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It is the intent of this policy to encourage travel on official City business by the most economical 

means, e.g., discount airfare, and to maximize City savings on conference expenses, e.g., early 

bird registration and number of employees permitted to attend the same conference. The failure to 

submit a timely travel request in order to maximize city savings may result in a disapproval of or 

reduction in the reimbursement. 

 

Out-of-town travel is necessary travel extending beyond City limits for the purpose of conducting 

official City business. This includes conferences, conventions, seminars, and other approved 

events dealing with topics of value to the City. 

 

Travel within the City limits is necessary travel that does not extend beyond the City's geographic 

boundaries for the purpose of conducting official City business. This includes conventions, 

seminars, certain qualifying emergency local work and related events. 

 

The process is initiated by the employee’s submission of the Expense Report form (28-1448- 

5060). It must be used by any City employee planning to attend a conference, convention, or 

seminar, whether out-of-town or within City limits. This request must be approved by the 

appropriate body, as set forth herein. 

 

Employees should ensure compliance with the City’s Public Ethics Law for any travel paid for in 

whole or in part by a third party who is not the employee’s spouse, parent, child or sibling. 

 

Rules governing employee travel have been separated into the following sections: 

 

• Agency Head Approval (AM-240-2) covers the circumstances for which approval may be 

granted by an employee’s agency head. 

• Board of Estimates Approval (AM-240-3) is required under certain circumstances. 

• AM-240-4 vacant. 

• Subsistence Allowance (AM-240-5) specifies expenses reimbursable to City employees. 

• High Rate Geographic Areas (AM-240-5-1) establish a higher reimbursable level for 

certain higher cost locations. 

• Advance Funds/Reimbursement (AM-240-6) describes the procedures by which a City 

employee may obtain funds for an approved trip. 

• Travel within City Limits (AM-240-7) sets forth travel procedures for intra-city travel. 

• Transportation Mode (AM-240-8) identifies approved transportation modes. 

• Commercial Transportation (AM-240-9) establishes City policy regarding use of 

commercial transportation. 

• Employee-Owned Vehicles (AM-240-10) sets forth the rules about the use of personal 

vehicles in the conduct of City business. 

• Employee Expense Report (AM-240-11) specifies the requirements for the contents of an 

expense report. 
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• Executive Search Expenses (AM-240-12) covers the approval process for obtaining 

reimbursement for expenses associated with interviewing candidates for executive level 

positions. 


