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History of Revision 

Date Version Comments 
5/18/22 2022 GSA Per Diem/Travel; Approved and Accepted by BOCC 
3/14/23 2023 Plan Built on the GSA Per Diem annroved by BOCC in May 2022. 

Contacts 

Procedures Elko County Finance 
Manaqer: 
File Name: Elko Countv Travel Policy and Plan 
Direct Inquires: Elko County Comptroller 

Susan Paprocki 
(775) 748-0221 
Or 
Elko County Grants and Contract Manager 
Abigail Wheeler 
(775) 748-0359 

Requirement for This document must be reviewed annually and approved by the Elko 
document County Manager. Changes must be approved by the Elko County 
acceptance and Board of County Commissioners. 
changes: 
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CERTIFICATION OF TRAVEL POLICY AND PLAN 
This is to certify I have reviewed the Travel Policy and Plan submitted herewith and to the best of 
my knowledge and belief: 

• Elko County Travel Policy Statement adopted 5/18/2022 
• 2 CFR Part 200 - Uniform Administrative Requirements, Cost Principles, and Audit 

Requirements for Federal Awards 
• Referenced: Nevada State Administrative Manual 

As the Authorized Representative of Elko County, a political subdivision of the State of Nevada, I 
hereby certify that this Travel Policy and Plan is compliant to the overall structure of multiple 
funding sources received throughout the County. 

Time and training effort will be dedicated to train employees how to implement the Elko County 
Travel Policy and Plan. 

I declare the foregoing is true and correct. 

Governmental Unit: 
Elko County --------------

Signature: ) 
- ---,,;c--~---------- --- - - -----

0 ate of Execution: Y\C\ V vh \4, Jtn.; 
Name of Official: Amanda Osborne 

Title of Official: Elko County Manager 

Effective Date: Beginning at the date of execution in the most recent "History of Revision" and for 
one year. Travel Policy and Plan will be reviewed and certified annually. If changes are required, 
the document will be taken to the BOCC for approval. 
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1. POLICY STATEMENT 
The Policy Statement document below was approved by the Elko Board of County 
Commissioners 5/18/2022. It serves as the policy statement for the remaining Travel Plan 
sections outlining the implementation of the approved Policy Statement. 

Commissioe Bri.t' 

M ... mig: sn sa021 

From: Amnm Osbune, County Mana~ 
Matt Peten;en. ECFPD FnehiH 
AnryLnns,HR.Imctor-

SubjKt: Updm 1o Elko Coml.ly Per Dlem/Tnnl Wbi1e on Cow,ty Business Policy 

5m.!liARY: 

• Elko UMIDty is c.umntly undecgomg ;a comprehmsn"1! Humm~ policy ra-i.e-w md 
~-As .Elko Coumy stuf re,,-iews md upcbll!s policies, Ellco County Board of Comm.i=onns 
will Ilffd lo ra-iow md ;appro,."1! changes.. 

• Elko Per Diem/Tm.ef While cm County Business policy ms not been upcbffli smce August 2012. 
C~ ibe pohq ii; nl!llrly 10 YND old, lhe albnble zmaunt(s) for lodging, IDl!.als, md 
~ an outdned md not~ of~ lldual C05t oftr:nu In ;addition, most rontrads 

with omide ~encie uw the General S@n.-iCM Admmistr.moa (GSA) ralf!s, wbidi. Ml! updated 
ochyur. 

HICBLICBTI:D CHAJ\CES 

• Ust1 of embluhed rates tbrour;b the GSA (General Semces Admi:nistraticm) 
• ~ wmkloaid for 6nmce department m process md tradci:ng of post tnvel docum211ts. 
• Thn will .mi,, with most ai~ md ooumcts md US@ of GSA rates in~ 

OSC\L I\CPACT 

Update .illowaible ~-el reimbursement/illowmce rate(s) from old policy to match Hbblished GSA mi.s. 

GSA rms an aidjumd ;mnua,lly. 

R£CO!IJMENDATION 

Ellto UMIDty md Fine District mfr l"1!COIDIDftld the chmge md update of the Per Diem/'I'm'e.1 Policy for 
the Elko c.o.m,y HmJYnhsources Pohcy ~ 

POSSIBLE :UOTIOK 

Should the Bo.rd1s ~ with mfrs n<'.Ol!llDf!Jl< ai possible mobo.n could be.: 

7 ma.b a IIIOll'On a, IZJ11R'm-vt dN, Elko Couno, Tra.-.,1 Polu::,, updah1 .tf«'rn.-vt nnwwdiat.zy -

5/W/'1fJ22 M. Petersen 
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2. PURPOSE 
The purpose of this policy is to establish a uniform rate and travel method for Elko County 
employees and participants while traveling on public business. The Board of County 
Commissioners elected to follow GSA Rates on 5/18/2022, which is a recognized standard travel 
rate for many governmental organizations. However, certain state or federal policies may differ 
and supersede the County's policy to follow the GSA rate, which are tied to the specific project, 
program, or funding source of a County Department. 

This policy works in conjunction with other County policies and procedures, including the Elko 
County Personnel Policies, as amended. 

3. DEFINITIONS 
Accounts Payable (AP) Pay Claim: A Pay claim for expenses to be paid by Elko County for the 
purchase of goods and services of the department. 

Authorized Organizational Representative (AOR): Designated representative with the 
authority to act on the organization's behalf. (County Manager and Fire Chief) 

Away from Duty Station Qualification: Twelve ( 12) or more hours from the traveler's official 
workstation and requires overnight accommodations. 

Cost Allocation Plan: A County plan that outlines the methodology used by departments to split 
expenses among parties appropriately. 

Employee: A full time person employed for wages or salary by Elko County who participates in 
travel for County business. 

Extended (Temporary) Assignment: A long-term assignment to a position in a duty station 
outside the headquarters for a period of more than two (2) weeks. 

Participant: An independent contractor, business, or other entity that works on programs or 
projects housed with Elko County and may travel for business or training to benefit the County's 
programs or projects. 

P-Card Claim: A monthly reconciliation report of expenses made on a County p-card turned into 
Fiscal Affairs after the period's close. 

P-Card: Procurement card (like a debit card) issued by Elko County to an employee who 
purchases goods and services on behalf of Elko County. See P-Card Policy. 

Same-Day Travel: Same day travel is conditional based on the employee's assigned duty station. 
Same-day travel may be eligible for partial travel expenses if it is away from the assigned duty 
station and completed in less than twelve (12) hours. 

Travel Companion: A Traveler's companion, not traveling for the purposes of County business. 

Travelers: Employees, participants, or anyone eligible to travel on behalf of Elko County. 

4. RESPONSIBILITIES, AS APPLICABLE TO THIS POLICY 
4.1 Board of County and Fire Commissioners 

• Setting County Policy 
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• Oversight of County Management 
• Managing County budget and financing 

4.2 Authorized Organizational Representative 

• Ascerta in and assure policies and procedures are followed 
• Approve case-by-case exceptions 

4.3 Department Heads 

• Manage department employees, policies, and procedures 
• Approve Travel 
• Review travel expenses 
• Ensure forms are complete and processed correctly 
• Communicate with Fiscal Affairs regarding exceptions 

4.4 Fiscal Affairs 

• Question unclear costs and incomplete documents 
• Process complete claims 
• Communicate with Elko County Manager and BOCC regarding potential or actual fraud, 

waste, or abuse of travel expenses 

5. POLICY 

5.1 General Policy 
It is the policy of the Elko County Board of Commissioners that travel should be by the least 
expensive method available when such factors as total travel time, the employee salary, 
availability of County Fleet cars, and transportation costs are considered. 

Travelers are eligible for per diem, lodging, transportation costs, and/or vehicle rental 
reimbursements if they travel away from their assigned duty station. Same-day travel is 
conditional. It may be el igible for fuel (or mileage), partial per diem, and/or actual travel-related 
expenses. 

All travel will be tracked on a Travel Form with a department-assigned travel number. A sample 
form is found in Appendix 2. The department assigned travel number is in the format DEPT­
MMYY-LASTNAME, for example: ECFA-0423-Doe. This is a reference number that helps Fiscal 
Affairs track and verify expenses for all costs associated with that trip. The same number is used 
on each claim for the same trip. 

For example: It is February, and an employee has a training trip planned for June. They book 
their flight and hotel in March, so the p-card claim is processed in March. They request per diem 
on the AP cycle before traveling, so another claim for the same trip is processed in late May. 
When the trip is complete, they might request fuel reimbursement that they didn't anticipate when 
they requested their per diem, so another claim for the same trip is processed in late June. Having 
the same trip number allows the AP office to tie all the claims to the same trip. 

Employee Travel: Department Heads chose the method their employees use to process travel 
claims. They may use their P-Card, process an AP Pay Claim, or a combination, but it must be 
consistent for the entirety of that trip. 
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A typical combination separates pre-paid travel, like the event registration, lodging, and air fare 
on a P-Card and Meals and Incidental Expenses (M&IE) on an AP Pay Claim. When choosing to 
process a combination of claims, the employee may be paid in advance on the AP cycle before 
the date or reimbursed after the date of travel. 

Fuel or mileage rates may be claimed, but not both. Fuel is paid by using a P-Card, where mileage 
rates are paid through AP Pay Claims. If employees use a County vehicle, they must use their P­
eard or Fleet-Card. 

Table 1 - Example of a Combination of Claims 

Event Registration 
Lodging 
Transportation {Flight, Train, Bus) 
Fuel (not mileage rate) 

Meals and Incidental Expenses 
Mileage Rate (not fuel) 

While traveling, when an employee uses their P-Card for their convenience, they accept that the 
actual cost may come in lower than the GSA Rates. If there is a difference between the GSA rates 
and the P-Card expenses by the end of the trip, the AP Office will not process the difference. 

If the per diem and fuel advances have been made to the employee, but the travel is cancelled, 
then the employee will repay an advance. 

If traveling employees are paid an advance or request reimbursement, they must not use their P­
eard for the same travel expenses. 

Participant Travel: Participants shall pay their travel expenses from their personal money and 
process an AP Pay Claim through the applicable department for reimbursement within 30 days of 
the travel being completed. 

5.2 Travel Authorization & Responsibilities 
All travel must be approved by the Department Head and/or Granting Agency (if applicable) before 
travel. The travelers and the Department Heads are responsible for completing the required 
documentation, keeping applicable receipts, and submitting such documentation to Fiscal Affairs 
for P-Card or AP Pay Claims. 

Travelers and Department Heads are responsible for canceling travel arrangements as soon as 
practical when needed. They need to recoup any funds available, keep a record of the canceled 
plan, and note the P-Card or AP Claim packet. 

Department Heads, employees, and participants are responsible for keeping travel expenses free 
of waste, fraud, and abuse. They must provide applicable receipts and backup documentation 
with the travel form at every stage of processing. The Fiscal Affairs office is responsible to verify 
the expenses were used for travel and follow this policy. Please see Section 5.10 for more 
information. 

5.3 Companion Traveler Restrictions 
While conducting County business, travelers can travel with personal companions but may not 
use a County vehicle or expend county funds on behalf of the companions. When using a P­
eard, Elko County employees must only pay for their own meals. 
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Because the Employee may not take a County Fleet Vehicle while traveling with a companion, 
they will include fuel in the request for per diem at the lower POV rate (See Section 5.8). Fuel 
expenses charged to the County must represent business travel purposes only, like training or 
work assignments. 

5.4 Budget Constraints 
There may be times when a Department's budget or funding source, like a grant, doesn't have 
enough money to pay GSA rates. Budget constraints are case-by-case basis and reviewed with 
Fiscal Affairs. The best practice in these cases is to issue a P-Card and track receipts along with 
the budget. 

5.5 Travel Status & Rates 

5.5.1 Applicat ion and Exception of GSA Rates 
Travelers shall be limited to the Government Services Administration (GSA) rates for their 
destination(s). Maximum rates for lodging, meals, and incidental expenses are established by 
the destination's City/County/State and by season. Travelers are directed to the GSA's website 
http://gsa.gov and the link to "Travel" and complete the "Per Diem Look Up" to locate the most 
current rates. 

Travelers may purchase breakfast even if continental breakfasts are provided. Employees shall 
not claim full meals furnished to them during a conference, meeting, or other work function on a 
P-Card or AP Pay Claim , whether the traveler consumes the meal or not, except when the 
Department Head has approved an exception when the following applies: 

1. Traveler has a food allergy and/or dietary restriction that preclude the employee from 
consuming the meal provided. 

2. If the condition above exists, the traveler is to claim such meals with the Department 
Head's approval, including proof of the approval, such as a memo with the claim. 

Travelers will complete a Travel Form including travel information such as the purpose of travel , 
travel dates, GSA per diem rates, lodging, transportation, conference registration, and other travel 
costs. Upon Department Head approval, travelers may make an exception to the GSA rates if the 
following applies: 

1. Lodging is procured at a prearranged place such as a hotel where a conference, meeting, 
or training session is held and reduces other costs such as transportation and overtime; 
or 

2. Costs have escalated because of special events; lodging within prescribed allowances 
cannot be obtained nearby, and the cost to commute to/from the nearby location exceeds 
the cost savings from occupying less expensive lodging. 

If the condition above exists, the traveler will include the written exception in the P-Card or AP 
Pay Claim packet, along with backup documentation such as costs of surrounding hotels for the 
same room for the same night. The Department Head and AOR must approve the higher rates. 

5.5.1 Personal (Fam ily/Friends) Accommodations: 
If a traveler is staying with family, friends, or a similar personal accommodation, they will be 
reimbursed at half (1 /2) the GSA rate for the items not charged to the travel expenses. For 
example, if the traveler stays with their sister in Las Vegas for training, they would be paid ½ the 
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GSA rate for lodging and possibly meals, even though no funds were expended. The traveler 
and Department Head will note the arrangements on departmental letterhead in the travel packet. 

5.6 Extended (Temporary) Assignments (Assigned Duty Station) 
When an employee is assigned to a location for a longer period, for example, longer training stays 
at P.O.S.T.; their travel may need to be qualified to be reimbursed under the Travel Plan. The 
travel reimbursements will be reviewed on a case-by-case basis. An array of considerations, such 
as the applicable bargaining unit, the travel and food arrangements by a facility, and the purpose 
of travel. The Department Head, Human Resources Director, Comptroller, and AOR will review 
the travel request before processing for payment. 

5.7 Tipping 
GSA Meals and Incidental Expenses (M& IE) caps include the tax and tip. When the traveler is 
using the County P-Card to pay for their meals, tipping is limited to twenty percent (20%) of the 
cost of the meal, up to the GSA limit. Tipping above twenty percent (20%) is up to the discretion 
and potentially the cost of the traveler. 

5.8 Use of Fleet and Personal Vehicles 
There are four categories of Privately Owned Vehicle (POV) Mileage rates, but two are the most 
applicable to Elko County. The first one is the rate for using a privately owned vehicle if a 
government vehicle is unavailable. The second one is for the use of privately owned vehicles 
when a government-owned vehicle is available, but they chose to take their privately owned 
vehicle for convenience, such as traveling with a companion. 

When an employee uses a County or Departmental Fleet Vehicle, they must use their P-Card or 
Fleet Card to fuel the vehicle. One the Travel Form, they need to capture the applicable miles 
even they are not seeking a fuel advance or reimbursement because it serves as backup for trip 
verification. Many departments traveling under federal and state funders are required to provide 
this information to receive reimbursement from their grants. 

Table 2 - GSA Vehicle Rates 

Privately Owned Vehicle (POV) Mileage 
Reimbursement Rates ' 

1, 

1, 

I • GSA hos adftJsted all POV mileage reimbursement rates effective July l, 2022. 1: 

F 
Effectlve/ApplicabiUty 

1, 

Modes of Transportation 
Rate per 

Date mile 

Airplane· July 1, 2022 $1.81 
Ii 

If use of privately owned automobile is authorized 

or if no Government-furnished automobile is July 1, 2022 $0.625 
I: 

available 

If Government-furnished automobile is available July 1, 2022 $0.22 I 
1, 

Motorcycle July 1, 2022 $0.605 I: 
(; ,, 
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5.8.1 GSA Veh icle Rates 
Use of Privately Owned Vehicle (POV) if no Government-furnished automobile is available 
includes County Administration Vehicles or Departmental Fleet vehicles. If a traveling employee 
works for a department with access to fleet vehicles or within 25 miles of the County Complex, 
they must show proof that they did not have access to a County or Departmental Fleet vehicle to 
request mileage reimbursement at this rate. Employees stationed outside a 25-mile radius of the 
County Complex and Participants may request mileage at this rate without further documentation. 

Use of Privately Owned Vehicle (POV) if Government-furnished automobile is available refers to 
the use of personal vehicles for convenience. An employee who chooses to take their own or 
vehicle for a variety of reasons, such as traveling with a companion, may request this rate. If an 
employee stationed within the 25-mile radius did not request the use of a County or Departmental 
vehicle, they will receive this rate. 

If an employee is planning on taking a personal vehicle and is processing an AP Pay Claim, it is 
best practice for them to request the mileage rate at the same time as the M&IE. Include a map 
printout showing the number of miles to and from the destination as a backup to the request. 

5.8.2 Participa nt Copilots: 
Participants may accompany an Elko County employee, responsible for driving, if they share the 
same purpose and destination. 

5.8.3 Shared Vehicle (Car Pooling): 
Travelers are encouraged to carpool when traveling to the same event. Travelers, whether 
employees or participants, may not each claim mileage, vehicle rental costs, or any other shared 
travel costs. However, if applicable, they may split the actual costs between travelers or programs 
(See Cost Allocation Plan). 

5.9 Use of Rental Vehicles, Ride Share, and Transportation 
When traveling, travelers are encouraged to use a combination of public transportation, taxis, and 
network transportation (such as Uber) or stay at the venue when possible. If a traveler requires a 
rental vehicle, they must be prudent in choosing one, typically picking a small or mid-size sedan 
that accommodates all travelers. Liability Insurance must be purchased from the rental agency. 

5.10 Travel Claims (Employee and Participant) 
Travel requires a Travel Form and a packet of information to be included with their P-Card or AP 
Pay Claims supporting the travel costs and the adherence to the Travel Plan. The travel packet 
is similar for both the P-Card and AP Pay Claim. The only difference is that meals receipts are 
not required for the AP process. 

The backup documentation includes detailed receipts (except for AP processed M&IE). Please 
see Table 1 for a list of common receipts in a travel packet. There may be more or less depending 
on the purpose and complexity of travel. 
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Table 3 - Receipts P-Card Vs AP Pay Claims 

• Detailed meal receipts (including 
second page with the total and tip), 
capped at the GSA Rates 

• Reservation Receipt (or event 
announcement) 

• Mileage Map (i.e., you drive to SLC 
for a flight) 

• Fuel receipts 
• Transportation Receipts 
• Lodging Receipts (Capped at GSA 

Rates) 
• Car Rental Receipts 
• Other receipts or explanations as 

needed 

Figure 1 - Receipt Examples 

Ill VI 0. \I)' Iii! I 
lO.ilf'\ I'll 

- c~ - -

Detailed Meal · 

• No meal receipts required. Elko 
County will reimburse according to 
GSA 

• Reservation Receipt ( or event 
announcement) 

• Mileage Map (i.e., you drive to SLC 
for a flight) 

• Transportation Receipts 
• Lodging Receipts (Capped at GSA 

Rates) 
• Car Rental Receipts 
• Other receipts or explanations as 

needed 

' . ' 
ra,._ ::I=---=--l~---f -..-l 

- ,. , 
Hotel ·1 

If traveling with a partner or group, one traveler is the primary payer, "Chief of Party." The Travel 
Form will be completed for each traveler, totaling the travel expenses on the Chief's P-Card or 
AP Pay Claim packet. 

A state or granter travel form may be used in lieu of a County travel form if it contains all the 
pertinent information required to process travel claims. 

Non-receipt transactions, such as public ground transportation (i.e., City buses), may require the 
traveler to pay with cash. The traveler may include an affidavit of expense signed by both the 
traveler and the Department Head to request a reimbursement. 

6. FISCAL REVIEW 
The Fiscal Affairs Office will review all submitted travel claims to verify accuracy and that expense 
claims are free of waste, abuse, and fraud. The processor will compare receipts to the travel 
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dates, weigh the claim against reasonable and appropriate expenses, and verify the information 
is accurately represented in the claim. 

Incomplete or incorrect travel claims will be returned to the claim's processor with the Department 
Head copied. They will be given a timeline to have the claim corrected. 

If the receipts are more than GSA rates without the Department Head's approval, defined in 5.4 
and 5.5, or the employee makes unallowable purchases with their P-Card while traveling, the 
employee will be required to reimburse the County for such expenses. 

If there are continuous problems with the same Department, Employee, or Participant, the 
problems will be reported to the Department Head, Elko County Comptroller, and County 
Manager. Consequences of failing to follow County policy are outlined in the Personnel Policy, P­
eard, and Accounts Payable Policies. 

7. PROHIBITED/UNALLOWABLE EXPENSES 
The following is a list of examples of incidental and personal expenses that are generally not 
allowable for reimbursement: 

• Payment or reimbursement for onsite lodging, and meals 
o Such as dorms at P.O.S.T. 

• Mileage for County Vehicles 
• Mileage traveled within the County for the Board of County Commissioners and 

designated employees receiving a vehicle allowance 
• Mileage for the commute to work/duty station 
• Emergency repairs on non-County vehicles 
• Vehicle rental Fuel Service Option (FSO) or Fuel Purchase Option (FPO) 
• Alcoholic beverages 
• Refreshments and snacks beyond the GSA Rates 
• Medical remedies, health supplies, cosmetics, personal entertainment, e.g., in-room 

movies, saunas, fees for exercise room, sports events, personal reading material, 
personal grooming, optional tours, souvenirs 

• Airline club membership fees, airline priority boarding fees, and credit card fees 
• Childcare fees 
• Kennel/boarding fees (except County owned animals) 
• Expenses related to travel companions. 
• Political, charitable contributions, or events 
• Short-term airport parking exceeding the long-term rate 
• Other incidental expenses determined to be personal, extravagant, or considered 

unreasonable or unnecessary. 
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APPENDIX 1: GSA INSTRUCTIONS 
This is an example of how to look up the GSA Rates. You would be looking up the most recent 
federal fiscal year. To find the most current per diem lodging, meals, and incidentals rates, follow 
these instructions: 

1. Follow this link: https://www.qsa.gov/travel-resources 
2. You should land on this page: 

Figure 2 - GSA.gov Travel Resources 

0 t.'I 

""""" Ill .... ,......,._. ., ... 1-- ............... .,. lallll ....... - '91: ...... ., .,._._ .,. 

3. The easiest way to calculate the cost rate is to complete the fields on this page and click 
the Next button at the bottom right. For example, search for travel to Salt Lake City in 
September 2022. 

Figure 3 - GSA.gov Per Diem Look-up 



4. It will take you to a summary page, where you can print the results , but we prefer Table 
5 for back up documentation: 

Figure 4 - Summary Page Per Diem Results 

5. Or, you can click on the individual headings and get individual breakdowns. You would 
match up the summary of the whole day with the M&IE Total in the chart to calculate 
your per meal threshold. There is another one for lodging: 

Table 3- M & IE per Meal Category 

Per OMffl Mt1ls I, IE Alrl• rH Hoteb POV Militap 

Meals & Incidental Expenses FY 2022 

Th.stablrlaststhe sue M&.1[ ~ w, ~lowe-4Scof't.Wlff!UI United SlatH. U~lht ~ [Mm Qtt"S tlb~etolool;. upa tra~llocallOn ~nd find 1bt.oul ML_l( Loutrtf't~ .mount in lh~f1rU 

.. foul" column of th,p t.Jb&e bt-&o.r. TM cOIT~ponc:hng row p,rtMdtt sp«-1f.c ~..ll bt'r,11,kdow-rns to, lN' lift TM po,rt,on of tM M&tE ,au- pr0Ylded lor Incidental nptn'S,ts t1: curft'fltty SS for al 

""' 
Contin•ntal 

Incidental 
M&l[Totol Breakfast/ Lun<h DIMet First&: Last Day of T~vel 

l!nakfast 
eq,..,... 

$SI $U sis $~ ss $4425 
+ 

$64 

E 
S16 $29 $5 $4800 ---

$69 6 $11 $31 $5 $5175 

$74 $11 S18 $34 $5 $5550 

$79 $20 $36 $5 $S925 
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6. For current mileage, click on the heading Privately-Owned Vehicle Mileage (you need to 
verify you are working with the most current rates): https://www.qsa.gov/travel/plan­
book/transportation-airfare-pov-etc/privately-owned-vehicle-pov-mileaqe-reimbursement­
rates 

Table 4- GSA Vehicle Rates (Duplicate from page 6} 

Privately Owned Vehicle (POV) Mileage i 

Reimbursement Rates Ii 

I • GSA hos adjusted all POV mileage reimbursemenc rotes effective July 1, 2022. I! 
Ii 
Ii 

Modes ofTnlnsporution 
Effective/Appli"bility Rate per I! 
Date mile Ii 

Airplane' July 1, 2022 $1.81 
11 

1, 

If use of privately owned automobile is authorized 

or if no Government-furnished automobile 1s July 1, 2022 S0.625 I 
II 

available 

If Government-furnished automobile is available July 1, 2022 S0.22 

Motorcycle July 1, 2022 S0.605 

7. Lodging rates are BASE RA TES and DO NOT include taxes, resort, or conference fees, 
as applicable. 

8. Meals, Incidentals, and Expenses rates DO include taxes and tips. 
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APPENDIX 2: TRAVEL FORM SAMPLE 
The Travel Form will be used to capture the entirety of the trip serving as the request for a per 
diem payment through AP or as the summary of the backup documentation for a P-Card Claim. 
Below is an example of the Travel Form followed by examples of how to use it. 

Figure 5 - Elko County Travel Form 

Elko County Travel Form 

Tra,el FormNumbe DEPT-Mr,IYY-LASTNAME Name _________ Phone. ________ _ 
GrantFurxled(Yll'l)________ E mail P-Cwcl. AP. Combo _____ _ 

T rave-ler is: 
lndivld.Jal Collltt ErTl)foyee 
Olief or Group Travel 
Attendee d Group Tra,el 
Pat!~ant 

To modifytlu #Orlts'HI. ct,c,c,, Unpro1ta Wonol'ff 1"' &• Reoe., I Rtbbon Nop,Ms-..ord~red 

M & IE Alio,.abl~ Rs"" P-C•d 

Dosooatm & GSA 11.lrus GSA Not~ Adlai 

D•• Pul'V'.JI.• R• E,cUicn Diem-- ""=••·· 

s 

s 

s 

s 

Totab s s s s 

Transportation Codes: Mi Rate: 
BU - Nabonal Bus Se1111ee 
OJ - Cou1yVet-.:le 
Fl - Fligtt 
OT - Other: Taio, Sllltlle Renal, Transit 
PCC - Pa-sonal Car, Coolenience 0.655 
PCN • Pa-sonal Car, No Couity car Avaiable 022 
TR • Passenger Train 
X • Passenger m car 

/lc.ut,l 
Tra-Hportaion"'"' 

Loclgi~ V<>hde GSAo, 
F~ etc!'"' C ode l,li,;sQE Adual GSA AC:llt,l 

s 

$ 

s 

$ 

s . 

s 

s 

s 

$ 

s 

s 

s s 0 s s 

TaalGSAA-lil>~ (M&IE .11.IIRa& Loog,~ ~•ci TctaJP.~ 

Rsgst,st,on 

Ohe-

TotJ,JAa,J Tctol AP PoyC Total S 

s , m, SIQl"lBllM£ bti:CM. t art1fy that ile e,cpenses madeo, this d.nare .,.ue ind car2a lhe damoontoms to~nir9 itat1.1es , and the, B ko 
Co\.nly Tr..,..I R_, 

Traieler Sl!J!alure Departmer1 Head Name Department Head Si!Jl~e 

Dale Date 
F iscal Affairs once 

Venfied ~ - __________ _ Date 

'Receipts requred f us ng P-car<1 
ttReceipts re(J)red Last Revision Dale. 3113123 
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APPENDIX 3: FLEET VERIFICATION FORM 
The Manager's Office maintains a small fleet of vehicles that Elko County employees may check 
out for their travel needs. An employee may use this form to request a vehicle and if there isn't 
one available, the Manager's office will notify the employee. The employee may need to provide 
a document such as this if they need to request fuel reimbursement. 

Figure 8 - Fleet Vehicle Verification From 

Fleet Vehicle Verification Form 

Name: 

Oep,rtment: 

Reqllffl Oat~ : 

Vehicle Availability: 

Sicn,nure: 
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APPENDIX 4: PACKET SAMPLE 
Figure 9 - Sample complete Elko County Travel Form 

Elko Co•aty Tr•••• Ponn 

fratlformtU'Cle Cfif'.t-!!!Y!~~ - -C1ftFuflOld{Yl,t" ·- •..C"l#C.-.. 

hw.-.ls , • ...,..i,no.~ -·-~r-~·-·- BU ~eua,-.a 
O..or<;~t,.... "' °"" """ .\llndNdC, ... Tra• "- .... ·-- JT 011...- Tar, fiitl,l,Alt Atrt.1. T~ ._.,. .... ___ .._,.~-~· .. -::_J pa: PnotWC. c.on,..--a O&~ 

~~~ --- ~ fl'tt'IO'WC. NDCM'o11CifA41atN .,, 
TR 1'....-qlJ'frM 
~ P--ll'lca, 

ua.-...... •- •<:•• -- ··-,_ ..,_, ... --- ..... .... 
·'='" 

,_ ... -·-
- -- .!. _._ . ' . . 

,- . . 
• . 
,. 

- . . 
- ,, . . ,, . - ··-- -·-- ........... a,_,_~ .,._~:;Fl -.-'"--.JI .._ .. ~~ ·-.,..._. . .,_ ...... ~----· -·---·---- ,..._.,...._.,.._.,. ............. C-...ft_,.,,,, 

Tra;il•~M ~~ Dl--•cA.ia;:ji.&N 

P:..a.rs&ic. ._.,. """ 
1'ICl!Cllt,...-~1~1'..C.dl 
~tU.Atd 

Figure 10 - Event Registration 

20236 
GMBoK 

l'.lii 

~ta •tJlbon M: ()peon fOf Spring 2023 Gli8oK Training' 

Gak .................. .,. .... ....,llwJdl, .._~ ........... -'~ .. ,....,.. .... 
. ~-.. -....--~ ..... --.......... 
• ....... _., ............... ~ ....... en. ... . .._.. .. ....,_ .. .._._.,_...,. __ 
. ----------....... . ~ .............. _.... _ _..,._.,. . ~---.. ----........ - ........... _.,._ "-----·~----..--. ..--..... ~ 

--~------------... ..... _,..,._ . ........, 

~Alo,..O.eJ1,n 

I! 

1, 

1: 

Ii 

Ii 
,, 

: 

! 

l 
I 

! 

! 

' 

• 

--

........... ____ ,..,_IIIIIGMr,l, .... r....... ....................... Mil ...... ,.. • ..__ 
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Figure 11 - Registration Receipt 

2023 Annual Grants Training 

A-a,stratioft F.,.; 
,.,,.__,., O,e,,,1• Tr•~ At>,,l 11 · ~ 13 2023 • $969 00 

Emal, --., ........ ~,.... 

L&.Wdt•■ be PNft'WedOft T_.., .Ml~y 

Pl.... lndVCN,,,,,,, ~ ,_,~ ,_. bdt. _,_ 

Figure 11 - Lodging, Meals, and Incidentals 

G 
D•ily lod1ln1 mu l••dudlns wresl I OctobotrlOll • 5qt,mti..202J 

0.. ..................... . 

---... ... ,.. -•.....-oc ..... u.n .. ........,,-...o.ui.F..,..._.,.. -Ullllltm~ ........... ,.....,.,_.,...._.,.. ... co.,-.noil USJ 1111 SU. SI.II ha SlSt pg UW SlM Sin sm: S2S1 ~..,~_..,_..,.,_.., 
..... ,., .......... 
Ci) 
Me a,ls &c lnddenuls (M&.lfJ ntu and .,.._akdow,.tt 

~ ..... --. ....... ~-------............................ i..-.. .._ ................. ____ _ .............. ..,.,_._~ 
-...w..,,., ..... _______ .... .,. .... ,., ........... ,._ ......... 

...,._OC-o.dtla-~.f•Oriuldt-•--.-,u. ~--.......,--. ......... ~.,.........,,. 
_,,.,..<-.-... ..,,... 

~l•tt11...-

Note: 

Lodging doesn't 
include taxes 

Meals include taxes 
and tips 

If the meal with 
taxes and tip is less 
than the capped 
rate, then tipping is 
capped at 20% 

Incidentals do not 
include tipping for 
meals, but other 
situations like 
porters or baggage 
carriers. 
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Figure 12 - Mileage Map Example 

X iilGoo ill EV<hM9,ng ID Things to do ... Ho .... 0. Moro ~~ 

°"'."4' 
JoikiJq 

0 Elko. ~ad& 8Q801 cu:..- 1/AJ.t.iv SanJ~lo 

~ .. JilmtwATIOP,I 
C<)olod 

I".', Sc\lt Uke City, ut..tl 
Cr:U&C1• 

"'-'~ .. 
:r~or• 

ledYe !\OW .. Opt,en1, 

-Q Send c:IW"Ktionl lO your phoM 

mo 
a •i<I 1-80 E 3hr 19min ... c,, 

,uc t traffi "ltlln l;J etow!::r:ao& 

A ¥ouJ nation J 1n • 1'+ I ., "'""'"" .. .., 
O.tab CuN 

Explore Salt Lake City -· o e o o e 
""" 

Figure 14 - Flight Receipt Example 

PURCHASE CONFIRMATION 
Thank you for your pure ha~ with us! 

Your flight confirmation code is: 

Need to update or cancel/change your flight? 

00 ACCESS YOUR BOOKING 

PURCHASE SUMMARY 

AMOUNT PAI[ $763.53 
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Figure 15 - Lodging Receipt 

2023 NG \-. G f! JK ~,;iinings 
Washin&ton Hilton 

Apr 10, 2023 to Apr 14, 2023 

RESERVATION CONFIRMATION 
W ,: - ~ to cc,nf...,.. )'OU" re-~~- _.-. W~ tii;,on. 0..,, s:,ff is-,., 

fo,w.t...S to yo., .. - fo,, l02S NCiMA AGT IGMSol\ T=~ llc,o..- youw,i& fond deu.b 
of yo, ,r,e-v~-._ f yo., t.~"h p.a.'"G chonJ<" &!'xi )"OU J>ttd to mo6fy yo., <r.e"'VA-. 

ri .012.00 

IM'~ 

c.-,., 
2 
2 
2 
2 

Figure 16 - Receipt Examples 

Sc&tus 
~ 

~ 
Confvmed 
~ 

0 .00 
:o.oo 

Rak 
lSS.00 
2sa.00 
lSS.00 
2S8.00 

F::;=;;;;,.::_r,,; ... ~··· 

J JrCIJ,I S:•IC • ·•~::.,, 
11lQI~ 
J •t' D 

~ 

Detailed Meal 

"' '""' • 
fl'l.11 ta 

J 
7 
l 

-=i 
~ 

:..J 
J 

~ , . 

Hotel 
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