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A. Travel Reimbursement  
When utilizing personal vehicles while traveling on agency business, ACCS employees may 
claim mileage between their ACCS assigned headquarters to destination or home to 
destination; whichever is less.  ACCS will make exceptions for employees who are called to 
assigned destinations on scheduled time off or outside regular agency business hours to 
handle special situations. 
 
Staff attending training or conferences not required by ACCS will be paid mileage, but will 
not be compensated for travel time outside of the 7 hour workday. 

 
An employee is eligible for meal reimbursement only when traveling outside the county 
and when this official travel extends through a normal meal period. The travel request 
must also have been authorized by the supervisor. The following are maximum 
reimbursements and can include reasonable tips not to exceed twenty per cent (20%) of 
the meal cost.  

 
Breakfast $10.00 – Reimbursement will only be made when the travel is out of the county 
and includes an overnight stay the night before. 
 
Lunch $12.00 – Must be on out of county travel status between 11:00 am and 3:00pm. 
 
Dinner $20.00 – Must be on out of county travel status after 5:00pm or with an overnight 
stay. 

 
(These time and amount limitations are the norm; however, should an exception be 
necessary the Executive Director or designee must approve the exceptional 
reimbursement) 

 
Original detailed, itemized receipts are required regardless of amount. Credit card 
statements or charge slips are not acceptable. Reimbursement for alcoholic beverages is 
strictly prohibited.  

 
The cost of overnight lodging will only be authorized if it is further than 60 miles from the 
worker’s primary work site, or with Executive Director approval in unusual circumstances. 
Overnight lodging will be paid at the single rate unless the other party is an ACCS 
employee. If the lodging receipt indicates a more than one-person occupancy only the 
single rate should be charged to the agency credit card. Additional room charges such as 
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personal telephone calls, movies, and room services are the employee’s responsibility and 
should not be charged to the agency credit card. Any allowable expenses can be submitted 
for reimbursement. All lodging expenses must have an original itemized receipt, regardless 
of amount. 
 
With the exception of mileage, tolls and parking meters, all expenses over $1.00 shall be 
verified by a receipt.  
 
Effective: May 15, 2003 

 
B. Expense Reimbursement   

Agency employees are to receive reimbursement for reasonable and necessary expenses 
incurred while traveling on official Agency business. Employees are eligible for expense 
reimbursement only when travel has been authorized. Expenses shall be documented by 
receipts and shall be reimbursed in the following manner: 

 
1. Mileage, Parking, and Tolls: 

 
a. a. Employees shall be reimbursed for actual miles, while on official Agency 

business, at the rate approved by the ACCS Board, when using a personal 
(other than Agency) vehicle. Such payment is considered to be total 
reimbursement for all vehicle-related expenses (e.g., gas, oil, depreciation, 
etc.). Mileage reimbursement is payable to only one (1) of two (2) or more 
employees on the same trip, in the same automobile. 
 

b. Charges incurred for parking at the destination, and any necessary highway 
tolls are reimbursable at the actual amount. Receipts for parking costs and 
highway tolls are required. 
 

c. No expense reimbursements are paid for travel between the employee's 
home and the employee's report-in station as determined by the Agency. 

 
2. Meals:  Expenses for meals while on official business will be reimbursed at actual 

cost, up to the maximum amounts noted in (A). An employee is eligible for such 
reimbursement only when travel takes him or her outside Athens County, has 
been authorized by the supervisor, and extends through a normal meal period. 
Receipts must be submitted with the request for reimbursement. 
 

3. Overnight Expenses:  Expenses covering the actual cost of a motel room will be 
reimbursed in full when an employee travels out of the County on official 
business and such travel requires overnight stay. Motel expenses will be 
reimbursed only with prior written authorization of the supervisor and approval 
of the Executive Director. 
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C. Air Travel 
 

1. Prohibitions: ACCS employees are prohibited from accumulating, for personal 
use, “frequent flyer” miles earned on official travel that is paid for or reimbursed 
by agency funds. Any employee of ACCS must use such miles earned for future 
official travel for that employee or another employee of ACCS, or forfeit such 
miles. This ruling is mandated per Ohio Ethics Commission Advisory Opinion 
No. 91-010 and cited in the Auditor of State’s Ohio Compliance Supplement 
Manual. 

 
2. Travel Status: Authorized travel status generally begins when the employee 

departs to the event from the employee’s normal work location, or start of the 
workday if departing from the employee’s place of residence. However, 
employees arriving up to two hours prior to a plane’s departure are considered 
to be on authorized travel status. 

 
Authorized travel status generally ends upon the earliest of a) the return of the 
employee to ACCS, or b) the return of the employee to the county of the 
employee’s place of residence. 

 
In some instances, a lower fare for travel by airplane may be obtained with 
extended or weekend travel, but which will result in additional lodging, meal, or 
other travel costs. An employee may request approval of such extended or 
weekend travel arrangements where it can be demonstrated that the fare 
savings exceed the additional travel costs incurred for lodging and meals. Such 
travel time is on the employee’s own time, and may not be credited towards 
overtime or compensatory/administrative time calculations. If additional travel 
time is needed due to the above extended personal layover, then this time must 
be charged to the employee’s accrued leave balances (excluding sick leave) when 
the travel time occurs during the work day. 
 
If the last scheduled event of a conference or seminar is scheduled to conclude 
by 5:00 P.M. (Eastern Time), an employee is expected to return that same day 
unless the employee can demonstrate the savings as required by the 
requirements for extended travel above. 

 
3. Travel Arrangements: Out of County travel by airplane is authorized at the 

lowest available (coach) rate, taking advantage of early reservation discounts 
wherever possible, and includes reimbursement of any associated baggage fees. 
The agency will allow payment directly to travel agents or airlines in advance of 
the travel date. Reimbursement to employees may also be made prior to the 
travel date if the employee has paid for the tickets in advance and can provide 
documentation to that effect. 
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In cases where a trip is cancelled and the airline processes a travel 
voucher/airline credit in lieu of a refund, the employee may still be reimbursed 
for the expenses incurred in purchasing that ticket. The travel voucher/airline 
credit should only be used on a subsequent business trip authorized by the 
Executive Director. If the employee desires to use the travel voucher/airline 
credit for personal use, the employee may purchase the travel voucher/airline 
credit by reimbursing the agency for the original amount of the ticket. The 
agency fiscal department is responsible for the managing and tracking of proper 
use of travel vouchers/airline credits. 

 
Requests to travel by personal vehicle where travel by airplane is the most 
efficient means may be authorized only where the employee can demonstrate a 
cost savings over the lowest available fare, or is willing to accept reimbursement 
of travel costs equal to those that would have been incurred by the lowest 
advance purchase fare. Where such travel arrangements result in additional 
travel time, the employee shall charge this additional time to his/her vacation or 
other accumulated leave balances (excluding sick leave). 

 
GUIDELINES 
 
 
Definition: 
 
 
PROCEDURES 
 
Agency employees are to receive reimbursement for reasonable and necessary expenses incurred 
while traveling on official Agency business. Employees are eligible for expense reimbursement 
only when travel has been authorized.  
 
General reimbursement categories include but are not limited to the following: 
  

 
1. Mileage – when traveling on Agency business and using their personal vehicle; 

employees may claim mileage from their ACCS assigned headquarters to their work 
destination, or from their home to the work destination, whichever is less. Example: If 
you live in Logan, and are traveling to a meeting in Columbus, you can claim mileage 
from Logan to Columbus and back. ACCS will make exceptions for employees who are 
called to assigned destinations on scheduled time off or outside regular agency business 
hours to handle special situations. Example: If you live in Logan, and are traveling to a 
client’s home in Athens due to emergency agency business, you can claim mileage from 
Logan to the client’s home; rather than claiming mileage from ACCS to the client’s home, 
which is less. 
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2. Meals – Employees are eligible for meal reimbursement only when traveling outside the 

county, and only when travel extends through a normal meal period. *You can claim 
meals purchased for a child (children) if you are with them during a normal meal 
period, regardless of the location. Example: If you are with a child in Athens from 10:00 
to 2:00, you may claim reimbursement for their lunch, but not your lunch.  
 
Time and Amount limitations on meals are as follows: 
 

a. Breakfast – only when travel is out of county and includes an overnight stay the 
night before- $10.00 

b. Lunch – Travel between 11:00 am and 3:00pm - $12.00 
c. Dinner – Travel after 5:00pm, or overnight stay - $20.00 

 
(These time and amount limitations are the norm; however, should an exception be 
necessary the Executive Director or designee must approve the exceptional 
reimbursement) 
 
Original, detailed, itemized receipts are required regardless of amount. Credit card 
statements or charge slips are unacceptable. Reimbursement for alcoholic beverages is 
strictly prohibited. Note: Meals are subject to fringe benefit tax unless associated with 
an overnight trip. 
 

3. Overnight lodging – The cost of overnight lodging will only be authorized if it is further 
than 60 miles from the worker’s primary work site, or with Director or Board approval 
in unusual circumstances. Staff requiring overnight lodging will be given an Agency 
credit card to pay the cost of the lodging. Overnight lodging will be paid at the single 
rate, unless the other party is an ACCS employee. If the lodging receipt indicates more 
than one person occupancy, only the single rate would be charged to the Agency credit 
card. Additional room charges such as personal phone calls, movies, and room services, 
are the employee’s responsibility and should not be charged to the Agency. All lodging 
expenses must have an original itemized receipt, regardless of amount.  

 
4. Parking/baggage fees/tolls/fares – All expenses over $1.00 shall be verified by a 

receipt. 
 
Mileage forms shall be completed monthly on the Travel Reimbursement Request (found on the 
shared drive/public/agency forms) by the employee and given to their supervisor promptly by the 
first of the month to be processed. The original should be given to the supervisor, and it is 
suggested a copy be kept by the employee. Date, destination, exceptional situation and number of 
miles for each trip should be noted in the appropriate boxes. If no exceptional situation is noted on 
the Travel Reimbursement Request, mileage will be reimbursed based on the standard policy. 
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Expenses for employee meals and parking must be indicated on the travel Reimbursement 
Request with receipts and given to the supervisor for their signature. Reimbursement checks are 
issued by the Athens County Auditor and distributed by Fiscal personnel, who send email 
notifications to those receiving checks.  
 
If you have any questions about reimbursement, ask your supervisor or someone in the Fiscal 
Dept.  
 
NOTE – THE BACK of the Travel Reimbursement Request is entitled “Title XIX Medicaid 
Transportation Log.” This is for use of program staff who transport clients having a medical card. 
If they are transporting clients to medical or clinical settings (see the examples given at the 
bottom of the page), their mileage must be claimed on this side of the mileage form only.  
 
For questions about mileage and where it should be listed, check with your supervisor, or with 
someone in the Fiscal Dept.  
 
REFERENCES 
 
Form:  Travel Reimbursement Request Page 1 
 Travel Reimbursement Request Page 2 
  

Procedure Approved: 6/1/2011, 2/25/2013 
Procedure Revised: 3/1/2013     
  


