
RESOLUTION NO. 1566PRIVATE 

A RESOLUTION REGARDING TRAVEL AND GENERAL EXPENSE REGULA-TIONS FOR CITY EMPLOYEES AND ELECTED OFFICIALS OF THE CITY OF OVERLAND PARK, KANSAS; RESCINDING RESOLUTION NO. 1528.


WHEREAS, it is necessary to define authorized expenses incurred on business of the City transacted within and without the City limits of the City of Overland Park, Kansas, and to establish uniform procedures for controlling and reimbursing such expenses; and


WHEREAS, it is in the best interest of the City that City employees and elected officials attend meetings and occasions that are necessary for the official conduct of City business and professional training and to adequately pursue official and other functions of the City.


NOW, THEREFORE, BE IT RESOLVED BY THE GOVERNING BODY OF THE CITY OF OVERLAND PARK, KANSAS, that the following regulations repealing Resolution No. 1528 be adopted to establish uniform procedures for controlling and reimbursing such expenses:


GENERAL EXPENSE REGULATIONS

The City Manager may, within budgetary limitations, authorize reimbursements to employees for professional and official travel, meetings and other occasions adequate to continue professional development and pursue necessary official and other functions of the City. Such expenses of elected officials shall be certified by the City Manager to be in accordance with these regulations.

As a part of the continuing effort to recruit qualified personnel for City positions, the City Manager is further authorized to reimburse candidates for such positions for travel, lodging, meals and other necessary expense incurred incident to such recruitment, which shall include reasonable moving expenses for persons hired for these positions.


TRAVEL EXPENSE REGULATIONS

All City employees shall request travel permission and use authorized expenses in accordance with the provisions of this resolution. Travel expenses of elected officials shall be certified by the City Manager to be in accordance with these regulations.

  1.
Funds for out‑of‑town expenses will be advanced prior to the departure of the employee, if requested and if the total expenditures shall exceed $25. All requests 


for funds, reimbursement and overnight travel must be approved in advance by the requestee's department director and City Manager.
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  2.
The total dollar amount will be approved if the travel requests are granted. This approval should not be construed as authority to expend the total funds authorized. Employees are expected to use sound judgement and have proper regard for economy. Only expenditures absolutely necessary in connection with the trip should be made or will be allowed.

  3.
The following expense items shall be allowed:


   Transportation


   Meals


   Lodging


   Tips


   Cab fares


   Telephone and Telegraph


   Registration fees and Baggage charges

  4.
There is no specific limitation of the type of transportation that may be used. However, employees are expected to use economical means and to give due consideration to the time and distance involved. The City Manager may, at his discretion, direct the mode of transportation. The City Manager further may, at his discretion, fix a mileage allowance for City employees authorized to use a private car, provided that such allowance per mile does not exceed the current allowance prescribed by the Federal Internal Revenue Service for income tax purposes.

  5.
A requisition shall be made by departmental officials and approved by the City Manager and shall be submitted to the Director of Finance at least forty‑eight (48) hours prior to a request for advance travel funds.

  6.
Personnel will be reimbursed for all necessary expenses on official City business which exceed the City funds advanced and which were paid personally with private funds. No monies will be reimbursed until the travel expense report has been properly executed and approved by the City Manager.

  7.
Reimbursement will be made within three (3) days after receipt of the approved travel expense report. The travel expense report must be submitted within seven (7) days after return to the City.

  8.
Receipts for the following categories of expense shall be submitted with the travel expense and certified claim report:


   Transportation


   Lodging


   Telephone and Telegraph


   Registration Fees

  9.
Actual expenses shall be allowed if the travel expense report is declared reasonable and approved by the City Manager.
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 10.
All travel requisitions, expense and certified claims shall be on such form as shall be prescribed by the City Manager.


This resolution shall take effect and be in force September 8, 1980.


RESOLUTION NO. 1528 is hereby rescinded.


ADOPTED by the Governing Body of Overland Park, Kansas, this 8th day of September, 1980.









(s) Ben M. Sykes         








     Mayor

ATTEST:

(s) Bernice Crummett               

Finance Director/City Clerk

APPROVED AS TO FORM:

(s) Phillip L. Harris              

City Attorney

