
TRAVEL AUTHORIZATION 

AND REIMBURSEMENT 

POLICY 
Amended November 19, 2019 via Minute Order #16



I. AUTHORIZATION FOR TRAVEL

A. Authorization by Department Head
- Out of County Travel; 

- Blanket Travel Approvals

B. Authorization by Board of Supervisors
- Out of State/ Out of Country Travel
- Exceptions: CA, AZ, NV, 100 miles or less into Baja CA Norte and 

Sonora MX.
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II.  TRAVEL AUTHORIZATION       
PROCEDURE

A. Travel Request Documentation
• Revised Authorization for Travel & Expense Form (Exhibit A)

- Lodging, rental car, airline reservations/ confirmation

- Meeting information/ conference agenda

• Motor Pool Reservation (Exhibit B)

• Waiver-Release of Liability Form (Exhibit C)

• Authorization to Use Privately Owned Vehicle for County Business 

(Exhibit D)
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III. ALLOWABLE EXPENSES

A. Meals
B. Lodging Expenses
C. Transportation
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III. A.  MEAL REIMBURSEMENT

The County of Imperial will refer to the 

RATE SCHEDULE of the United States 

General Services Administration Meal and 

Incidental Expense Guidelines

http://gsa.gov/mie
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https://www.gsa.gov/travel/plan-book/per-diem-

rates/fy2019-mie-breakdown

M&IE Breakdown

M&IE Total 

(1)

Continental

Breakfast/

Breakfast (2) Lunch (2) Dinner (2)

Incidental

Expenses

First & Last 

Day of Travel 

(3)

$55 $13 $14 $23 $5 $41.25

$56 $13 $15 $23 $5 $42.00

$61 $14 $16 $26 $5 $45.75

$66 $16 $17 $28 $5 $49.50

$71 $17 $18 $31 $5 $53.25

$76 $18 $19 $34 $5 $57.00

FY2019 M&IE Breakdown
Choose one of the headings below to get meals and incidental expense rates (M&IE) for federal 
travelers.
Find M&IE total and breakdown by meal for travel in the continental U.S
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MEAL REIMBURSEMENT – Out of County Travel
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BREAKFAST LUNCH DINNER

Breakfast per diem is allowed if

employee commences out-of-

County travel one (1) hour prior

to their work schedule.*

Lunch per diem is allowed if

employee commences out-of-

County travel on or before

11:30 am.

Dinner per diem is allowed if

employee out-of-County travel

ends one (1) hour after their

work schedule or any time

thereafter.*

Section III of the Travel Authorization & Reimbursement Policy can be 

amended by the CEO as needed.



III. Sections C and D:   
LODGING EXPENSES & TRANSPORTATION 

LODGING

- No miscellaneous room charges are allowed

TRANSPORTATION
- Business Select is not allowed

- Early Bird Check-In is not
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IV. TRAVEL ADVANCES OR 
REIMBURSEMENTS

Advances may be made to the employee for per-
diem meals and incidental expenses for out-of-
county travel.

Any per-diem meal advances made to an 
employee shall be returned or reimbursed to the 
County in the event the approved travel is 
canceled or shortened for any reason.
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VI. CLAIMS 

Documentation of all expenses shall be 
submitted to the Auditor-Controller’s Office 
within sixty (60) days.

In no event will Auditor-Controller’s office 
process a claim for travel expenses in an 
amount in excess of that approved by the 
Department Head.  
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VII.   RETENTION OF RECORDS

Each department will retain all submitted 

travel records for three years.
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VIII. IMPLEMENTATION 

The County Executive Officer shall be 
responsible for the implementation and 
interpretation of this Policy.
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ADDITIONAL BOARD ACTION TAKEN 
ON NOVEMBER 19, 2019

■ Departments’ travel budgets will be randomly audited 
by the Auditor-Controller’s Office.  Findings will be 
reported to the Board of Supervisors
– Expense reports; assess validity of travel expenses, appropriate 

approvals, consistency with travel reimbursement per policy.

■ If Departments exceed the adopted travel budget, a 
BAR submittal to the Board of Supervisors will be 
required.
– Journal Entries or Transfer of Appropriations will not be allowed.
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EXHIBIT A. 

Authorization for 
Travel and 
Expenses Form
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EXHIBIT B.

Fleet Services  
Motor Pool 
Reservation Form
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EXHIBIT C. 

Waiver/Release 
of Liability Form
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EXHIBIT D.

Authorization to 
Use Privately 
Owned Vehicle 
for County 
Business 
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OTHER
(Not Included in the 
Travel Policy)

Transient 
Occupancy Tax 
Exemption 
Claim 

(SACRAMENTO) 
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QUESTIONS?
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Karina Muñoz, Administrative Analyst III

PH 442-265-1001

Rosa Lopez, Administrative Analyst III

PH 442-265-1013
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