ployee is granted sick leave while away from his/her

headquarters for purposes of state business the appointing authority may approve such officer or

emolovee to claim reimbursement for actual travel expenses not to exceed the maximums

prescribed by these rules durina such sick leave for a period not to exceed three days This time

limitation may be extended in unusual cases a pproved by the appointing power, when either the

	

•

employee is enable to travel or when it is more economical for the state to maintain the emolovee

18



on sick leave and travel status in order to com plete the assi gnment

j,¢1 When a state officer or em ployee is authorized time off for vacation or CTO while

away from his/her headquarters on state business reimbursement for travel ex penses during such

vacation or CTO shall not be paid.

Ld The a ppointing power may make exceptions for employees on Iona term assi gnments

for Iona term lodaina expenses only that are incurred at the lon g term location and will continue

durina the employee's absence.

NOTE: Authority cited : Sections 19815 41d1 19816 and 19820 Government Code Reference:

Section 11030 . Government Code.

599 .635 .1

	

Attendina Conferences. Conventions -Excluded Employees

For the purposes of this rule a conference or convention is a meetin g , with a formal a g enda, of

persons to discuss or consult on s pecific work related subiects with the purpose of exchanaina

views, providina lecture or dialo gue or providina or nainina skills and/or information for the good of

the State.

LL

	

Under the direction of the A ppointing Power, a State Sponsored Conference or

Convention is p lanned and arran ged by one or more state a gencies for the benefit of the state

and/or outside parties for the purpose of conductina State business . Specifically excluded is any

event, meeting or gathering initiated by a state aaencv for dissemination of information to its own

dep artmental em ployees. Costs and reimbursements for State Soonsored conferences are subject

to the exclusions in 1c1 below. Approval for any individual employee's attendance or p articipation in

a State Soonsored conference is at the sole discretion of the a ppointing authority, In planning and

contractina any State sponsored conference . consideration is to be given to State-owned facilities

and inter-aaencv meeting facilities responsible scheduling cost effective lodaina and meal

expenses, awareness of the oublic perception of state employee activities, and the overall mission

of the event.

j1

	

Meals . Meals that are determined to be an inte gral part of the conference may be

provided if the conference continues to be conducted while the meal is served and consumed.

Conference olanners may contract for the conference meals at reasonable meal rates and such costs

may be included in re gistration fees for the event . Meals not included in registration fees or not

provided as part of the conference will be reimbursable in accordance with 599 .519 . Meals

provided shall not be claimed or reimbursed

ll Lodging. Lodging may or may not be negotiated as a part of the conference package,

•

	

When it is a ppropriate to contract for lodging, rates will be negotiated in the best interest of the

State . at the lowest rate possible to a maximum of $110 . and be based only on those individuals

19



who would normally s pend the niaht considerina the distance and duration of their travel status as

defined in section 599.619.

j¢1

	

Non-state sponsored conference or convention

in At the discretion of the a ppointing power and if not included in a re gistration fee or

otherwise provided and subject to the restrictions in item (c)emolovees may be reimbursed for

actual meals and lodaina ex penses included in the conference su pported by recei pts Meals and

lodaina not contracted for the event shall be reimbursable at the rates set forth in 599 .619.

221 At the discretion of the ap pointing power . but in accordance with (c) below, re gistration

fees may be reimbursed totally or in part, based on the State interest bein g served the needs of the

department and the costs incurred.

W Specifically excluded from this rule are:

M Meetings initiated by a department for emolovees of that same de partment.

L

	

Conference meals that are secondary to the business being conducted or that are

optional . or that are orannized for social purposes.

!31 Any activities or expenses related to recreation s ports entertainment or tourism

141 Any expense for alcoholic bevera ges.

NOTE : Authority cited : Sections 19815 .4(d). 19816, and 19820, Government Code Reference:

Section 11030. Government Code .

	

0
599 .636.1 Return of Deceased Em ployees - Excluded.

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

he claimed for actual and reasonable expenses incurred in

	

trans portin g in state the remains to the

place of burial . (up to the amount necessary to return the remains) or to the official head quarters of

the deceased Claims for the reimbursement of such expenses shall be submitted to the State

Controller by the oerson res ponsible for oavment of the funeral expenses Each claim shall bear a

certification by the ea pointing power that the em ployee was travellin g on official state business at

the time of his/her death. Actual costs of the followina will be considered necessary travel

expenses for which reimbursement will be made.

J& In all cases. regardless of mode of transportation:

f,U Telephone or telegraph charges for shipment arran gements.

21 Transoortation of the remains to the funeral home and preparing the remains for

shipment.

jfg When a portion of the shipment is by common carrier.

jJ Transoortation by common carrier to the receivin g point nearest the official head quarters

	

•

or p lace of burial in the state where headouartered.

20



jj Transportation one way from a funeral home to a shi pp ing station and from the receivin g

•

	

station determined by paragraph 11) above to the headquarters location or p lace of burial as

L:n Outside trans portation case or metal transfer case as required

W When shipment is made by funeral coach alone reasonable transportation costs for

mileage one way, from the pick-up point to the city in which the official head q uarters of the

deceased was located or to the place of burial in that state whichever is desi gnated by the

survivina resoonsible party.

NOTE: Authority cited : Sections 19815 4(d) 19816, and 19820, Government Code Reference:

Sections 19849 .3 and 19463 . Government Code.

599.638.1 Expense Claim Form - Excluded Employees,

ik No travel expense claim shall be paid unless submitted on a Travel Ex pense Claim

Standard Form 262 or some other form a pproved by the Controller. All expense claims shall be

itemized. accompanied by the necessary receipts and su000rtina documentation and approved by

the authorized officer(s)

	

It is the resp onsibility of the officer approving the claim to ascertain the

necessity and reasonableness of incurrin g expenses for which reimbursement is claimed and that the

•

	

expenses claimed are in com pliance with these reaulations.

JU Expense claims shall be submitted at least once a month and not more than twice a

month If the amount claimable for any month does not exceed $10 the filin g may be deferred

until the total amount claimable exceeds $10 or until June 30, whichever occurs first .

	

Travel

expenses claimed for July 1 and beyond must be on a separate travel expense claim from those

claimed for June 30 or earlier .

	

Expense claims totaling less than $1 shall not be submitted or paid

Ir1 Each officer and em ployee making a claim for travel ex penses must show the inclusive

dates of each trip for which allowances are claimed and the times of departure and return Time of

departure and return means the time employee starts from or returns to his/her office or. when

leavina on a trip or returning from a tri p without going to the office, his/her home,

la Each officer and em ployee must state the ouroose of each trio for which reimbursement

is claimed, and for each meal for which reimbursement is claimed under Sections 599 .622 .1.

599 .623 .1 or 599 .635 .1.

151 Each state officer and emolovee must show his/her headauarters address and primary

dwellina address on the Travel Ex pense Claim Employees claimina subsistence ex penses p ursuant

to Section 599.619.1(b)(1) will show their head quarters address as the address of their Primary

•

	

dwelling .

	

jf),

	

Each claim for the payment of travel expenses shall contain a certification as follows : I

21



hereby certify that the above is a true statement of the travel ex penses incurred by me in

accordance with Department of Personnel Administration re gulations in the service of the State of

	

•

California and that all items shown were for the official business of the State of California

NOTE: Authoritv cited : Sections 19815 .4(d) . 19816, and 19820. Government Code . Reference:

n 11030. 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 underlined are based on the numerically corresponding 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 obsolete 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.

0



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 Ibs up to 23,000. Establishes maximum allowable state paid weight at
23,000 lbs.

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 a maximum of 23,000 Ibs . (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 claiming the State mileage rate if moving household 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 self 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

0



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

When 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.

0
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PML 95-050 ATTACHMENT B

DEPARTMENT OF PERSONNEL ADMINISTRATION

Article 7 . Moving and Relocation Expenses

	

599 .714.1

	

Scope - Excluded Em ployees,

	

id

	

Whenever a permanent state officer or em ployee is required by any appointing

power because of a chan ge in assignment Promotion or other reason related to his/her duties, to

change his/her Place of residence such officer, a gent or emolovee shall receive reimbursement of

his/her actual and necessary movina and relocation ex penses incurred by him/her both before and

after and by reason of such chance of residence subject to the provisions and limitations of this

	

l41

	

For the purposes of this article a move occurs on the official reporting date to the

new headquarters and when a change in residence is reasonably to be re quired Relocation shall be

paid when the followin g conditions are met:

•

		

in

	

The officer's or em ployee's officially desi gnated head quarters is changed for the

advantage of the State which includes the followin g:

	

L

	

A promotion offered by any a ppointing authority, not includina those movements

that the emolovee could make throu gh transfer, reinstatement or reem ployment eli g ibility or

	

LBI

	

An involuntary transfer initiated by and at the discretion of the a000intina authority

	

!Dl

	

Any involuntary transfer re quired to affect a mandatory reinstatement follow na:

JL termination of a career executive or exempt appointment

fIs leave of absence

(111)

	

rejection from probation

	

JDJ

	

any involuntary transfer required to affect a mandatory reinstatement followina the

exoiration or involuntary termination of a temporary appointment limited term appointment or

training and development assianment when:

J[L

	

the employee did not relocate to acce pt the appointment or assi g nment, or

JUL

	

the employee did relocate at State ex pense to accept the appointment or

assianment.

	

(2 ,	The move must be a minimum of 50 miles plus the number of miles between the old

•

•



residence and the old headauarters

JM

	

Relocations that meet the above criteria will be fully reimbursed to the extent and

	

•
limitations in this article.

W

	

A chance of residence is not deemed reasonably to be re quired for voluntary

transfers or permissive reinstatements with or without a salary increase in resoonse to general

requests which specify that movin g and relocation expenses will not be paid or for any non-

oromotional transfer which is primarily for the benefit of the officer or employee

JM

	

When an a ppointment does not meet the criteria in (a) and (b) the a ppointing power

may, at his/her discretion determine in advance that it is in the best interest of the State to

reimburse all or part of the actual reasonable and necessary relocation expenses orovided in this

article as an incentive to recruit em ployees to positions that are desionated by the a000intina sower

as difficult to fill or because of outstandina qualifications of the a ppointee or due to unusual and

unavoidable hardshi p to the emolovee by reason of the chance of residence.

LU

	

Relocations that meat this criteria shall be reimbursed only for the items in this

article snecifically authorized by the a000intina power and may be subject to further limitations

designated by the a000intina power.

(2)

	

Boon determination that any reimbursement will be made the appointing power

(A)

	

Determine which Provisions will aggly to the relocation and establish any additional

	

•

limitations to those provisions such as dollar limits, weiaht limits or time limits.

JM

	

Notify the em ployee in writing	of specific allowable reimbursements prior to the

move .

jgi

	

Requirements and limitations specified in this article may not be waived or exceeded

by the a000intina Power,

iff

	

Unauthorized relocation expenses and relocation expenses incurred prior to receiot of

a written notice of allowable relocation expenses are the res ponsibility of the emolovee

NOTE: Authority cited :

	

Sections 19815 4(d)19816 and 19820, Government Code

	

Reference:

Section 19841 . Government Code.

599 .715.1 .

	

Reimbursement for Miscellaneous Expenses - Excluded Emolovees.

An officer or emolovee who is required to chance his/her place of residence accordina to

Section 599,714,1 may receive reimbursement for up to $200 for miscellaneous expenses upon

submittal of documentation of the payment of all such expenses and certification that the expenses

were related to dissolution of the old household and/or the establishment of a new household and

were not otherwise reimbursed .

2

	

0



id

•

	

purchased after

Reimbursement for the installation

the chance of residence shall

and/or

be allowed

connection of appliances or antennas

provided no claim is made for installation

and/or connection of a similar item in the movement of household goods and installation and/or

connection occurs within sixty days of the establishment of a new residence

L41

NOTE: Authority

Deposits are not reimbursable.

cited ;

	

Sections 19815 41d1 19816 and 19820 Government Code

	

Reference:

Section 19841 . Government Code.

	

599 .716.1

	

Reimbursement for Sale of a Residence - Excluded Em ployee

	I&

	

Whenever a state officer or emolovee is re quired as defined in Section 599 .714.1

to chance his/her officially desi gnated headouarters and this re quires the sale of his/her residence

the officer or emolovee shall be reimbursed only for actual and necessary sellina costs as

determined by prevailing practices within the area of sale Claims for reimbursement must be

substantiated by the seller's closin g escrow statement and other pertinent supportive documents

Seller's points are not eligible for reimbursement Claims will include only those items which are

listed in the followina subsection.

!t)! Actual and necessary selling costs are:

!], J. Brokera ge commission : and

• (2) Title insurance : and

y~ Escrow fees : and

Preoavment penalties : and

Taxes charges or fees fixed by local authority required to consummate the sale of

the residence : and

M Miscellaneous sellers costs customary to the area not to exceed $200

fd Actual and necessary selling costs will be reimbursed for that oortion of the dwelling

the employee actually occupies if the employee or officer owns and resides in a multi-family

dwelling ,

jj Commissions and fees will not be reimbursed if paid to the employee the

employee's spouse or the spouse's employer, or to any member of the household.

fool Claims for the sate of a residence must be submitted within two years followin g the

date the officer or em ployee reports to the new official headouarters No extensions will be allowed

thereafter.

1 l Rebates to emp loyees will be deducted from the claim prior to reimbursement.

NOTE: Authority cited :

	

Sections 3517.8 . 19815 41d1 19816 and 19820 Government Code

Reference : Section 19841 . Government Code .



nt of a Lease - Excluded Emolovee

	

•
W Whenever an officer or emolovee is reauirea as genneg pv aecnon aaa. r ~.,_ta,w

ch nae his/her place of residence and such change remures the settlement of a lease on the

emaloyee's old residence, officer or emp loyee shall receive the actual and necessary cost of

settlement of the unexpired lease to a maximum of one year . In no event shall the lease settlement

include any costs deposits or fees

W Reimbursement shall not be allowed if it is determined that the officer or employee

knew or reasonably should have known that a transfer accordin g to Section 599 .714 .1 was

imminent before enterina into a lease agreement

21 Claims ' settlement of a lease shall include a lease agreement sinned by both the

em ployee and the lessor and shall be itemized and submitted within nine months following the new

reporting date.

Lig

	

If an emolovee is reauired tinder 599 .714.1 (a) to change his/her olace of residence

and such notice to the emolovee is insufficient to provide the emolovee the notice period reauired

by a month to month rental agreement reimbursement may be claimed for the number of days

.emity nail by the employee to a maximum of 30 calendar days.

M Reimbursement shall not be allowed for days that the emolovee failed to notify the

landlord after notification by the emolover of the reassionment •

M Claims shall be accompanied by a co py of the rental agreement an itemized receipt

for the penalty and the name and address of the individual or com pany to which the rental penalty

has been paid.

W No reimbursement shall be made for forfeiture of cleaning or security deposits or for

renair, renlacement or damaaes of rental orouerty.

NOTE

	

Authority cited Sections 19815 41d1

	

19816 and 19820 Government Code

	

Reference:

Section 19841 . Government Code.

599 .718.1

	

Expenses for Movin g Household Effects - Excluded Employees.

laW For the purpose of these regulations household or personal effects include items such

furniture clothing musical instruments household apoliances food and other items which are

usual or necessary for the maintenance of one household

Ibl Household effects shall not include items connected to a for profit business items from

another household items that are Permanently affixed to the oronerty beino vacated or items that

would normally be discarded or recycled

Icl At the discretion of the a ppointing power, other items may be considered household

4
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effects based on a consideration of the estimated cost of the move and a review of the items listed

on the inventory, Expenses related to moving items other than those described in (a) that have not

been ap proved by the appointin g power shall be the res ponsibility of the employee

NOTE: Authority cited : Sections 19815 41d1 19816 and 19820, Government Code . Reference:

Section 19847 Government Code.

599 .719.1

	

Reimbursement for Movin g Household Effects - Excluded Em ployees

Reimbursement

	

h all be allowed for the cost of moving an employee's effects either via

commercial household goods carrier or by the employee Reimbursements under this rule shall not

exceed the cost of movina the emolovee's household goods from the old residence to the new

headq uarters plus 50 miles unless the appointin g authority determines that a longer move is in the

best interest of the State

	

Any additional expense associated with an interstate or intercountry

move shall be a pproved in advance by the appointina power . No reimbursement will be allowed for

the hirina of casual labor.

id When the emolovee retains a commercial mover, reimbursement for actual and

expensesnecessary incurred by a commercial mover under this article for the packing insurance

one pickup transportation storage in transit (not includina warehouse handlina charges except

when required by interstate tariffs) one delivery, unoackina

	

and installation at the new location of•

an employee's household effects shall be allowed subject to the followin g ;

LU Weight of household effects for which expenses may be reimbursed shall not exceed

5 .000 kilograms (11 .000 pounds).

L21 Duration of storage-in-transit for which charges may be reimbursed shall not exceed

an calendar days unless a longer period of storag e is app roved in advance by the ap pointing

authority based on hardship to the employee.

lam, Rates at which reimbursement is allowed shall not exceed the minimum rates at the

minimum declared valuation established by the California Public Utilities Commission for household

000ds carriers unless a higher rate is approved by the Department of General Services

ik Cost of insurance for which reimbursement is allowed shall not exceed the cost of

insurance coverage at $ 2,00 valuation for each pound of household effects shipped by household

goods carrier.

L!51 Claims for exceptions to the 11,000 pounds statutory limit will be considered by the

appointing authority, uo to a maximum of 23.000 pounds only when it has been determined that

every reasonable effort had been made to conform to the limit

	

Exceptions to the number of pick-

uos and deliveries may he made by the amointina power when it is reasonably necessary and in the



best interest of the state.

JU When the employee does not retain a commercial mover, reimbursement shall be

allowed as follows for expenses related to the movement by the employee of his/her household

effects in a truck or trailer.

LU Rental of a truck or trailer from a commercial establishment . When not included in

the truck rental rate the cost of gasoline, rental of a furniture dolly, packino

cartons and protective pads will be reimbursed If the total costs exceed $1,000 the claim must be

accompanied by at least one written commercial rate quote

	

Reimbursement will be made at the

rate (includin g gasoline) which results in the lowest cost; or

0 Milea ge reimbursement at the rates provided in Section or 599 .631 .1 (b) for

noncommercial privately-owned motor vehicles used in trans porting the employee's household

effects .

(3)

	

Reimbursement for more than one trio by the method described in (b)(1) or (2) above

may be allowed if the employee's agency has determined that the total cost would be less than the

cost of movement by a commercial household goods carrier.

frd If household 000ds are moved exclusively in the employee's personal vehicle

reimbursement for milea ge may be claimed at the State milea ge rate

	

No other milea ge or movin g

expense shall be allowed,

jl;U All claims for the reimbursement of the movement of household goods require

receipts Unless an exception is granted by the a ppointing authority, claims shall be submitted no

•

later than 2 vears and 60 days from the effective date of a ppointment or 15 days prior to voluntary

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 Emnlovees.

For the movement of a mobile home which contains the household effects of an officer or

employee . and has served as the emplovee's residence at the previous location at the time of

notification of relocation, reimbursement will be allowed as follows:

	

ja

	

Where transportation of the trailer coach is by a commercial mobile home trans porter

and receipts are submitted:

	

JU

	

For tolls . taxes, charges . fees or permits fixed by the State or local authority

reouired for the trans portation or assembly of trailer coaches actually incurred by the em ployee.

	

Q

	

Charges for disassembly and assembly of the trailer, includin g but not limited to.

disassembly and assembly of trailer, skirts, awnin gs, porch, the trailer coach itself and other



miscellaneous documented itemized expenses related to the dissolution of the old household and/or

• the establishment of the new household up to $2,500 unless an exception is a pproved by the

a000intina power,

it Reimbursement will be allowed for the actual cost su pported by voucher of rental

and installation of wheels and axles necessary to com ply with the reauirements of Cha pter 5

Article 1 of the California Vehicle Code.

li4 Three competitive bids shall be obtained and reimbursement will be approved at the

lowest bid Based on information documentin g the attem pt to obtain three bids as provided by the

emolovee . the a000intina power may waive the three bid re quirement.

W Reimbursement received under this section orecludes any additional reimbursement

for miscellaneous ex penses under Section 599 .715.1.

M Movement of the trailer coach at rates not exceedin g the minimum rates established

by the California Public Utilities Commission for mobile home transporters:

171 Charges at P .U.C. minimum rates to obtain permits identified above:

M Storage-in-transit for up to 60 calendar days at P .U.C . minimum rates unless an

extension is a pproved by the a000intina authority.

jbI Where transportation of the coach is by the employee . expense may be claimed for a

one-way trio by submittina gasoline recei pts.

• kd Reimbursement will not be allowed for:

L Purchase of parts and materials except for those items necessary to comply with

minimum requirements of the California Administrative Code. Title 25 . Chapter 5.

121 Repairs including tires and tubes . and breakdown in transit.

LZI Costs associated with maintenance or re pair of the trailer coach.

IL Costs for se parate shi pment of household effects by a household goods carrier

unless that is determined to be the most economical method of transport.

j~ Costs associated with tthe movement of handlin g of permanent structures.

All claims related to the movement of a trailer coach and the household goods

therein require receipts and shall be submitted no later than 2 years and 60 days from the effective

date of appointment or 15 days orior to voluntary seoaration whichever is first

	

No extensions will

be granted.

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

Section 19841, Government Code.

0
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599.722.

	

Relocation Allewanee Subsistence Reimbursement and Mileage - NORFepresented

Excluded Employees.

	

(a)

	

If eligible under Section 599 .714j., an officer or employee shall be reimbursed for

actual lodging, su pported by a receipt, and meal and incidental expenses in accordance with and not

to exceed the rates established in Section 599.619(a)(1) and (2), OF 509 61 9(e) (1), 8F 599,61 Old)

while locating a permanent residence at the new location.

at 024 .99~ Em ployees who do not furnish recei pts for lodging may be

reimbursed for noncommercial meals and noncommercial lodaina in accordance with 599 619(b)A

permanent residence is typ ically an abode that is purchased or rented on a monthly basis of a ty pe

that provides Iona-term livina accommodations where any utilities are hooked u p (aas electric

cable . p hone) . and mail is delivered.

$24-99 ,

(1)	The allewanee Reimbursement may net be claimed for mere thaw u p to 60 days,,

WRless exce pt an extension of u p to 30 days may be granted when the '

Appointing power has determined in advance that the delay of change

	

•

of residence will " result in gf unusual and unavoidable hardship far circumstances that are

beyond the control of the officer or employee, end-deteffRkw"jhe maximum eAewaRes

reimbursement to be received by said officer or employee shall not exceed the equivalent dollar

amount of 60 days of full meals, incidentals, and receioted lodaina.

(2) Interruptions in relocation 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 allewaRee subsistence reimbursement shall terminate immediately

upon establishment of a permanent residence . The department appointing power shall determine

when a permanent residence has been established.

	

L

	

Partial days shall count as full days for the pur pose of computing the 60-day period.

(b) Upon approval of the Appointina Power, meals and/or lod g ing Eppenses, 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).

Claims for reimbursement of meals/lodaina ex penses in this item are limited to those incurred after_

receipt of formal written authorization for relocation and Prior to the effective date of a ppointment.

$

	

is



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

• fi

	

Reimbursement for travel from the old residence to the new head quarters may be

claimed one way one time and shall not exceed the milea ge rate allowed in 599 .631 (a)

Note: Authority cited : Section 3539 .5, Government Code .

	

Reference : Section 19841,

Government Code.

599 .724.1

	

Payment of Claims for Movin g and Relocation Ex penses-Excluded Emolovees,

d

	

The Department of Personnel Administration shall be res ponsible for prescribin g any

specific procedures necessary for effective and economical operation of this article

	

Claims shall be

made on authorized forms scheduled in the normal manner and submitted throu g h re g ular channels

to the State Controller for payment

	

All claims must be substantiated by invoices recei pts or other

evidence for each item claimed.

jIg

	

Agencies may contract directly with the carrier for movement of household effects

of officers and employees at state ex pense . subject to the same restrictions as if the shi pment was

arran ged by the officer or em ployee and reimbursed by the State.

jg,

	

If the chan ge in residence results in the salary of the officer or emolovee beino paid

by a different appointing power, all allowable movin g and relocation expenses shall be paid by the

new appointin g power except where the old a ppointing power a g rees to pay all or part of the

• expenses allowable under this Article.

1d1

	

Each de partment shall be res ponsible for insurin g that upon notice to the emolovee

of an im pending move, a co py of these rules shall be given to the officer or emolovee.

W

	

When exce ptions have been granted by an appointin g authority . the written

justification of those exce ptions shall be maintained with the a pp licable claims.

NOTE: Authority cited :

	

Sections 19815 .4(d), 19816, and 19820, Government Code .

	

Reference:

Section 19841 and 19842, Government Code .

0
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