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FilsID A 16-150 No.13

Monterey County
Board of Supervisors

168 West Alisal Street,
st Fioor
Salinas, CA 93901

Board Order 831,766.5066

Agreement No.: A-13173

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

a. Approved and authorized the Director of Health or Assistant Director of Health to execute an
Agreement with Foley & Lardner LLP for Independent Consulting and Legal Services, for the term
of May 1, 2016 through June 30, 2018, for a total Agreement amount not to exceed $300,000; and

- Authorized the Director of Health or Assistant Director of Health to approve up to three (3) future

one year amendments that do not exceed (10%) ($30,000) of the original Agreement amount and do
not significantly alter the scope of services.

PASSED AND ADOPTED on this 14th day of June 2016, by the following vate, to wit:

AYES:  Supervisors Armenta, Phillips, Salinas and Potter
NOES: None

ABSENT: Supervisor Parker

I, Gail T, Borkowski, Clerk of the Board of Supervisors of the County of Monierey, State of California, hereby certify that

the foregoing is a trus copy of an original order of said Board of Supervisors duly made and entered in the minutes thereof of
Minute Book 79 for the meeting on June 14, 2016, ‘

Dated: June 16, 2016 Gail T. Borkowski, Clerk of the Board of Supervisors
FileID: A 16-150 County of Monterey, State of California

By
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This Agreement is made by and between the County of Monterey, a political subdivision of the
State of California (hereinafter “County™) and:
Foley & Lardnerl .l .P. . — :

(hereinafter “CONTRACTOR”)

In consideration. of the mutual covenan’ts and condmons set forth n: ﬂ:us Agreement the parties
agree as follows: | ' , : .

1.0 GENERAL DESCR]PTION

erf and CONI‘RACTOR hereby

401 The following attached exhibits are incorporated herein by reference and constitute a part of
this Agreement:
Exhibit A  Scope of Services/Payment Provisions

ExhibitB  County Travel and Business Expense Reimbursement Policy
Attachment 1 Addendum to the Agreement

Revised 09/28/12 1of10 Agreement ID: Fotey & Lardner LLP Agreement

Term: 05/01/2016 through 06/30/2018
Tofai not to exceed $300,000
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3.0 PERFORMANCE STANDARDS.

501 CONTRACTOR warrants that CONTRACTOR and CONTRACTOR’s agents, employees,
and subcontractors performing services under this Agreement are specially trained,
expexienced compeient, and appropriately licensed to perform the work and deliver the
services required under this Agreement and are not employees of the County, or immediate
family of an employee of the County.

502 CONTRACTOR, its agents, employees, and subcontractors shall perform all work in a safe
and skillful manner and in compliance with all applicable laws and regulations. All work
performed under this: Agreement that is required by law 1o be performed or supervised by
llcensed personnel sha]l be performed in accordance w1th sich hcensmg requirements.

5.03 CONTRACTOR sha]l fummh, at its own expense, all matenals eqmpment and personnel
neCessary to carry: out the Agreement, ‘except as otherwise. specified in this

V... Premlses property (mcludmg

'cqmpment, “mstruments
o Vpelformance of its oblig

the Co{m;y PPEOVéém confomu wﬂh tlns ;‘Agreement and shall promptly submit such
invoice to "the," - - _; 3

1.0 ATION.

701 During the term of this Agreement, the County may terminate the Agreement for any
reason by giving written notice of termination to the CONTRACTOR at least thirty (30)
days prior to the effective date of termination. Such notice shall set forth the effective date
of termination. In the event of such termination, the amount payable under this Agreement
shall be reduced in proportion to the services provided prior to the date of teruination.

Ravised 09/28/12 20f10 Agreement TD: Folsy & Lardner LLP Agreament
Term: 05/01/2016 through 06/30/2018

Total not to exceed $300,000
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7.02 The County may cancel and terminate this Agreement for good cause effective immediately
upon written notice fo CONTRACTOR. “Good canse” includes the failure of
CONTRACTOR to perform the required services af the time and in the manner provided
under this Agreement. If County terminates this Agreement for good cause, the County
may be relieved of the payment of any consideration to CONTRACTOR, and the County
may proceed with the work in any manner, which County deems proper. The cost to the
County shall be deducted from any sum due the CONTRACTOR under this Agreement.

7.03  The County’s payments-to CONTRACTOR under this Agreement are funded by local, state
and federal governments. If finds from‘local, state and federal sources are not obtained and
continued: at a level sufficient to a]law for the County’s putchase of the indicated quantity
of services, then the Couity may :give Writien notice ‘of this fact to CONTRACTOR, and
the. obhgaﬁons of ﬂle partiés under this. Agr ment ghall terminste m:nmedlately, or on such
date theteafter, as the Ce 10 'ce- unless in the meanwhﬂe the parties

_‘-igentermto awutten 1 RERETIL e

This verification of coverage “shall to the County’s Contracts/Purchasing
Department, unless otherwise directed. The Contractor shall got receive a “Notice to
Proceed” with the work under this Agreement until it has obtained all insurance required
and the County has approved such insurance. This approval of insurance shall neither
relieve nor decrease the lability of the Contractor.

9.02 ualifying Insurers:
All coverage’s, except surety, shall be issued by companies which hold a cmrent policy
holder’s alphabetic and financial size category rating of not less than A- VII, according to

Revised 09/28/12 Jofl0 Agreement ID: Foley & Lardner LLP Agreement

Term: 05/01/2016 through 06/30/2018

Total not to excesd $300,000
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the current Best’s Key Rating Gnide or a company of equal financial stability that is
approved by the County’s Purchasing Manager.

9.03 Insurance Coverage Requirements: Without limiting CONTRACTOR s duty to indemnify,
CONTRACTOR shall maintain in effect throughout the term of this Agreement a policy or
policies of insurance with the following minimum limits of liability:

Commercial General Liability Insurance, including but not limited to premises and
operations, including coverage for: Bodily - Injury and Property Damage, Personal Injury,

Contractual Liability, Broad form Property Damage, Independent Contractors, Products and
Completed Operations, with a -combined single limit for. Bod:ly Injury and Property
Damage of 1idt Jess than $1 000,000 per ocewrrenice. .
(Note:any pmposed motl ﬁcatmns fo.these general liabitity insurance requirements shall
be.attached as an Exhibif hereto, the section(s) above: that are proposed as not
app[zcable shall be Imed out in bl 'rbposed mody‘icanons are subject to County
appraval S S

motor vehicles mcludmg owned,
ices. inder this Agreement,
ty. Da:_;_gage of _got‘,._}gls than

. Insuriince, if Teq fﬁar the;professmn
{e.g., tho ‘persons:; authonzed by a license to. engage il i busines;
by the a']jform g )

ices being provided,
profession regulated

liability insurance is mifféh hif #%4Sis rather than an occurrence basis, the
CONTRACTOR shall, upon the explratmn or earlier termination of this Agreement, obtain
extended reporting coverage {(“tail coverage™) with the same liability limits. Any such tail
coverage shall continue for at least three years following the expiration or earlier
termunation of this Agreement.
{(Note: any proposed modifications to these insurance regquirements shall be
attached as an Exhibit hereto, and the section(s) above that are proposed as not
applicable shall be lined out in blue ink. All proposed modifications are subject to County
approval )

Ravised 09/28/12 4 of 10 Agreement ID: Folay & Lardner LLF Agraemant
Term: 05/01/2016 through 06/30/2018
Total not to axceed $300,000
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9.04 Other Requirements:

All insurance required by this Agreement shall be with a company acceptable to the County
and issued and executed by an admitted insurer authorized to transact Insurance business in
the State of California. Unless otherwise specified by this Agreement, all such insurance
shall be written on an ogcurrence basis, or, if the policy is not written on an occurrence
basis, such policy with the coverage required: herein shall continue in effect for a period of
three years following the date CONIIEACTOR completes 1ts performance of services under
this Agreement T _ . ‘

Each -hablhty pohcy shall prowde that ﬂ:le County shall be gwen not:ce m wntmg at least
iys in advance
i tended-'hon—renewal i

insurane reqmred by t'hls Agreeme e GONTRACT _
certificaté:of in j_ i five calendar da A nge'is made in any insurance
i i the cerhﬁcate ‘then on file. Acceptance or
chgnge ‘the indemnification clavse in this
Agreement, which sha]l continise: m‘ﬁlﬂferce and éffect.

CONTRACTOR shall at all times during the term of this Agreement mainfain in force the
insurance coverage required under this Agreement and shall send, without demand by
County, annmal certificates to County’s Conftract Administrator and County’s
Coniracts/Purchasing Division. If the certificate is not received by the expiration date,
County shall notify CONTRACTOR. and CONTRACTOR shall have five calendar days to
send in the certificate, evidencing no lapse in coverage during the interim. Failure by
CONTRACTOR to maintain such insurance is a default of this Agreement, which entitles
County, at ifs sole discretion, to terminate this Agreement immediately.

Revised 09/28/12 50f10 Agreement ID: Foley & Lardner LLP Agreement

Term: 05/01/2016 through 06/30/2018

Total not to exceed $300,000
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10.0 RECORDS AND CONFIDENTIATITY.

10.01 Confidentiality. CONTRACTOR and its officers, employees, agents, and subcontractors
shall comply with any and all federal, state, and local laws, which provide for the
confidentiality of secords and other information. CONTRACTOR shall not disclose any
confidential records or other confidential information received from the County or prepared
in connection with the performance of this Agreement, unless County specifically permits
CONTRACTOR to disclose such records or information. CONTRACTOR shall promptly
transmit to County any and all requests for disclosure of any such confidential records or
information. CONTRACTOR shall not use any confidential information gained by
CONTRACTOR in the: penformance of this Agreement except for the sole purpose of
ca:rymg out CONTRACTOR’s obhgatlons under this Agreement
t_‘zgﬁgrds

1002 ¢ When this Agre ement expires 'uorhtermmates CON'_I‘RACTOR shall

similar nature produced in the course of.
pubhsh any siicliinateri it the

11.0 NON—DISCR]MINATION.

11.01 During the performance of this Agreement, CONTRACTOR, and its subcontractors, shall
not unlawfully discriminate against any person because of race, religious creed, color, sex,
national origin, ancesfry, physical disability, mental disability, medical condition, marital
status, age (over 40), or sexual orientation, either in CONTRACTOR’s employment
practices or in the furnishing of services to recipients. CONTRACTOR shall ensure that the
evaluation and treatment of its employees and applicants for employment and all persons
receiving and requesting services are free of such discrimination. CONTRACTOR and any
subcontractor shall, in the performance of this Agreement, fully comply with all federal,

Revised 09/26/12 6of 10 Agreement ID: Foley & Lartdner LLP Agreement

Temm: 05/01/2018 through 06/30/2018
Total not to excead $300,000
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state, and local laws and regulations which prohibit discrimination. The provision of
services primarily or exclusively to such target population as may be designated in this
Agreement shall not be deemed o be prohibited discrimination.

12.0 COMPLIANCE WITH TERMS OF STATE OR FEDERAL GRANTS.

12.01 Tf this Agreement has been or will be funded with monies received by the County pursuant
to a contract with the state or federal government m which the County is the grantee,
CONTRACTOR will comply with all ‘the provisions of said confract, to the extent
applicable to CONTRACTOR as a subgrantee under said: contract, and said provisions shall
be deemed a pait of this Agreement, as though ﬁﬂly set forth-herein. Upon request, Connty
will dehver a copy of. sald contract to CONTRACTOR, at no cost to CONTRACTOR

 thi , Agreement CONTRACTOR

con 'act ad,mmmt:ators at the

FOR CONTRACTOR:

Elsa Jimenaz, lnterlm Director of Hea!th | Foley & Lardner LLP

Name andTitle*‘- ‘ B
Monteray County Department of Health S Attn Diane Ung, Esq.
1270 Natividad Road 555 South Flower Street, No. 3500
Salinas, CA 93906 Los Angeles, CA 90071
Address Address
831-755-4526 | FAX: 213-488-0065
Phone Phone
Revised 09/28/12 7of 10 Agreement ID: Foley & Lardner LLP Agresment

Term; 05/01/2016 through 06/30/2018

Total not to excead $300,000
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15.0 MISCELLANEOUS PROVISIONS.

15.01 Conflict of Interest. CONTRACTOR represents that it presently has no interest and agrees
not to acquire any inferest during the term of this Agreement, which would directly, or
indirectly conflict in any manner or to any degree with the full and complete performance
of the services required fo be rendered under this Agreement.

15.02 Amendment. This Agreement may be amended or modified only by an instrument in
writing signed b}r the. County and the CONTRACT OR. - -

15.03 Waiver. Any waiver of any térms and condltlens of t]:us Agreement must be in writing and
signed bir the County and the. CON'I’.RACTGR A waiver of any of the:terms and conditions
of this Agreement shall not be consirued as-a.waiver of any oﬂ1er term or condmons i this

. thlS‘ Agreement includes

15@4?:‘
INT] ”__.”CTOR.’S behalf in

15.10 Time is of the Essence. Time is of the essence in each and all of the provisions of this
Agreement.

15.11 Governing Law. This Agreement shall be govemed by and interpreted under the laws of
the State of California.

15.12 Non-gxclusive Agreement. This Agreement is non-exclusive and both County and
CONTRACTOR expressly reserve the right to contract with other entities for the same or
similar services.

Revised 09/28/12 8of 10 Agreement ID: Foley & Lardner LLP Agreement
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15.13 Construction of Agreement. The County and CONTRACTOR agree that each party has
fully pariicipated in the review and revision of this Agreement and that any rule of
construction to the effect that ambiguities are to be resolved against the drafting party shall
not apply in the inferpretation of this Agreement or any amendment to this Agreement,

15.14 Connterparts. This Agreement may be executed in two or more counterparts, each of which
shall be deemed an ongmal, but all of which together shall constitute one and the same
Agreement. Lo o

15.15 Authority. Any mdwldual executmg fhis Agreement on beha]f of the County or the
CONTRACTOR represmts anid warrants hereby that hé or she has the requisite authority to

enter intc this’ Agreeitienit on, beha]f of: such party and bmd the pany to the terms and
condmons of this Agxeement

its; Irepresent the enhre Agreement
Sp t“to the subject matter of this

15.16 it

o6 Y ent shail pfevaﬂ an cont:rol

Revised 09/28/12 950f 10 Agreement ID: Folay & Lardner LLP Agresment
Term: 06/01/2016 through 08/30/2018
Total not to exceed $300,000




DocuSign Envelope ID: 1EA51959-0C83-4F37-99F0-EB19320D7335

16.0 SIGNATURE PAGE.

IN WITNESS WHEREOF, County and CONTRACTOR have executed this Agl eement as of the day

CONTRACTOR

‘ Foley & Lardner LEP-

.~ Contractor’s Business Name*

. (S:gnatm’e quhau President, or

Vwe—Premdent)*

(’AMCL

Name and Tltie

Approved as to 'Liabiliﬁ%?ilbvisqusg

By:

and year written befow,
COUNTY OF MONTEREY
By: e et
Confracts/Puichasing Officer
Date: S N
By:
Date:
By:
Board.of Supérvis
Date: | :
App‘r‘o%?ed‘as fq‘:Foi'.ml
By: - E '
J)epb@{
Date:
Apprtﬁed a8 _tb '-Figcal Prc‘s‘
o Afdifol 51111'011{91
Date: - .: . f/L I(b Sl LT

P AR —

Date:

Risk Management

‘Approval by County Counsel is required
2 Approval by Anditor-Controller is tequired

Revised 09/26/12

County Boarad of Supervisers’ Agreement Nnmbel A [’jil 7§ , approved on (date): (ﬁ[ / ‘f@/ ?

*INSTRUCTIONS: If CONTRACTOR is a corporation, including ]nmted liability and non-profit corporations, the full
legal name of the corporation shall be set forth above {ogether with the signatures of two specified officers. If
CONTRACTOR is a partnership, the name of the partiership shell be set forth above together with the signature of
pariner who has authority to execute this Agreement on behalf of the parmership. If CONTRACTOR is contracting in an
individual capacity, the individual shall set forth the name of the business, if any, and shal personally sign the Agreement,

I Approval by Risk Management is necessary only if changes are made in paragraphs § or 9
‘Agreement ID: Foley & Lardner LLP Agreement

Term: 05/0172016 through 06/30/2018
Total not fo exceed $300,000
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ATTACHMENT 1

This Attachment 1 will serve as an Addendum to the Standard Agreement between
the County of Monterey, on behalf of its Health Department, and Foley & Lardner, LLP,
attached hereto, and will have the full force and effect as if set forth within the Agreement.

1. Section 6.01. Section 6.01 to the Agreement is hereby amended to read in its entirety as
follows:

6.01 During the initial term of the Agreement, prices shall remain firm through June
30, 2017, and, thereafter, may be adjusted annually. The County does not

guarantee any minimum or maximum amount of dollars to be spent under this
Agreement.

2. Section 6.04. Section 6.04 to the Agreement is hereby amended {o read in its entirety as
follows:

604 CONTRACTOR shall submit such invoice periodically or at the completion of
services, but in any event, not later than 30 days after the month in which services
were provided. The invoice shall set forth the amounts claimed by CONTRACTOR
for the previous period, together with an itemized basis for the amounts claimed,
and such other tnformation pertinent to the invoice, Health shall certify the invoice,
either in the requested amount or in such other amount as Health approves in
conformity with this Agreement, and shall promptly submit such invoice to the
County Auditor-Controller for payment. The County Auditor-Controller shall pay
the amount certified within 30 days of receiving the certified invoice.

3 Section 7.01. Section 7.01 to the Agreement is héreby amended to read in its entirety as
follows:

7.01  During the term of this Agreement, either party may terminate the Agreement for
any reason by giving written notice of termination to the other party at least thirty
(30) days prior to the effective date of termination. Such notice shall set forth the
effective date of termination. In the event of such termination, the amount payable
under this Agreement shall be reduced in proportion to the services provided prior
to the date of termination.

4, Section 7.02. Section 7.02 to the Agreement is hereby amended to read in its entirety as
follows:

7.02 Health may cancel and terminate this Agreement for good cause effective
immediately upon written notice to Contractor. “Good cause” includes the failure of
CONTRACTOR to perform the required services at the time and in the manner
provided under this Agreement. If Health terminates this Agreement for good
cause, Health may proceed with the work in any manner, which Health deems

1of3

Foley & Lardner LLP Agreement
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5.
follows;

proper. Health may be relieved of the payment of any consideration to Contractor
for the services in question, and the cost to Health shall be deducted from any sum
due the CONTRACTOR under this Agrecment.

Section 9.03. Section 9.03 to the Agteement is hereby amended to read in its entirety as

9.03 Insurance Coverage Requirements; Without limiting CONTRACTOR’s duty to
indemnify, CONTRACTOR shall maintain in effect throughout the term of this
Agreement a policy or policies of insurance with the following minimum limits of
liability:

Commercial general ligbility insurance, including but not limited to premises and
operations, including coverage for Bodily Injury and Property Damage, Personal Injury,

Contractual Liability, Broad form Property Damage, Independent Contractors, Products
and Completed Operations, with a combined single limit for Bodily Injury and Property
Damage of not less than $1,000,000 per occurrence.

Business automobile [jability insurance, covering all motor vehicles, including owned,
leased, non-owned, and hired vehicles, used in providing services under this

Agreement, with a combined single limit for Bodily Injury and Property Damage of not
less than $1,000,000 per occurrence.

Workers’ Compensation Insurance, If CONTRACTOR employs others in the
performance of this Agreement, in accordance with California Labor Code section 3700
and with Employer’s Liability limits not less than $1,000,000 each person, $1,000,000
each accident and $1,000,000 each disease.

Professional liability insurance, if required for the professional services being provided,
(e.g., those persons authorized by a license to engage in a business or profession
regulated by the California Business and Professions Code), in the amount of not less
than $1,000,000 per claim and $2,000,000 in the aggregate, to cover liability for
malpractice or errors or omissions made in the course of rendering professional
services. If professional liability insurance is written on a “claims-made” basis rather
than an occurrence basis, the CONTRACTOR shall, upon the expiration or earlier
termination of this Agreement, make best efforts to maintain or obtain extended
reporting coverage (“tail coverage™) with substantially the same liability limits as stated
above, Any such tail coverage shall, to the extent available, continue for at least one
year following the expiration or earlier termination of this Agreement (“Initial Year™),

As required by California Corporations Code Section 16956 (a)(1)A), in the event of
the dissolution and winding up of the CONTRACTOR, the CONTRACTOR shall, with
respect to any insurance policy or policies then maintained pursuant to this Agreement,
maintain or obtain an extended reporting period endorsement or equivalent tail
coverage provision for at least the maximum total aggregate limit of liability required to

20of3
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comply with this Agreement for a minimum of three years beyond the Initial Year if
reasonably available from an insurer,

6. Section 15.17. Section 15.17 to the Agreement is hereby amended to read in its entirety
as follows:

15.17 Interpretation of Conflicting Provisions: In the event of any conflict or
inconsistency between the provisions of this Agreement and the provisions of
any exhibit, the provisions of this Agreement shall prevail and control.

This section left blank intentionally

30of3
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EXHIBIT A

Foley & Lardner, L.L.P.

May 1, 2016 through June 30, 2018

I. CONTACT INFORMATION

CONTRACTOR: Diane Ung
Foley & Lardner, L.L.P,
555 South Flower Street
Suite 3500
Los Angeles, CA 90071-2411
(213) 972-4669

County of Monterey: Stacy L. Saetta
Deputy County Counsel
Office of the Monterey County
Counsel
168 West Alisal Street, 3 Floor
Salinas, CA 93901
(831) 755-5045

II. SERVICES TO BE PERFORMED.

Health Department hereby hires CONTRACTOR to render independent Iegal services to
Health Department, subject to the terms of this Agreement. CONTRACTOR shall
perform said setvices faithfully and well, when needed by and as requested by the Health
Department. The services 1o be performed under this Agreement shall consist of
providing legal advice with respect to healthcare matters, including Medicaid financing
for safety net providers, healthcare transactions, provider agreements, and technology,
privacy, and security matters. CONTRACTOR shall perform only such services as are
within the expertise of the individual attorneys on CONTRACTOR’s staff, and
CONTRACTOR shall notify Health Department promptly if any work requested is
beyond such expertise. CONTRACTOR shall diligently provide such legal services as
are necessary and approved by Health Department in a professional, timely manner.
CONTRACTOR shall perform all of its services with due regard to ethical guidelines
and the client’s interests.

H1. PAYMENT PROVISIONS

A. Health Department shall pay CONTRACTOR according to Section
6, PAYMENT CONDITIONS, of this agreement,

B. CONTRACTOR shall bill the Health Department for the professional services
of its attorneys at their standard hourly billing rate, or rate as may otherwise be
discounted and applied.

Exhibit A to Agreement with Foley & Lardner, LLP

Pape 1
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EXHIBIT A
FEE SCHEDULE EFFECTIVE THROUGH JUNE 30, 2017
PERSONNEL IYRE OFFICE  HOURLY RATE
Diane Ung Partner LA $630
Judy Waltz Partner SF $695
Richard Rifenbark Partner LA $£590
Elizabeth Elson Of Counsel LA $395
Alexis Bortniker Senior Counsel  Boston $560
Leeann Habte Senior Counsel LA $530
OTHER PARTNERS
(ALl Offices) $500 - $845
OTHER OF COUNSEL
(All Offices) $595 -- $750
SENIOR COUNSEIL $465 -- $595
(All Offices)
ASSOCIATES
(All Offices) $300 -- $580
PARALEGALS
(All Offices) $275 -- 8325
U CIATE
(All Offices) $250

Rates reflect discount from the firm’s 2016-17 published rates. Subsequent revisions for
the July 1, 2017 — June 30, 2018, period will be reflected in an amended Exhibit A.

C. CONTRACTOR shall submit an invoice fo the Health Department no later than
30 days following the month of service. Invoices shall be submitted to:

Stacy L. Saetta

Deputy County Counsel

Office of the Monterey County Counsel
168 West Alisal Street, 3" Floor
Salinas, CA 93901

IV. ADDITIONAL PROVISIONS

A. No Conflict of Interest. CONTRACTOR agrees that it shall not represent a client
with an interest that is either actually or potentially adverse to the County of

Exhibit A to Apreement with Foley & Lardner, LLP

Page 2
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EXHIBIT A

Monterey without the County’s written consent.

B. Maximum Liability, The maximum amount to be paid by Health Department to
CONTRACTOR under this agreement shall not exceed not exceed the sum of
$300,000. This amount may be amended by written agreement between the parties,
subject to approval by the Board of Supervisors. CONTRACTOR shall notify the
County Counsel in writing when fifty percent (50%) and seventy-five percent
(75%) of the maximum liability has been spent.

C. Reimbursement for Expenses.

1. Health Department shail reimburse CONTRACTOR for all actual and
necessary expenses pursuant to the County Travel Policy, a copy of which
is attached to the Agreement as Exhibit B,

2. Health Department will not reimburse CONTRACTOR for any non-
attorney staff time or overtime for secretarial, clerical, or word processing,
costs connected with preparing required status reports, time spent to
provide information for a fee audit, or for work not authorized by Health
Department.

D. Ditection from County Counsel. CONTRACTOR shall report to and receive direction
from County Counsel in providing advice under this Agreement. If CONTRACTOR
prepares any County documents in the performance of services under this Agreement,
including but not limited to County resolutions, staff reports, and memoranda to the
Board of Supetvisors or other County legislative or advisory bodies, CONTRACTOR
shall provide such drafts to County Counsel for review and consultation prior to
finalizing any such drafts.

E. Reporting Requirements. CONTRACTOR shall provide Health Department with such
reports as may be requested by Health Department in connection with the
performance of services hereunder.

Exhibit A to Agreement with Foley & Lardner, LLP

Page 3
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TRAVEL AND BUSINESS
EXPENSE
REIMBURSEMENT
POLICY

Revised December 11, 2012
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PURPOSE

The purpose of this policy is to establish uniform travel and business expense
reimbursement policies, rules and claim procedures for persons authorized to conduct
County business.

SCOPE

The County travel and business expense reimbursement policy applies to afl County
employees, members of legislative bodies established by the Board (salaried or not), non-
County employees (such as contractors who receive travel and/or business expense
reimbursements) and volunteers traveling on County business.

DEFINITIONS

Unless the context otherwise requires, the definitions contained in this part govern the
construction of this policy. They do not necessarily apply in other County contexts.

A. Accountable Expense Reimbursement Plan

Reimbursements of travel and other business expenses to a County employee,
contractor or volunteer will be considered to be made under an “Accountable Expense
Reimbursement Plan” if the following three requirements are met:
» The person substantiates his or her expenses by submitting an expense report with
1) the amount of the expenditure,
2) the time and place of the travel or business entertainment,
3) the business purpose of the expenditure, and
4) the names and business relationship of any persons entertained.
o The person documents the expenses with supporting receipts, paid bills, ete.
within 60 days after the expense is paid or incurred, and
¢ Excess advances, if any, are repaid to the County within 120 days after the
expense is paid or incurred.
“County” means the County of Monterey.

B. County Business
"County business" means the activity directly related to the ordinary, necessary and/or
required business functions of the County of Monterey (“County™). It does not include
travel or expenses related to an employee’s participation in the County’s Educational

Asgsistance Program or commuting expenses (a non-reimbursable expense).

C. County Employee

"County employee" means any County officer or employee, whether elected or
appointed, filling a budgeted position approved by the Board of Supervisors.
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Independent contractors and their employees are not County employees.
D. County Traveler

"County traveler" means any County employee, authorized non-County employee (such
as a contractor) or volunteer traveling on County business. Agency temporary
employees are not covered by this policy and are not reimbursable for travel.

E. County Volunteer

"County volunteer” means a person, other than a County employee, who performs
volunteer work authorized by a department or the Board of Supervisors for the County,
such as a department volunteer, a commissioner or a member of an interview panel. It
does not include agency temps, inmates, wards or probationers working for the County.

F. Home

"Home" means the actual dwelling place of the County traveler without regard to any
other legal or mailing address.

G. Main or Regular Place of Work

"Main or regular place of work" means the principal place of business for the County
employee or the principal location to which the County volunteer/contractor is assigned
to work for the County. This may be the place at which sthe spends the largest portion
of his/her regular County workday or working time or, in the case of field workers, the
assigned location/headquarters to which s/he returns upon completion of regular or
special assignments.

H, Meals

Meals that are 1) directly related or associated with bona fide County business matters
and 2) approved for reimbursement by a member of the Board of Supervisors or a
department head (or his or her designee) will be considered a reimbursable County
business expense, if incurred in connection with cut-of-County business travel or while
conducting in-County business. Also, reimbursement for the provision of in-kind meals
to employees on the business premises of the County will only be allowed if there is a
substantial non-compensatory business reason for providing such meals to employees.

I. Temporary Work Location

"Temporary work location" means the place where the County employee, volunteer or
contractor is assigned on an irregular or short-term basis. If an employee is assigned to
a work location for no more than 35 work days during a calendar year, then the location
is considered temporary. Attending conferences, meeting or training sessions away
from the main or regular place of work by County employees or volunteers, or field
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workers conducting fieldwork at off-site locations, does not normally constitute
assignment to another site.  If the employee is assigned for more than 35 work days
during the calendar year, the new location has become the main or regular place of
work,

J. Vehicle
"Vehicle” means a motor vehiéle, which can be légally operated on public highways.
IV. AUTHORIZATION TO TRAVEL
A. General Conditions

1. Travel will be authorized only when the travel is necessary and in the best interest
of the County,

2. Advance authorization is required for all County travel, as specified in B & C.

3. Advance written authorization from the County Administrative Officer is required
for all County travel by County volunteers, except as follows:

a) Travel by appointed members of County boards, commissions, or advisory
committees to and from the official meetings of their respective boards.

b} Travel to and from the County for members of personnel interview panels,
subject to authorization by the Human Resources Department.

c¢) Travel to and from meetings, conferences and training covered by the County

MHSA plan, subject to authorization by the Behavioral Health Program

Manager or designee.

B. In-County Travel

County employees are authorized to travel within the County when said trave! is
required by the department and is considered a part of the routine, day-to-day official
duties of the employee as defined and authorized by the department head or his/her
designee. All other in-County travel requires advance authorization by the department
head or his/her designee.

C. Out-of-County Travel

1. All travel outside of the County, but within the State of California, requires advance
authorization by the depariment head, or his/her designee. Travel by immediate
staff of 2 member of the Board of Supervisors requires the advance authorization of
the respective Board member.
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2. All travel outside of the State of California requires advance written authorization

by the department head, or his/her designee. Travel by immediate staff of a
member of the Board of Supervisors requires the advance authorization of the
respective Board member.

Authorization for out-of-state travel by current members of the Board of
Supervisors is subject to the guidelines established by the Board.

D. Travel Requests

Travel requests that require department head authorization shall be submitted to the
department head pursuant to department policy. If the traveler is requesting a travel
advance, an approved "County of Monterey Travel Request” form (usually in the form
of a “white claim” or “GAX”), accompanied by all documentation relative to the
request, shall be forwarded to the Auditor-Controller.

V. TRAVEL EXPENSES

A, General Conditions

County travelers are entitled to submit a claim for actual and necessary expenses for
transportation, meals, lodging, and incidentals for authorized travel, subject to the
conditions set forth in this Travel and Business Expense Reimbursement Policy
(“Policy™), whenever the expenses are incurred as part of his/her official duties and
authorized because the County traveler is required to work, attend a school,
training, meeting or convention overnight at a location sufficiently distant from
main or regular place of work to qualify under this policy for meal per diem and
overnight lodging.

2. Notwithstanding Section 1 above, claims shall be paid subject to the rules set forth

in this Policy and statutory law. Eligibility to submit a claim does not automaticaily
entitle the claimant to reimbursement for any and all expenses.

County travelers receiving reimbursement from an outside source for travel on
County time shall forward said reimbursement to the County Auditor-Controller for
handling and deposit if the traveler intends to submit an expense claim to the
County or use County resources to travel. Said travelers shall then be entitled to
submit a claim for actual and necessary expenses for transportation, meals, lodging,
and incidentals, subject to the conditions set forth in this travel policy.

Arrangements for transportation, lodging or registration fees that have cancellation
or change penalties shall be carefully monitored by the department. If
cancellation/change occurs due to direction by the County traveler's department
head, or histher designee, or the County Administrative Officer, the County
department will cover the penalty cost. If the cancellation/change occurs due to a
traveler's personal request or obligations, the traveler will be required to pay the

Monterey County Travel Policy Pago 4 Revised December 11, 2012




DocuSign Envelope ID: 1EA51959-0C83-4F 37-99F0-EB19320D7335

penaity. Exceptions shall be made when a traveler is unable to travel because of
hospitalization, serious sickness or death of sclf or an immediate family member or
when the department head certifies that the reason for the employee's absence was
legitimate and authorized.

B. Transportation Expenses

L.

General Conditions

a) Transportation expenses are the direct costs related to movement of the County
traveler from authorized point of departure to destination of travel and back to
the authorized point of return.

b) All transportation expenses incurred shall be based upon the most efficient,
direct, and economical mode of transportation required by the occasion.

¢) Whenever a time frame is established as criteria for eligibility for claiming,
such as the requirements set forth for meals in Section V, subsection C. 1. d.,
estimated travel time shall be based upon legal vehicle speed limits, volume of
traffic, and weather conditions in effect at the time of travel.

Vehicle Transportation

Vehicle use (both County-owned and private) by authorized County travelers
during the conduct of official County business is subject to the County Vehicle Use
Policy.

a) Private Vehicle

(1) Travel by private vehicle will be reimbursed at the IRS rate for business
use of a personal vehicle in effect in the County at the time of travel.

(2) Authorized County travelers who travel in a vehicle other than theit own
may not claim mileage for business use of a private vehicle but may claim
reimbursement of actual fuel expenses necessary for the trip and expended
by the traveler. Receipts are required and should be claimed by the
employee actually paying the expense.

(3) Authorized County travelers may not claim mileage for business use of a
private vehicle in the following instances:

(a) when the County traveler is riding with someone who will be claiming
reimbursement for the vehicle's use from the County or another
source;

(b) when the County traveler is traveling in 2 County or other government
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Monterey County Travel Poliey

agency vehicle;

(c) when the County traveler is traveling in a rented vehicle (paid by
County);

(d) when the County traveler has been assigned & County Vehicle for
home retention, is receiving an allowance or lump sum for mileage,
unless specifically provided for in the terms of their agreement or
contract with the County or by Board resolution.

County employee mileage to the regular or main place of work from
home, and back, is considered commuting and may not be claimed.

County employec mileage to the temporary work location from home, and
back, is considered commuting and may not be claimed except in the
following cases:

(a) if the County employee is required to report to the regular or main
place of work before reporting to the temporary work location, s’he
is eligible for mileage from the regular or main place of work to the
temporary work location;

(b) if the County employee is required to report to the regular or main
place of work after working at the temporary work location and
before going home, s/he is eligible for mileage from the temporary
work location to the regular or main place of work.

Mileage in conjunction with authorized County travel to and from a
school, training, convention or meeting shall be based on the distance to
the destination from the traveler's home or the regular or main place of
work, whichever is less, except in the following cases:

(a) ifthe traveler is required to report to histher work location before
leaving, s/he is eligible for mileage to the school, training,
convention/meeting from the work location.

(b) if the traveler is required to report to his’/her work location before
teturning home, s/he is eligible for mileage based on the distance
from the school, training, convention/meeting to the work location.

Appointed volunteer members of County boards, commissions, or
advisory committees may claim mileage to the official meetings of their
respective boards from home, and back.

Members of personne] interview panels may claim mileage to the panel
location from their regular or main place of work, and back.
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When two or more County travelers from the same department are
traveling to the same site by vehicle, they should use only as many
vehicles as are required to accommodate the number of travelers and
business needs of the County. If a County traveler chooses to use a
separate private vehicle because of personal preferences or obligations,
h/she shall not be eligible for mileage or fuel reimbursement for the travel
unless the department head determines that reimbursement is appropriate
and justified.

If a County traveler chooses to use a private vehicle instead of an
alternative mode of transportation chosen by the department head because
of personal preferences or obligations, his/her mileage reimbursement
shall not exceed the cost of using the altemative mode of transportation
unless the department head determines that the additional reimbursement
is appropriate and justified.

b) County Vehicle Transportation

(M

@

3

County travelers using a County vehicle for traveling shall not be eligible
for reimbursement for mileage.

County travelers required to fuel a County vehicle at their own expense
should claim the actual fuel costs expended by them. Receipts must
accompany the claim. Vehicle license nurnber and the odometer reading
should be written on the receipts.

If the County vehicle experiences mechanical failure, the County traveler
shall follow the rules set forth in the "Mechanical Failure” section of the
"Vehicle Operator's Handbook" located in the glove compartment of

each County vehicle.

c) Rental Vehicle Transportation

(0

@

&)

Monterey County Travel Policy

Vehicles may be rented for transportation at the destination point when the
County traveler travels to the destination via commercial common carrier
and the cost of the rental will be less than the charge for shuttle or taxi
service to and from the carrier termination point to the function or hotel
accommodations,

Vehicles may be rented for transportation to the destination point when
the cost of the rental will be less than other reasonable and available
modes of transportation.

If more than one County traveler from the same department is traveling to
the same function, only one rental vehicle may be claimed and then only if
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Manterey County Travel Policy

it is available for use by all of the County travelers.

The County traveler shall choose the least expensive size and mileage
limits appropriate to the use required. Rental expenses for luxury cars,
motorcycles and recreational vehicles may not be claimed.

Rental cars shall be refueled prior to retum to the rental agency o reduce
cost to the County. Rental cars should be returned to the renting location
and on time to avoid additional charges.

When traveling domestically the County traveler shall waive additional
vehicle insurance (except for additional driver and coverage for drivers
under 25 years of age), provided that the employee has histher own
vehicle insurance coverage. When traveling internationally additional
insurance should be accepted if the traveler lacks other similar coverage.

An original car rental receipt showing the number of days and type of
vehicle rented is required for vehicle rental claims. A copy of the receipt
or a credit card receipt alone is insufficient.

d) Commercial Carrier Transportation

County travelers shall seek and attempt to use the lowest rates available
for the type of commercial carrier service being utilized. Whenever
possible, travelers should take advantage of flight arrangements that
minimize County cost (for example, purchasing a round trip ticket may be
less expensive than two one-way tickets). Reservations should be made as
far in advance as possible fo take advantage of available discounts and
special offers. Travel agents that have added ticket handling charges
should be avoided.

Claims for travel via commercial carrier shall be limited to the cost of
travel at economy rates for the same day and time of travel or actual cost,
whichever is less. County travelers may upgrade tickets, provided that the
traveler and not the County pay for the difference in cost for such upgrade.
The County will not reimburse any type of travel insurance unless the
Department Head requests the traveler to purchase cancellation coverage.
Reasonable baggage charges, if imposed by the airline, on the first
checked bag are reimbursable,

Claims for commercial carrier tickets shall be substantiated by an original
ticket document (such as an e-ticket or passenger receipt ticket copy)
showing the price, date, date/time of travel and class of travel. A copy of
the credit card receipt or statement from a fravel agency alone is
insufficient.
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County business traveler may retain frequent flyer/hotel rewards and
similar program benefits. However, participation in these programs must
not influence flight/hotel/etc. selection, which would result in incremental
cost to the County beyond the lowest available airfare/hotel cost unless the
difference is paid by the traveler. Free tickets or cash allowances for
volunteering to be denied timely boarding may be retained by the traveler
but no additional cost to the County or interruption of County work is
allowed and any additional time required to complete the trip is to be
personal time.

Should a Saturday night stay reduce the cost to the County of a ticket
more than the total of any additional hotel/meal/parking cost, the costs to
do 50 are reimbursable to the traveler but should be well-documented with
a clear savings to the County.

e) Private Aircraft Transportation

M

2)

&)

Monterey County Travel Policy

Traveling by private aircraft which is flown by a County employee may be
authorized if it will be the most efficient means of travel and the flight is
incidental to the purpose of the County travel. Said usc shall requite the
advance written approval of the County Administrative Officer. If
approved, the following must be provided to the Auditor-Controller's
Office in advance of the travel:

(a) a copy of the pilot's Federal Aviation Administration (FAA) pilot's
certificate and instrument rating for the category and class of aircraft
to be flown and the type of flying to be performed;

(b} acopy of the pilot's current medical certificate;

(¢} a copy of the FAA Pilot Proficiency Award Program certificate
issued to the pilot within the twelve months prior to the flight;

(d) a copy of the pilot's flight log showing a minimum of 250 hours of
flight time within the twelve months prior to the flight;

(¢) a certificate of public liability and property damage insurance of not
less than $1,000,000 naming the County as an additional insured.

Traveling by private aircraft, which is flown by a non-County employee,
except for flights conducted by members of the Sheriff's Air Squadron in
the performance of their official duties, is normally prohibited.

County travelers who operate a private aircraft in connection with
approved County travel may be reimbursed the actual cost paid by the
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1.

traveler for fuel used by the aircraft on the trip or the County's
mileage rate for each air mile at the travelers option.

f) Other Transportation Expenses

(1) The following necessary transportation expenses may be claimed at actual
cost (receipt required) when directly related to transporting the County
traveler to and from the business destination point:

@
(b)

©
GY

taxi, shuttie, or public transit fares;

parking fees (airport long-term parking is required for travel
exceeding 24 hours);

bridge, road or ferry tolls;

other actual transportation expenses determined to be reasonable and
necessary by the department head and the Auditor-Controller.

(2) The following transportation expenses may not be claimed:

(a)
(b)

(©)
(d)

C. Meal Expenses

traffic and parking violations;

emergency repairs or non-emergency repairs on non-County
vehicles;

personal travel while at an out-of-County location;

other actual transportation expenses determined to be unreasonable
or unnecessary by the department head or the Auditor-Controller.

Eligibility for Meals

a) County employees, contractors and volunteers may be reimbursed for in-County

b)

meal costs that are 1) ordinary (not extravagant) and necessary, 2) directly
related or associated with bona fide County business matters and 3) approved
by a member of the Board of Supervisors or a department head (or his or her

designee). County business discussions associated with a meal must be
conducted in a “clear business setting”.

County travelers involved with in-County travel that does not require an

Monterey Cournty Travel Policy

overnight stay away from their home are not eligible to claim for meals taken
outside the County, unless the requirements of paragraph a) above are met, or
unless provided for in a Board of Supervisor-approved written County policy.
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¢} County travelers on out-of-County business travel that requires an overnight
stay away from their home are eligible to claim for meals taken out-of-County.

d) County travelers are eligible to claim the meal reimbursements noted below
for travel requiring overnight lodging if the total travel time (work time, plus
the lunch period plus round-trip travel time) is estimated to equal or exceed 12
hours.

(1) Breakfast may be claimed if the County traveler must reasonably be away
from home because of County business travel at or before 7:00 a.m.

(2) Lunch may be claimed if the County traveler must reasonably be away from
home because of County business travel at or before Noon,

(3) Dinner may be claimed if the County traveler must reasonably be away from
home because of County business travel at 7:00 p.m. or after.

¢) Snacks are a personal expense, not reimbursable.

f) Claims for meals purchased by a County employee or volunteer on behalf of
federal, state or local public officials or employees is prohibited, including any
other Monterey County employees, unless provided for under other Board of
Supervisor approved written County policies.

g) County travelers are not eligible to claim meals or other cxpenses for those
persons who are not otherwise eligible to file a claim themselves for County
reimbursement.

h) County travelers are not eligible to keep or claim per diem allowances for anyone
other than themselves.

2. Meal Claims

a) The County maximum full day meal and incidental expenses rate shall be equal
to the maximum federal per diem meal and incidental expenses (M&IE) rate
established by the GSA. Said maximums include taxes and gratuities.

b) Meal expense amounts shall be calculated by the Auditor-Controlier for first and
last partial days of travel based on the maximum federal per diem meal rate for
the appropriate meal(s).

¢} Claims for out-of-County meals taken in conjunction with travel that includes
an overnight stay away from the traveler's home shall be reimbursed in the form
of a "per diem allowance”, which means the traveler is eligible to be reimbursed
at the maximum rate allowed and receipts are not required (except for Board of
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d)

g

a)
b)

Supervisor Members). Partial days shall be reimbursed at the appropriate meal
rate,

Allowable meal costs may only exceed the prescribed per diem rates if the meal
is being served at a conference or workshop and the costs of the speaker,
conference, and/or registration are included in the price. The agenda/brochure
or other documentation describing the event and the price must accompany the
claim to the Auditor-Controller's Office.

A County traveler may not claim a per diem allowance or reimbursement for
any meal which is provided, or otherwise available, to the County traveler with
the lodging or function, whether or not there is an actual charge for the meal.
For example, if lunch is provided at the function or breakfast is included in the
cost of lodging, the traveler may not claim a per diem allowance or request
reimbursement for eating elsewhere. For purposes of this section, continental
breakfast and meals provided during airline or other commercial carrier travel
do not constitute provided meals and do not need to be deducted from the per
diem allowance. A County traveler may not claim a per diem allowance for a
meal that was paid for by someone else.

If a breakfast is included in the cost of lodging, the traveler may not claim for a
breakfast meal; however, s/he may apply the next day's breakfast allowance
amount towards the maximum lodging amount. For example, if the maximum
lodging amount is $79.00 and the breakfast allowance is $8.00, the employee
may claim up to a maximum of $87.00 for lodging which includes a continental
breakfast. (For purposes of this section, continental breakfast does not constitute
a provided breaicfast meal.)

Claiming for alcoholic beverage expenses are prohibited in all cases.

h) As required by California Government Code 53232.2 Board of Supervisors

members must provide receipts for all meals and will be reimbursed at the lower
of the appropriate per diem amount or the actual expense,

D. Lodging Expenses

1. Eligibility for Lodging

County travelers are not eligible to claim for lodging for in-County functions.

For out-of-County business that is conducted on one business day, if the County
traveler’s actual time for the day is estimated to equal or exceed 12 hours
(including work time, the lunch period and round-rip travel time), then the
County traveler will have the option of securing one night’s lodging at either the
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d

front-end or back-end of the trip. [llustration: A member of the County Board of
Supervisors who resides in Montetey County is required to attend a one-day
business meeting in Sacramento. The Board member estimates that his total
time for the day without obtaining lodging would be 14 hours (8 hours of
meetings, 1 hour for lunch and 5 hours for round-trip travel). The Board
member will have the option of securing one night’s lodging in Sacramento,
either the night before the meeting, or after conclusion of the meeting.

For out-of-County business that requires multiple business days, if County
travelers are eligible to claim lodging for the first and last evenings of an out-of-
County trip, they are also eligible to claim lodging for any evenings that fall in
between the first and last evenings of the trip.

County travelers are not eligible to ¢laim reimbursement of lodging costs when
staying overnight as a guest of friends or relatives.

2. Lodging Claims

a)

b)

d)

Lodging expenses shall be claimed at either the actual cost of the lodging
(limited to the single occupancy rate for a single room) or the County's
maximum lodging rate (Federal Per Diem Rate), whichever is less. Receipts are
required. Taxes are in addition to the Federal Per Diem Rate.

Lodging costs may exceed the County's maximum lodging rate only when a
conference, meeting or convention is being sponsored by an organization of
which the County, the department or employee is a member, the lodging may be
claimed at the actual cost if seminars or meetings are to be held at the particular
hotel and/or events are scheduled for evening hours, and the department head
has given advance written authorization.

An original room folio receipt, showing the number of days and the number of
occupants, is required for lodging claims. A copy of the receipt, travel agency
statement or a credit card receipt alone is insufficient.

When a room is shared with a fellow County traveler, the expense may either be
prorated, and the prorated amount claimed by each County traveler, or one
County traveler may claim the total expense at the multiple occupancy rate.

When a room is shared with a person other than a County traveler and said
person will also be claiming reimbursement from the County or another source,
the amount shall be prorated between the two travelers.

Lodging expense may not be claimed for guests of the County traveler, Where
expense for a family member or friend is included in the receipt, the claim must
not exceed the single occupancy rate.
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g)

k)

h)

i)

8)
b)

Special lodging, such as accommodations in apartments, RV parks,
campgrounds or other semi-permanent lodgings, shall require advance written
authorization of the County Administrative Officer and the Auditor-Controller.

County {ravelers should inquire when making lodging arrangements whether the
County is exempt from Transient Occupancy Taxes (TOT) in the locale where
they are staying and should provide the necessary form to the lodging facility, if
required to do so to obtain the waiver.

Except when registering for lodging at a pre-arranged group rate in conjunction
with a conference or meeting, County travelers shall request the government
rate or lowest available eligible rate when making lodging arrangements.

Travelers are responsible for canceling hotel rooms before the cancellation
period ends and should record the cancellation number in case of disputes.
Travelers will not be reimbursed for “no-show™ hotel charges unless there are
unavoidable reasons for not canceling the room.

When multiple country travelers are traveling together and the rooms are put on
one invoice, one traveler may take care of the invoice but should provide the
details on who stayed in each room on the invoice.

E. Registration Fees

Conference, convention and seminar registration and tuition fees may be claimed at the
actual cost, provided that the agenda/brochure or other documentation describing the
event, including the price, accompanies the approved claim to the Auditor-Controller's.

F. Other Travel Expenses

1. County travelers are eligible to claim a per diem incidental allowance, limited to the
maximum federal per diem incidental rate established by the IRS, for each day of
travel requiring an overnight stay away from the traveler's home. Said allowance
covers fees and gratuities for persons who provide services, such as food servers
and luggage handlers, and does not requirc receipts (Except for Board of
Supervisors Meals). If applicable (such as a Board of Supervisor meal), gratuities
are limited to not exceed 15% of the service costs unless billed by a provider’s
standard policy at a higher rate.

2. County travelers are eligible to claim the following expenses at actual cost, even if
they also qualify for a per diem incidental allowance. Receipts are required.

County business calls (traveler must annotate purpose of call on the bill)

fax machine charges incurred to send or receive documents for County use.
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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.

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 behaif
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 purposes.

VII. CLAIMING PROCEDURES FOR OUT-OF-COUNTY TRAVEL

A. Travel Advance Claims

1. 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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b)

d)

€)

a)

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.

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

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) remtal 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.
A travel advance shall not be issued for a net amount less than $100.00 nor

more than $2,000.00.

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

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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b)

"County of Montercy Travel Request” form, accompanied by all documentation
relative to the request, at least ten (10) working days in advance of the
commencement of travel.

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)

b)

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.

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.

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

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

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 jecopardize advances for the entire department.

B. Prepaid Vendor Claims

1. Vendor Claim Requests

2)

b)

c)

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.

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.

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 shall be considered to be
unsettled travel advances to the County traveler.

¢) 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 s/he 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-Controllet'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.

1.

3,

. Mileage Claims

Whenever travel requires advance authorization of the department head, or his/her
designee, the resulting mileage expense shall be claimed on the same claim form 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.

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.

Mileage claims shall 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.

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

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

Reimbursement by Outside Source

1.

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.

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 County, 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 fo 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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