
RESOLUTION NO. R - 2612 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF KIRKLAND ADOPTING A 
STATEMENT OF POLICY I N  REGARD TO REIMBURSABLE BUSINESS EXPENSES INCURRED 
BY CITY EMPLOYEES AND CITY OFFICIALS WHILE TRAVELING ON OR OTHERWISE 
CONDUCTING CITY BUSINESS. 

WHEREAS, i t  i s  t he  p o l i c y  o f  t h e  C i t y  o f  K i r k l a n d  t h a t  no re imburse-  
ment shal.1 be made t o  any c i t y  employee o r  c i t y  o f f i c i a l  , except  f o r  
expenses reasonablv  and d i r ' e c t l y  r e l a t e d  t o  t h e  conduct o f  c i t y  business, 
as a u t h o r i z e d  by t h e  City Counci l  o r  t h e  C i t y  Manager o r  h i s  au tho r i zed  
rep resen ta t i ve ,  and p resen t  i t  i n  a d e t a i l e d  account f o r  reimbursement 
i n  accordance w i t h  t h e  p r o v i s i o n s  o f  RCW 42.24.090; 

NOW, THEREFORE, BE I T  RESOLVED by  t h e  City Counci l  o f  t h e  City o f  
K i r k l and ,  as f o l l o w s :  

Sec t i on  1. The K i r k l a n d  C i t y  Counci l  hereby adopts and approves 
t h e  "Statement o f  P o l i c y  f o r  Reimbursable Business Expenses" a t tached  t o  
t h i s  Reso lu t i on  as E x h i b i t  "A", and by t h i s  r e fe rence  i nco rpo ra ted  
here in .  which amends Reso lu t i on  No. R2254. T h i s  Statement s h a l l  express 
t h e  p o l i c y  o f  t h e  City o f  K i r k l a n d  on and p rov i de  g u i d e l i n e s  f o r  re im-  
bursement t o  c i t y  employees and c i t y  o f f i c i a l s  o f  expenses i n c u r r e d  
w h i l e  t r a v e l i n g  on o r  o therw ise  conduc t ing  c i t y  bus iness.  

Sec t i on  2. Copies o f  t h i s  Reso lu t ion ,  i n c l u d i n g  t h e  Statement o f  
P o l i c y  f o r  Reimbursable Business Expenses, s h a l l  be' d i s t r i b u t e d  t o  a1 1 
department heads o f  t h e  City and o t h e r  a f f e c t e d  c i t y  o f f i c i a l s .  

PASSED by  t h e  K i r k l a n d  C i t y .Counc i1  i n  r e a u l a r  meet ing on t h e  2nd 
day o f  A n y ;  1 , 1979. 

L 

SIGNED I N  AUTHENTICATION t h e r e o f ,  on t h e  2nd day of A p r i l  , 
1979. 

I 
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- . -.. 

( e x o f f i c i  C i t y ~ f e r k l  P 





CITY OF KIRKLAND, IJASHINGTON 

STATEMENT OF POLICY FOR REIMBURSABLE BUSINESS EXPENSE 

PURPOSE 

This document is the policy of the City of Kirkland, Washington, 
for the reimbursement by the City for travel, subsistence and 
related expenses incurred by City Employees and City Officials 
while conducting City business or providing a service to the City. 
To qualify for reimbursement, such expenses must be reasonable and 
prudent under the circumstances and directly related to the conduct 
of business or service for the City. Care must be taken to avoid 
unnecessary or excessively costly expenditures. 

It shall be the responsibility of the Director of Administration 
and Finance to insure that these policies are adhered to and shall 
provide the forms and instructions necessary for their implement- 
ation. Exceptions to the following rules will be made only upon 
the . . written directive of the City Manager,. 

RULES AND PROCEDURES 

1. DOCUMENTATION 

No claim for personal reimbursement shall be paid unless 
it is accompanied by a bona fide vendor's receipt. Such 
receipts should show date, a description of the purchase, 
vendor identification and amount paid. Personal credit 
card receipts are required where possible. 

Specific exceptions to the documentation requirement 
are included below. 

MEALS 

Meal costs must be incurred directly by the claimant; 
direct billing to the City by a restaurant is prohibited, 
except as authorized in writing by the City Manager. 

Payment for table service at a restaurant, commonly 
referred to as a tip, not to exceed 15% of the rest- 
aurant price of the meal, is reimbursable as a reasonable 
and necessary part of the cost of the meal. Such ttps 
may be added to the restaurant price of business meals 
for reimbursement. 



a. Local Meal Costs 

The reasonable cost of necessary meals while 
conducting City business locally is authorized 
for reimbursement. Local meals are defin,ed as 
those consumed in Kirkland or where out-(og'town 
travel does not exceed a 24-hour period. 

Reimbursement for actual meal costs must be 
documented by a vendor's receipt (preferably a 
personal credit card receipt) or, as an alternative, 
the following schedule may be claimed, which is the 
maximum allowable (tip included) for meal claims 
without a vendor's receipt: 

Local and Out of State 

(each) Breakfast $ 3.00 
Lunch $ ., 5.00 
Dinner $ ;lo. 00 

If persons other than the claimant are included 
they shall be listed by name and title: Identi- 
fication of elected or appointed officials by 
group, such as Planning Commission, shall be 
sufficient. All employees must be identified 
individually. 

Out of Town Subsistence 

When out-of-town travel exceeds 24 hours, actual 
meal costs substantiated by a vendor's receipt 
(preferably a personal credit card receipt) or, at 
the option of the claimant, a per.diem rate of 
18.00 per day will be paid. When the actual cost %- a meal is claimed, the per diem available for 

use during the remainder of that day shall be 
determined by deducting the appropriate scheduled 
meal. .allowance (listed above) from $18.00. Any 
planned meals, the cost of which is included in a 
registration fee, will be used to compute the 
remaining daily per diem allowance as described in 
the preceding sentence, whether or not the employee 
actually partakes of the meall 

c. Expenditures Not Includable as Actual Meal Costs 

Unauthorized expenditures include but are not 
limited to: 

Liquor 
Expenses of spouse or other person not 

authorized to receive reimbursement 
under this policy. 



3. , TRAVEL 

Reimbursement for the reasonable costs of travel is 
acceptable. General guidelines are as follows: 

a. City Vehicle 

Out of the area costs of vehicle operation are 
acceptable such as gas, oil, tires and necessary 
repairs. 

b. Personal Vehicle 

Expenses shall be reimbursed for travel within a 
300 mile radius of the City at the rate of 1 7 ~  per 
mile. Trips beyond this limit will be reimbursed 
in an amount equal to the appropriate round trip 
air fare or 1 7 ~  per mile, whichever is smaller. 

Rental Vehicle 

The cost of vehicle rental will be handled on an 
exception basis and must be approved in writing by 
the City Manager. 

d. Air Travel 

All employees shall ride "coach fare". First class 
air fake is authorized only when-'.approved in writing 
by the City Manager. 

The cost of lodging and air transportation may be 
billed directly to the City by the vendor if 
possible. However, you must certify each billing 
as a true and correct expense of the City. Advance 
arrangements may be made by requisition through the 
Purchasing Division. 

e. Qther Travel Expense 

Miscellaneous travel costs such as bus, taxi, bridge 
or other tolls, parking, ferry, porter, bellman and 
the like are authorized by a listing of same as 
provided by the reimbursement form. A vendor's 
receipt will be required only when the single item 
cost of this type expense exceeds $7.00. 

4. ACCOMODATIONS 

Reasonable hotel/motel accomodations for exmployees are 
acceptable and will be reimbursed or paid at a maximum of 
the single room rate of the specific hotel or motel. 

A vendor's receipt for this category is required for all 
claims. 



INCIDENTAL EXPENSES 

This category includes all reasonable and necessary travel 
expenses and includes but not.-limited to the following: 

a. Allowable Incidental Expenses 

Baggage checking 

City business telephone and postage expenses. 

Laundry if away from home three or more working 'days. 

b. Non-Allowable Incidental Expenses 

Personal entertainment. 

Theft, loss or damage to personal property. 

Expenses of a spouse, family and friends. 

Barber or beauty parlor. 

Airline and other trip insurance. 

Personal postage, reading material, telephone calls. 

Personal toilet articles. 

6. CLAIMS 

a. All claims shall be submitted for reimbursement 
using the requisition process. Personal expenses 
will not be paid from any Petty Cash Fund as the 
necessary approval and audit procedures are not 
provided thereby. 

b. Claims which include exceptions to this policy shall 
contain an approving statement signed by the City 
Manager . 

c. All claims must be authorized by the claimant's 
department head and/or the City Manaser or a 
department.head authorized to act on his behalf. 

d. Claim may include the reimbursable costs of other 
City officials or employees who would be entitled 
in their own right to claim business expenses. 




