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Lisa Clay, Assistant

Krystal McCollum, Assistant
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ian Wise, Assistant

June 27, 2022

To: Officials and Department Heads

Re: Travel Policy

Attached is an updated travel policy reflecting the new mileage rate approved in Commissioner's Court,
June 27, 2022. The approved meal per diem rate has changed as well as the mileage rate. This change is
effective Friday, July 1. 2022.

Important Change:

Standard mileage rate is $0,625 per mile.

(Also, remember your map must be a Google Map and the shortest route from your office to the

location of the Conference/Class.)

The County will reimburse the state per diem rate for meals. The state reimbursement rate is currently

$59 per day. On the first and last day of travel, the reimbursement will be 75% of the per diem rate, or
$44.25.

Please use the Travel Reconciliation form which states "Effective July 1, 2022." This can be found on the

County website under Obtainable Forms - Internal Use.

Just a reminder, if the Travel Reconciliation form is not turned in to the County Auditor's Office

before your next Travel Advance request, your request will not be processed until the County

Auditor's Office receives the Travel Reconciliation with appropriate back up.

If you have any questions, do not hesitate to call Krystal McCollum, or myself.

Thank you.

Natalie Robinson

First Assistant Auditor
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NAVARRO COUNTY, TEXAS

POLICY AND PROCEDURES MANUAL

I. TRAVEL POLICIES

County employees, officials or department heads, traveling out-of-county on official county
business, will be reimbursed for such travel upon submitting the appropriate travel expense report to
the County Auditor. This Travel Policy applies to travel that includes an overnight stay out of
county.

The County will reimburse the state per diem rate for meals. The state reimbursement rate is
currently $59 per day. For travel outside of the state of Texas, The County will reimburse the IRS
M&IE Rate found on the GSA website, http://www.gsa.gov/portal/category/10471L On the first and
last day of travel, the reimbursement will be 75% of the per diem rate, or $44.25.

The County will reimburse actual expenses incurred for lodging. Original itemized receipts to
document lodging expenses must be attached to the appropriate travel expense report in order to
receive reimbursement. Lodging expenses will not be paid nidiout an original itemized receipt.

The County will reimburse actual other travel expenses only if receipts are submitted with the travel
expense report. Other travel expenses will not be paid without an original itemized receipt

The County will reimburse actual expenses on travel by air, bus or train at the lowest possible
refundable rates. All travel by air must be made utilizing the State Travel Management
Program (STMP) contract. The passenger's copy of the original ticket for travel by bus or train
must be submitted with the travel expense report

The county will reimburse for use of a personal auto on the basis of the rate used by the State of
Texas, currently $0.0625 per mile, on the shortest route to and from each destination. PoirU-to-point
mileage must be documented either by an employee's beginning and ending vehicle odometer
readings or by googlemaps.com online mapping service using the Navarro County Courthouse as
the point of origin and the exact address of the destination as the ending point. The use of the
automobile for which reimbursement is sought must be for the benefit of the citizens of Navarro
County and within the assigned duties of the person requesting reimbursement.

The following expenses will not be reimbursed:

• Personal telephone calls;
• Personal internet service;
•  Spouse's lodging, meals or conference registration;
• Movies, video games or other similar entertainment;
• Cleaning or laundry;
• Other personal items, i.e. books, magazines, toiletries, etc.

It will be the responsibility of each Department to utilize budgeted travel funds for official County
business only. These funds are budgeted for the purpose of allowing officials and employees to
attend various association meetings, training seminars, educational seminars and required law
enforcement travel relating to prisoners and probationers.

It will be the responsibility of each Official or Department Head to see to the strict enforcement of
this policy. By signing the travel expense report, the Official or Department Head is certifying that

REVISED 07/01/2022



NAVARRO COUNTY, TEXAS
POLICY APTO PRpCEDUMSM^^

the travel for which reimbursemeht is being spu^t was properly authorized and the report and
accpmpamying r^eipts,haye b^ examined and are reasonable;

L  TRAVEL POLICflES fCoht'd^

Qut-of-courity travel expense reimbursementmay be requested in two (2) ways:

•  In advance ̂  advance registration, hotel reservations, of cash tfayel advance; or
• After travel has occurred.

The guideline's for ̂ mpleting the appropriate report for each type;of feimbufsemeht are oiitliried on
■^e follpwing.pages.;

RlEVl'SED 0.7/01/^022
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NAVARRO C6JJm% TEXAS
POLIGY AND PROCEDURES MANUAL

ir. ADVANCE TRAVEL EXPENSE REQUEST

Advance Travel should be used when travel exposes are requir^ in
advance of the actual date on which the travel will occur.

This fonn should be completed as follows:

NAME - Enter the name of the pera on requesting'the travd advance.

DEPARTMENT ,-:Enter the name of the department where the travel expenses Will be charged.

PUi^OSE OF TRA^^L — Enter the reason for tbe travel (name of conference, seminar, etc.) arid
the destination'.

NOTE: A cppy of^e registration form or descriptive literature (agenda) must ajxpmpany'&e
tr^el advance request before tiie 'County Auditor wiU approve it for disbui-semeiit

TYPE OF ADVANCE REQUIRED — Mark the appropriate block to indicate the fype of advance
requested, i.e; advance fegistratibn, hotel fes^atidns, cash travel advance or other.

A sepaiaiG Advance Travel-Expense Requestiovm should be completed for each type of advance
being requested,

NOTE: Travel advance requests for registration will be mailed directly from the County
Treasurer Office tinless other arrangements are made With the County Auditor, A copy of the
Hotel reservations or confrrmation with the cost of per night stay is required.

TOTAL AMOUNT REQUESTED — Enter the ̂ ount of the expense advance requested.

DATE ADVANCE.REQUIRED — Enter the date on which the travel advatice is required.

NOTE: Travel advance requests should be submitted to the County Auditor's Office at least by
Wedriesday prior to each Commissioners Court Meeting, (i.e.: Comniissionefs Court meets every
2°^^ and 4*- Moriday of each month, subrtiit 3 business days prior).

TOTAL AMOUNT REQUESTED ̂ Eriter the ariiouht of the travel advance being requested.

PAYABLE TO—Enter the name and address of the person, vendor or eritity to which the advance
check should be rnade payable. If thie check is to be made payable to a coiinty employee, tlie
address is not required,

signatures - The employ^ lequestirig the advance should sign and date the travel adyance request
in die designated area at the bottom of the form. The Official or Department Head.should sign and
date the travel advance request in die desi^at^ area at the bbttom of flie form tO;sigrufy approyaf of
the request. If the travel advance is being requested by an Official or Department Head, a si^ature is
prdy required in the area'de^^^^ for die C^cehplder's si^ature.

kEViSED 07/01^2022



NAVARRO COtl?nrY, TE^^S
POLICY ANI> PRQCEDURES MAJ?^AL

In.order to be approved to receive traveradvances, you must submit completed travel reconciliation report
>vith iil roiated r^eipts attached, to the Gpuiity Auditor's Office.'rio later Aan fifteen (15) days ftpm te
date you return -from your trip

REVISEE) 07/01/2022,



NAVARRO COUNTY, TEXAS

POLICY AND PROCEDURES MANUAL

NAVARRO COUNTY

ADVANCE TRAVEL EXPENSE REQUEST

7""' ■ EFFECTIVE JANUARY 11. 2016

NAME: DEPARTMENT

PURPOSE OF TRAVEL:

DATE OF TRAVEL: to

TYPE OF ADVANCE REQUIRED (Check One):

□ Advance RegafraSon
□ H^el Reservation
n MeiMs

□ Mileage

TOTAL AMOUNT REQUESTED:

DATE ADVANCE REQUtRED;

PAYABLE TO (Nwne & Address):

NOTE:

In OfOer to rece<vd an advance on travel expense, ^ts fonrt must completed and Si^ilied to tne
County Auditor's Of^ce at least by (he kVeclnesda/ prior to each Commlss/oners Court Mooting.
(I.t.: Commtstioners Court meets every 2nd and 4th Monday of each month, submit 3 business days prior)

t^ton rotum to Che County, a Report of Portonoi Expenses end Travoi PoconciUation for ftoimbursamont form mu$t be
comptotod aruf aubmittod to Che County Auditor's Ottko wittt aU necessery rocoipta etteched along with any rotund duo
county or roQuoat tor reimbursement et addilionai expenses incurrod.

Ihe uTHlersigned cemftes iltat b>e tnforrration contained hereN^ is true »^d corfect. is reasonable and the
emf^yee's normal jOb asstgrvnent and necessary for County bus«>ess

EMPLOYEE SIGNATURE DATE OFFICE HOLDER SIGNATURE DATE

COUNTY AUDITOR S OFFICE ONLY

ACCT. NO.: VENDOR APPROVED:

REVISED 07/01/2022



NAVARRO COUNTY, TE^S
POLICY AND PROCEDURES MANUAL

m. AIR TRA\^L

All air travel must be made utilizing the State Travel Management Program (STMP) contract. The
coiitract airliiie fare auAoiiz^ipn fpiih must be completed and submitted to the Gputity

Auditor's office for approval.

Air travel by any other means will not be reimbursed unless approved in advance of travel by the
County Auditor.

The'S'D^ contact aiirline authorization request should be'cpmpleted as follows:

NAME: Fiill n^'e as it appears on tlie traveler's driver license.

DEPARTMENT — Enter the name of thedepartnient where the travel expenses will be charged.

PISRPOSE OF Tl^VEL ̂ Enter.the reason for the travel (name of conference^ seminar, etc.)

NOTE: A.cppy of the registration form of descriptive literature (agenda) must accompany the air
travel adyance request before the Cbunty Auditor wiil approve it

DESTINATION: The ci^/state to which you afe;traveling.

DEPARTURE DATE: The mm/dd/yy you desire to dg)art

DEPARTURE TIME:.List fiie approximate time.

RETURN DATE: The ntin/dd/yy you desire to retum'.

RETURN TIME: List the approximate time.

SIGNATURES - ̂e employee requesting the advance shpuld |ign and date the trayel advance
request in the designated area at tiie bottom of the form. The Official of Department Head should
sign and date:the travel advance request in the desighmed area at the bottom of the form to signify
approval of the request If the travel advance is being requested by an Official or Department
Head, a signature is only required iti the area designated for the Officeholder's signature.

Once tlie fomi has been completed, it should be forwarded to the County Auditor's office. This form
■should be.cQmpleted at least 30; days pfipf to travel for all lion-emergencyiair travel aridaifline
itinerary should be.attached.

EMERGENCY TRAVEL OR PRISONER TRANSPORT

Emergency travel of prisoiief transport can b.e made utiliziiig tlie STMP contract A minimum of 24
hours is required for ticket purchase. Complete the foim.and haiid deliver fo AeCounty Auditor's
office immediately upon notification of travel.

REVISED 07/01/2022
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NAVARRO county, TEXAS
POLICY AND PROCEDURES MANUAL

NAVARRO COUNTY

STATE TRAVEL MANAGEMENT PROGRAM

CONTRACT AIRLINE FARE AUTHORIZATION

NAME: DEPARTMENT:

PURPOSE OF TRAVEL:.^

DESTINAUON:.

DEPARTURE DATE:.

DEPARTURE TIME

RETURN DATE:

RETURN TIME:

undersigned c?ertifies diat the information contained herein is true and coaect, is reasonable.and
within the employee's norinal assignment and necessary for County business.

Employee Signature Date Officeholder Signature Date

AIRFARE RATE:

CONFIRMATION NUMBER:

CONFIRMATION DATE:

Note: Please return this along ̂ th Itinerary

County Auditor's Qfllce.Only

AUTHORIZAfiONFOR TRAVEL
This is to certify that the above named individual is authorizedXo travel utilizing Hie State Travel
Management Program, of which Navarro County is d paHidpant. This individual is on .official County
busings and travel arrangements are the responsibility of Navarro County^

Authorized County Official Date

CONTACT INFORMATION FOR THE COUNTY:

Office: Navarro County Auditor's Office
I^VISED 07/01/2022



NAVARRO COimY, TE^S
POLICY AND PROCEDIiRES MANUAL

Point of Contact: Natalie Robinson Phone: 903-875-3321 Fax: 903-654-3097

IV. TRAVEL EXPENSE RE&ONCiLIATION

The Report of Personal Expenses Relating to County Business and Travel Reconciliation for
Reimbursement ioim should be'used after travel expenses have been incurred, TheTonn shpuldbe
.completed as follows:

NAh^—Enter the. riame pf the person submitting the recpnciliation for tr^el expenses. The
reimbursement checks will be made payable to the person indicated in this space.

liEPTi — Enter the name of the department where the t^ expenses should be charged.

PURPOSE OF TRAVEL — Enter the title of the conference, seminar. or other-reason for travel arid

the destination.

PERIOD COVEREP BY THIS REQUEST — Enter the dates for which feimbutsemdit is being
requested.

The section provided fOr ftemized,:daiiy.travel expenses should be complete as follows:

DATE - List the date for each day, in order, for which each travel expense incurred.

TRAVEL FROM - Enter the city where ftavel began on the date when travel actually occurred.

TRAVEL TO — Enter die city that was yolir destination on the date when travel actually occurred.

NO. MILES - Enter the total mileage traveled, on the dates where Travel From and Travel To cities
were iridicated,

AIR FARE/CAR RENT—Enter the expose incurred for travel by public conveyance, i.e. air, bus,
train, etc, on the dates when travel actually occurred. Do not include taxi fare in this column.

LODGING - Enter the lodging expense on^the dates expenses were incurred.,

MEALS — The state per diem rate for meals each,day should be entered in this coluitin. The
reimbursement rate will be 75% of the state per diem rate on the first and last day of travel.

MISG--Other expenses.. The total of these expenses fpr each day-should be added together and the
total entered in this column. With supporting receipts attached^

DAILY TOTAL — The itemized daily amounts should be totaled for each day and that amount
entered on the appropriate line for that day in this column.

TOTALS -Each column, Air Fare/Car Rent, Lodging, Meals, MisCiyDaily Total, should be
totaled and that amount ̂tered in the space at the bottom of each column.

R:EVISED 07/01/2022
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NAVARRO COUNTY, TEXAS

POLICY AND PROCEDURES MANUAL

TOTAL MILEAGE — The column headed No. Miles should be totaled and the total entered in the

space at me bottom of the colrnnn. Tptal mileage should then be multiplied by the approved
reimbursement rate. That amount-should be entered in ̂\lG Daily Total column.

TOTAL ̂PENSES — The daily total and the total mileage amount should he added together arid
that amount entered in "this space.

IV. TRAVEL EXPENSE RECONCILIATION (Cont'd^

LESS: REQUESTED TRAVEL ADVANCE^ Enter the check number, date and amount of any
travel advance received for hotel reservafions or ̂ sh advance in the spaces provided. If hO travel
advance was received, leave this item blank.

I^IMBURSEJ^OT DUE EMPLOYEMAIVIOUNT DUE GOUiNTY) - Subtract the travel
advance check amount, if any, from die total expenses. If die result is positive, reimbursement for
travel exposes is due the employee: tf the result is liegalive, the employee is responsible for
returning that amount, with the signed, completed expense reconciliation requestforni to
the County Treasurer after the County Auditor's Office approval.

SIGNATURES —The employee completing the reconciliation should si^ and date the report in the
desi^ated area at the bottom of tiie Jbrm. fee Official of Depaftment Head should sigh said date
the report in the designated area at tile bottom of tiie form to signify approval of the repoit If the
report is being made to reimburse the Official or Depaftment Head, a signature is required only in
the area designated Officeholder ffignabire.

Oiice the report has been completed, original itemized receipts aiid prOof of attendance (name'tag,
certificate or email/letter from conference/seminar/workshop personnel confirming attendance) have
been attached for all travel expenses other than ineals, it-should be sent to the County Auditor's
Office for approval. If the employee owes the County mqiiey, the complete report with all
receipts attached as well as the amount due to the County should be sent to the County
Treasurer's Office after the County Auditor's Office approval.

Checks for reimbufserrient for tr^el expenses incuffed will be available on the iiext Commissionens
Court meeting after the Travel Recpnciliation request has been submitted and approved by the
County Auditor.

NOTE: If the Travd Reconciliation is not turned in to the County Auditor's office before your
next Travel Advance request, yoiir request will riot be processed until the County Auditor's
office receives the Travel Recpridliation with appropriate, back up.

REVISED 07/01/2022



NAVARRO COUNTY, TEXAS

POLICY AND PROCEDURES MANUAL

NAVARRO COUNTY

REPORT OF PERSONAL EXPENSES RELATION TO COUNTY BUSINESS

AND TRAVEL RECONCILIATION FOR REIMBURSEMENT
EXAMPLE ONLYl DO NOT

useiT
EFFECTIVE JULY 1. 2022

EXAMPLE ONLY! OO NOT USE!!

NAME; DEPARTMENT:

PURPOSE OF TRAVEL

PERIOD COVERED BY THIS REQUEST:

FROM: TO;

DATE TRAVEL FROM TRAVEL TO
NO.

MLES

AIRFARE/

CAR RENT
LODGING ME#LS MSG DAILY TOTAL

- - - -

- - - -

- - -
-

- - -

-

-

-

-

-

-

-

TOTALS
- - - - -

TOTAL MILEAGE 0.0 0.625 -

TOTAL EXPENSES
-

COUNTYAUDfTOR'S USE ONLY LESS: REQUESTH) TRAVa ADVANCE

ACCT: CK# D9t9:

VENDOR: CK# Cate

APPR: CK#

REKBURSBvENT CXJEB/PLOYffi / (AlvOLNT DLECOIMTY)
-

Ihe undersigned certiHes that the information contained herein is true and correct, is reasonable, VMthin the employee's norm^

job assignment, and necessary for County business.

BvFLOYEESlGNATUFE Df\TE C^ICB^OLDBR SGNATUF^

REVISED 07/01/2022

10



NAVAiURO COUlNTY, TEXAS
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IRS increases mileage rate for remainder

of 2022

IR-2022-124,June9,2022

WASHINGTON — The Internal Revenue Service today announced an increase in the optional standard mileage
rate for the final 6 months of 2022. Taxpayers may use the optional standard mileage rates to calculate the
deductible costs of operating an automobile for business and certain other purposes.

For the final 6 months of 2022, the standard mileage rate for business travel vi/ill be 62.5 cents per mile, up 4
cents from the rate effective at the start of the year. The new rate for deductible medical or moving expenses
(available for active-duty members of the military) will be 22 cents for the remainder of 2022, up 4 cents from the
rate effective at the start of 2022^ These new rates become effective July 1,2022. The IRS provided legal guidance
on the new rates in Announcement 2022-131 ppp I. issued today.

In recognition of recent gasoline price increases, the IRS made this special adjustment for the final months of
2022. The IRS normally updates the mileage rates once a year in the fall for the next calendaryear. For travel
from Jan. 1 through June 30,2022, taxpayers should use the rates set forth in Notice 2022-03 I ppf j.

"The IRS is adjusting the standard mileage rates to better reflect the recent increase in fuel prices,"
said IRS Commissioner Chuck Rettig. "We are aware a number of unusual factors have come into play involving
fuel costs, and we are taking this special step to help taxpayers, businesses and others who use this rate."

While fuel costs are a significant factor in the mileage figure, other items enter into the calculation of mileage
rates, such as depreciation and insurance and other fixed and variable costs.

The optional business standard mileage rate is used to compute the deductible costs of operating an automobile
for business use in lieu of tracking actual costs. This rate is also used as a benchmark by the federal government
and many businesses to reimburse their employees for mileage.

Taxpayers always have the option of calculating the actual costs of using their vehicle rather than using the
standard mileage rates.

The 14 cents per mile rate for charitable organizations remains unchanged as it is set by statute.

Midyear increases in the optional mileage rates are rare, the last time the IRS made such an increase was in 2011.

Mileage Rate Changes



{Purpose Rates 1/1 through 6/30/2022 | Rates 7/1 through 12/31/2022
i  i "
{ Business 58.5 62.5
I  ̂ 1
T

Medical/Moving j 18 22
I- - - . . ■ ' r - ' ■

i charitable i 14 i. 14
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