
Monterey County 

Board Order 

Agreement No.: A-13003 

File IDA 15-400 No. 24 

168 West Alisal street, 
1st Floor 

Salinas, CA 93901 

831.755.5066 

Upon motion of Supervisor Phillips, seconded by Supervisor Parker and carried by those members 
present, the Board of Supervisors hereby: 

a. Authorized the Deputy Purchasing Agent for Natividad Medical Center (NMC) or his designee to 
execute a two-year Agreement with Foley & Lardner LLP for independent Consulting and Legal 
Services at NMC, for a tenn of July I, 2015 through June 30, 2017 and a total Agreement amount 
not to exceed $600,000; and 

b. Authorized the Deputy Purchasing Agent for NMC or his designee to execute up to tluee (3) future 
Amendments to the Agreement which do not significantly alter the scope of work and do not cause 
an increase of more than ten percent ( 1 0%) to the annual cost of the Agreement. 

PASSED AND ADOPTED on this 15th day ofDecember2015, by the following vote, to wit: 

A YES: Supervisors Armenta, Phillips, Salinas, Parker and Potter 
NOES: None 
ABSENT: None 

I, Gail T. Borkowski, Clerk of the Board of Supervisors of the County of Monterey, State of California, hereby certifY that 
the foregoing is a true copy of an original order of said Board of Supervisors duly made and entered in the minutes thereof of 
Minute Book 78 for the meeting on December 15, 2015 

Dated: December 16,2015 
File ID: A 15-400 

Gail T. Borkowski, Clerk of the Board of Supervisors 
County of Monterey, State of California 



















CAL CENTER 

Date: 

APPROVED AS TO LEGAL PROVISIONS 

APPROVED AS TO FJ LPROVI IONS 

Date: 

CONTRACTOR 

Name and Tit]~ I} { ..:l 

Date:~· J\.C . 

Name and Title 

Date: I 0 {, ( 2--<J I :=;-­
"-'---~-=--~--

***Instructions: 

If CONTRACTOR is a corporation, including limited 
liability and non-profit corporations, the full legal name of 
the corporation shall be set forth above together with the 
signature! of two specified officers (two signature~~ required). 
If CONTRACfOR is a partnership, the name of the 
partnership shall be set forth above together with the 
signature of a partner who ha.s authority to execute this 
Agreement on behalf of the part:ntrship (two signatures 
"'!W=I). 
If CONTRACTOR is contracting in and individual capacity, 
the individual shall set forth the name of the business, if any 
and shall personally sign the Agreement (one signature 
required). 

P 9of9 Foley & Lardner LLP Aj.reement 
Term: 711/IS throu1h 6/30117 
Total not to esceed 5600,000 
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c) copy machine charges incurred to copy documents for County use. 

d) Internet access connection and/or usage fees away from home not to exceed 
$15.00 per day, if Internet access is necessary for county related business. 

e) other business related expenses determined to be reasonable and necessary by 
the department head and the Auditor-Controller. 

VI. OTHER COUNTY BUSINESS EXPENSES 

A General Guidelines 

In the course of conducting County business, employees, contractors or volunteers may 
incur business expenses (including meal expenses pursuant to Section V.C) on behalf 
of the County. Such expenses will be approved for reimbursement if the disbursement 
meets the following requirements: 

• The disbursement is for an ordinary (not extravagant) and necessary expense of 
conducting County business, or is an expense that is required by the County, 

• The expense is approved by a member of the County Board of Supervisors, or 
a County department head (or his or her designee), and 

• The payee accounts for the expense in accordance with the rules for a 
"Accountable Expense Reimbursement Plan", as set forth in the Internal 
Revenue Code and related regulations. 

B. Taxation of Business Expense Reimbursements 

If a reimbursement to an employee, contractor or volunteer meets the requirements of 
an "Accountable Expense Reimbursement Plan", then such reimbursement will not be 
reportable for federal or California income tax pmposes. 

VII. CLAIMING PROCEDURES FOR OUT-OF-COUNTY TRAVEL 

A. Travel Advance Claims 

l. Authorizations and Eligibility 

a) Travel advances are strongly discouraged and are only available to County 
employees. The issuance of travel advances creates double work for 
departmental and auditor-controller staff and should only be used if a County 
travel card cannot be used or the employee does not have a personal credit card. 
Board of Supervisors Members are not eligible for travel advances. 

The first choice is for travelers to use their personal credit cards to pay for their 
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travel expenses and be reimbursed before their monthly statement arrives. 
Secondly, the County has arranged for the use of the Travel Card to pay many 
travel related expenses. Departments may use their Travel Cards to pay for 
airline tickets and conference registration expenses for all of their employees, 
not just the cardholder. Commercial carrier and conference registration 
expenses should not be considered in the advance calculation. The third choice 
would be a cash advance, if necessary. 

b) Travel advances require the authorization of the department head or his/her 
designee, and the Auditor-Controller or his/her designee. 

c) The net amount of the travel advance shall not exceed the following: 

(1) 75% of the total estimate for the following travel expenses, exclusive of 
payments made payable directly to the vendor: 

(a) lodging (documentation, including at least the confirmation number 
and hotel name should be provided), including hotel parking 

(b) rental vehicle transportation; 

(c) per diem meal allowances; 

(d) long-term airport parking; 

(e) other out-of-pocket expenses deemed necessary and reasonable by 
the Auditor-Controller. 

(2) 50% of the total estimate of reimbursement for mileage for business use of 
a private vehicle. 

d) A travel advance shall not be issued for a net amount less than $100.00 nor 
more than $2,000.00. 

e) A travel advance shall not be issued more than thirty (30) calendar days in 
advance of the commencement of travel. 

f) Travelers are not eligible for an additional travel advance if they have an 
unsettled advance, unless the advances are for travel taken consecutively. In 
such case, the sum total of the travel advances shall not exceed $2,000.00. 

2. Travel Advance Requests 

a) Requests for travel advances involving travel shall be submitted by the 
department head to the Auditor-Controller's Office on a completed and signed 
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"County of Monterey Travel Request" form, accompanied by all documentation 
relative to the request, at least ten (I 0) working days in advance of the 
commencement of travel. 

b) After a completed and approved "County of Monterey Travel Request" form is 
received by the Auditor-Controller's Office, a warrant payable to the County 
traveler for the amount requested shall be issued, up to the 100% maximum 
amount allowed pursuant to this County travel policy. 

3. Travel Advance Settlements 

a) Within five (5) working days of completion of travel, the County traveler shall 
submit all receipts for allowable travel expenses to the Department and within 
fifteen (15) working days of completion of travel to the Auditor-Controller's 
Office on a completed County claim form. Credit for the travel advance shall 
be subtracted from the amount owed to the County traveler. 

b) In the event that allowable expenses are less than the amount of the travel 
advance, the County traveler shall submit the difference in the form of a check 
or money order made out to the "County of Monterey" with the claim form. 

c) County travelers who cannot provide a required receipt shaH reimburse the 
County for the amount of the money advanced to them for that expense. 

d) Travelers who do not submit the required documentation by the time frames set 
forth above may lose their eligibility for future travel advances. 

e) Department heads are responsible for ensuring that their employees settle their 
travel advance claims within the time frames set forth in subsection a) above. 
Non-compliance may jeopardize advances for the entire department. 

B. Prepaid Vendor Claims 

1. Vend or Claim Reauests 

a) Once travel has been authorized, claims to the vendor may be submitted for 
lodging and registration fees when there is sufficient time for the check to be 
processed before the authorized County traveler commences travel. 

b) If the travel requires a "County of Monterey Travel Request" form, the 
approved form shall be submitted with the claim. If the original has been 
submitted with a previous claim, then that shall be noted on the claim form and 
a copy of the form attached. 

c) Whenever possible, the County shall be named as registrant for events to allow 
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transfer of attendance privilege when conflicts prevent the original registrant 
from attending. 

d) The County will mail the warrant directly to the vendor unless the traveler 
requests that the warrant be returned to them to hand carry to the vendor. 

2. Vendor Claim Settlements 

a) Each vendor claim must have an original receipt attached in order to settle the 
claim. The required receipts for vendor claims that have been prepaid shall be 
forwarded to the Auditor-Controller's Office within thirty (30) calendar days 
after completion of travel. 

b) Claims paid directly to vendors that are not substantiated by receipts within 
thirty (30) calendar days of the completion of travel sha11 be considered to be 
unsettled travel advances to the County traveler. 

c) Department heads are responsible for ensuring that their employees return their 
receipts within the time frames established by this policy. Non-compliance may 
jeopardize the department's ability to have travel expenses paid in advance. 

d) In the event that all or a portion of the prepaid cost to a vendor is reduced after 
the check has been processed, the County traveler is responsible for ensuring 
that the entire difference is returned to the County within the time frames 
established for settling the claim. 

C. Travel Reimbursement Claims 

1. After completion of travel, the County traveler shall submit a completed County 
claim form to the department head for authorization. After review and 
authorization, the department head shall submit the authorized claim, together with 
any required receipts, to the Auditor-Controller's Office. Said claim shall be 
received by the Auditor-Controller's Office within thirty (30) calendar days of the 
completion of travel. 

2. The traveler shall not be reimbursed until slhe has signed the certification for the 
claim that is required by the Auditor-Controller's Office. 

3. The Auditor-Controller's Office shall review the claim for compliance with 
applicable County policies and procedures. If approved by the Auditor-Controller's 
Office, the claim shall be processed and a check sent to the claimant within ten (10) 
working days. If denied, or denied in part, the department's contact person will be 
notified immediately. The Auditor-Controller has the final decision on allowable 
expenses. 

4. No reimbursement for travel shall be paid to the employee until all required receipts 
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for the travel claim have been filed with the Auditor-Controller's Office. 

5. Travel reimbursements are to be paid via checks and not to be paid via petty cash. 

D. Mileage Claims 

1. Whenever travel requires advance authorization of the department head, or his/her 
designee, the resulting mileage expense shall be claimed on the same claim fonn as 
the other expenses that apply to that travel. The only exception is if mileage is the 
only expense of the trip, in which case the traveler may claim the mileage on the 
monthly "Mileage Reimbursement" claim form. 

2. Whenever travel does not require advance authorization of the department head, or 
his/her designee, the resulting mileage expense shall be claimed on the "Mileage 
Reimbursement" claim form. 

3. Mileage claims sha11 be submitted monthly, unless the total for the month is less 
than $50.00, in which case the claim may be held for an additional month. 
However, the claim must not be held over to the next month more than twice, 
regardless of the dollar amount. 

4. All mileage claims for the last month of the fiscal year must be processed by year­
end close. 

5. Mileage Claims are to be paid via warrants and not to be paid via petty cash. 

E. Reimbursement by Outside Source 

I. County travelers receiving reimbursement from an outside source for travel on 
County time shall forward said reimbursement to the Auditor-Controller for 
handling and deposit if the traveler intends to submit an expense claim to the 
County or use County resources, including a County vehicle, to travel. In such 
cases, the traveler shall then be entitled to submit a claim for actual and necessary 
expenses for transportation, meals, lodging, and incidentals, subject to the claiming 
conditions set forth in this travel policy. Said reimbursement shall be delivered to 
the Auditor-Controller's Office within thirty (30) days of the receipt of the funds. 

2. If a County volunteer or non-employee will be receiving a per diem or other 
reimbursement of travel expenses from a source outside of the Cowtty, the 
volunteer shall not be eligible to claim or receive any additional reimbursement 
from the County for the same expenses. 

F. Late Claims 

If a claim for reimbursement or settlement of a travel claim is submitted after the 
allowed time frames, the payment to the employee shall not be made until the claim has 
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been reviewed and approved by the Auditor-Controller or his/her designee. 

G. Travel Card Use 

Subject to the rules contained in the Travel Card Policy, travel expenses (airline, hotel, 
vehicle rental, gas, emergency repair of county vehicles and airport parking) may be 
charged to County of Monterey Travel Cards. Prohibited items include employee 
meals, room service, movies, cash advances, gift cards of any kind, liquor, tobacco and 
other items prohibited by the Travel Card Policy. Under no circumstances should 
personal items (even if reimbursed to the county) be charged to the travel card. 
Expenses paid on the travel card should not be included on a claim for reimbursement. 

VII. INTERPRETATIONS 

The Auditor-Controller, or his/her designee, shall be responsible for interpretations of this 
policy. 

VIII. EXCEPTIONS 

Exceptions to this policy require the approval of the Auditor-Controller or his/her designee. 

IX. CONFLICT WITH RULES 

In the event that this County Travel policy is in conflict with another County policy, the 
policy with the strictest application shall prevail. 
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