—

a AM-240-5
m Subsistence Allowance

This policy defines those costs to be defrayed by a subsistence allowance and establishes
subsistence allowances. The subsistence allowance amount is as published by the federal
government (“GSA rates”) from time to time. It must be used to pay for the cost of the
following items:

e Lodging, e.g., hotels, motels, etc. (not including hotel tax which is to be added to the
allowance)

e Food

e Gratuities or tips

e Clothes cleaning

e Local transportation at the conference site, e.g., taxi, bus, rental car, parking expenses,
etc.

e Miscellaneous expenses

Subsistence funds approved by the Board of Estimates may not be drawn from City accounts
until 10 work days prior to commencement of the trip. Subsistence expenditures which exceed
the daily subsistence allowance (exclusive of the hotel tax) cited for the place of travel are not
reimbursable and claims for such reimbursement will not be honored except as identified in this
policy. The hotel tax for the approved travel shall be added to the subsistence allowance as
published.

The subsistence allowance is reviewed and adjusted periodically by the Department of Finance,
consistent with the most recent GSA rate.

HRGAS

Certain locations have been designated by the GSA as High Rate Geographic Areas
(HRGAS)HRGASs. See AM-240-5-1. HRGA:s are reviewed and adjusted periodically by the
Department of Finance, consistent with the most recent GSA rates.

Outside the lower 48 state of the United States

For travel outside the lower 48 states, where no HRGA is provided by GSA, the travel request
should propose a reasonable amount for a daily subsistence allowance. The Board of Estimates
will set the amount of the daily subsistence allowance.

ALLOWANCE EXCEPTION

For attendance at certain conferences and/or professional associations which are required of the
Mayor, the Mayor’s designated executive and/or Members of the Board of Estimates, the Board
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shall determine an allowance sufficient to cover lodging costs for those officials, but the allowance
set forth in AM-240-5 and AM-240-5-1 shall apply to other City attendees, whose attendance is
not required.

RECORD-KEEPING

Original receipts are required for all lodging costs, conference registration and transportation
incurred in travel status for which reimbursement will be requested. Receipts for other subsistence
related expenses are not required. A credit card statement may suffice if the employee signs it and
indicates that it is intended to substitute for the original. The Accounts Payable Unit reserves the
right, if circumstances warrant, to require certain specific articulation of hotel/motel bills, e.g., date
checked-in, date checked-out, etc.

RELATED POLICIES

AM-239-1-1 Out of Town Travel by Elected Officials

AM-240-2  Agency Head Approval

AM-240-3  Board of Estimates Approval

AM-240-5-1 Subsistence: High Rate Geographic
Areas
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