TOWN OF MANCHESTER
FINANCE DEPARTMENT POLICY AND PROCEDURES
TRAVEL REIMBURSEMENT
POLICY STATEMENT: Expenses incurred while traveling on Town-related business
will be reimbursed to the employee only if supported by detailed receipts submitted
to Accounting
In order to be considered reimbursable, all
expenses submitted must adhere to the requirements outlined below.
THE FOLLOWING CRITERIA MUST BE MET IN ORDER FOR TRAVEL
EXPENSES TO BE CONSIDERED REIMBURSABLE:
1. The expenses must be incurred by a town employee who is traveling on Townrelated business. General types of expenses considered reimbursable are:
• Travel (airfare, rail ticket, and personal car mileage) to and from the
location of the Town business.
• Conference/training fees related to Town business. Generally, these
expenses should be paid directly by the Town through the VRR process
However, if timing constraints require the
employee to pay the fee up front, the fee will be reimbursed.
• Hotel accommodations (single occupancy rates only, unless the employee
is sharing a room with another Town employee) for the duration of the
Town business only. If an employee extends the trip for personal vacation,
the hotel expense for the personal time is not reimbursable. When
choosing a hotel, the employee should attempt to stay at the hotel where
the event is occurring, if applicable. If not, the employee should choose a
hotel using the Marriott chain as the cost standard (i.e. the employee
should stay at a Marriott if available or, if not, a hotel of similar or lower
price level to a Marriott.)
• Meals incurred for the duration of the Town business only. Meals incurred
during an extended stay for personal reasons are not reimbursable.

•
•

•

Rental car fees for transportation while on Town business.
If the car is used for an extended personal stay, the rental
fee must be prorated for the time the employee was on business only. If no
car is rented, the employee may be reimbursed for taxi, subway or other
local transportation while on Town business.
Tolls and gasoline (when using one’s personal car for travel).

•

Parking fees for airport parking while on Town business and other
necessary parking fees for a rental or personal car while on Town
business. Valet parking should only be used if the hotel absolutely requires
it.
2. The following expenses are never reimbursable:
• Expenses for a spouse or other traveling companion who is not a Town
employee. If an employee travels with another person not employed by the
Town, the employee must itemize receipts and only apply for
reimbursement for the employee’s own expenses.
•

3.

4.

5.
6.

Expenses of any type incurred outside the days that the event requiring the
employee’s presence is occurring. If necessary, the employee is allowed to
arrive at the destination on the night before the event begins and is
allowed to depart the morning after the event is over to allow for travel
time. Any further extension of the travel beyond these timeframes is not
reimbursable unless there are extenuating circumstances (such as a
weather-related plan delay). Extenuating circumstances must be explained
in writing and approved by the Department Head (or General Manager if a
Department Head is the one submitting the expenses).
• Alcoholic beverages. All meal receipts must be itemized and cost of
alcoholic beverages must be subtracted from the total before the receipt is
submitted to Accounting.
• Non-itemized meal receipts are not acceptable; these meals will not be
reimbursed.
If the traveler has a Town-issued purchasing card, travel-related expenses should
be charged to the card rather than paid for by the employee and then submitted for
reimbursement. Receipts must still be kept and submitted to Accounting with the
purchase card log (refer to “Town of Manchester Purchasing Card Program
Guidelines” for further details on purchasing card policy and procedures).
The travel to which the expenses relate must have been pre-approved on a
“Request for Leave of Absence-Conferences” form (See Attachment A). The
Department Head and General Manager must sign off on this form and the form
must be attached with the receipts submitted for reimbursement. The total cost of
the trip, including all reimbursements submitted should be at or below the
estimated cost indicated on this form. Any overages must be explained in detail
and authorized by the Department Head and General Manager.
Expenses should be submitted for reimbursement within 5 business days of
returning from a trip.
Cash advances for travel-related costs are permitted on an exception basis only. If
the employee wishes to obtain an advance, the employee must complete a “Travel
Advance Request Form” (See Attachment B). This form must include a detailed
explanation of why an advance is needed. This form must be submitted to the
General Manager’s office along with the “Request for Leave of AbsenceConferences” form. If an advance is granted, receipts need to be kept and
submitted to Accounting within 5 business days of the end of the trip (see below).

CALCULATING MILEAGE REIMBURSEMENT

Mileage reimbursement covers only those miles incurred above and
beyond the employees normal work commute to his/her place of
business.
If an employee leaves from and returns home he/she will be reimbursed
for total miles traveled less work commute. Copies of MapQuest from
point of destinations should be attached.
Simplest way is to add up all the miles traveled and subtract work
commute mileage.
Example for a 1 day travel:
West Hartford (home) to Meriden (business) =
Meriden (business) to West Hartford (home) =

19 miles (approx)
+19 miles (approx)
38 miles
Less West Hartford (home) to Manchester (work) = -26 miles (RT)
12 miles reim

It is possible that after computing the total mileage, the reimbursement
could net out to a zero dollar amount.

