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CITY OF BINGEN 

Administrative Policy and Procedure 
Travel and Meal Reimbursement 

1.0 General 

I.I This document sets the City of Bingen's policy and procedure for travel and meal 
reimbursement. 

1.2 Any questions or comments shall be directed to the City Administrator. 

1.3 This policy and procedure shall apply to all City employees and council members. 

2.0 Policy 

It is the City of Bingen's policy to provide sufficient and appropriate reimbursement for 
employee and council member travel costs, including meals and to cover those costs in a 
reasonable manner when conducting official City business, according to law, including Internal 
Revenue Service (IRS) regulations. 

3.0 Procedures 

When City employees and council members travel on official business, the City should pay 
reasonable amounts for appropriate transportation, meals, lodging, and miscellaneous approved 
expenses. An employee or council members is expected to show good judgment and &ft 

appreciation for economy when incurring travel expenses. 

3.1 Travel Reimbursement 

a. Documentation: Approval for expenses allowed must be documented on the 
Request for Travel Form (Appendix A). Upon return from authorized travel, all 
travel must be documented using the Conference/Travel Accounting Form 
(Appendix B). 

b. Authorization : All travel must be authorized in writing and in advance by the 
employee's supervisor and mayor, and by the mayor for council members, and as 
applicable below: 

1. The supervisor and mayor shall determine the most cost effective mode 
of travel. Employees required to travel by air shall travel economy class 
whenever available. It is prohibited to use any private aircraft for official 
City business. 

2. An employee or council member must obtain permission from supervisor 
and mayor to use City vehicles. Gasoline for City vehicles must be 
obtained using a city gas card or city credit card. 

3. When an employee or council member is authorized to use a personal 
vehicle for official travel outside of the City, an employee shall be 
compensated by at the current mileage rate as established by the Internal 
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