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 CHAPTER TR - TRAVEL AND REIMBURSEMENT POLICY 
  
  
 
SECTION 1  GENERAL PROVISIONS  
  
TR-1.01-1 PURPOSE
 The purpose of this policy is to establish a procedure 

 for reimbursement of employees and County Board 
Supervisors for mileage and other expenses incurred by 
them  on County business and to establish rules for 
attendance at in-state conferences, conventions, 
seminars, etc., by employees of Kenosha County.  

  
TR-1.02-1 AUTHORITY  
 Kenosha County Board of Supervisors; Wisconsin 

Statutes section 59.15; Municipal Code of Kenosha 
County, Section 3.01; and Resolution 157 (1984-85). 
(Supersedes Resolutions 204 (1983-84) and 203 (1984-
85)).  

  
TR-1.03-1 APPLICATION  
 This reimbursement extends to all employees and County 

Board Supervisors; but in the event of a conflict 
between these provisions and the provisions of any 
labor agreement, the terms of the labor agreement 
shall control.  

  
TR-1.04-1 AUTHORIZATION
  
 (1) Each Department Head is responsible for approval 

of attendance at conferences, conventions and 
training seminars within their budget restric-
tions.  

  
 (2)  An expense reimbursement voucher form with sup-

port information shall be submitted for payment 
with Department Head signature to the Finance and 
Audit Department.  (Form TR-1)  

 
 (3)  Each employee must pay and claim reimbursement 

for only his/her own travel expenses.  These 
expenses are to be actual, reasonable and neces-
sary.  No portion of the claim shall have been 
provided free of charge  or previously reimbursed 
by the County or reimbursed by  a person or 
organization other than the County.  

  
TR-1.05-1 FORM TR-1  (Administrative Rule Adopted 3/21/89) 
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 As required in section TR-1.04-1(2) of the County 
Policy and Rules Manual, only travel claims submitted 
on Form TR-1 will be paid.  Each employee must pay and 
claim reimbursement for only his/her expense.  Only 
one form may be submitted per person per claim.  
Expenditures must be documented on the TR-1 for each 
day they are incurred.  If out-of-state meals are 
claimed, attach a copy of the Runzheimer Report to the 
TR-1.  If personal checks are used to document travel 
expense, a copy of the front and back (cancelled) 
sides of the check must be attached to the TR-1. 

 
TR-1.06-1 PERSONAL EXPENSE  (Administrative Rule Adopted 

3/21/89) 
 Personal expense shall not be claimed on Form TR-1 

unless payment to the County for the personal expense 
accompanies the TR-1.  Personal expense includes, but 
is not limited to, personal calls made to the 
employee's residence, and pay TV movies viewed in the 
hotel room. 

 
TR-1.07-1 CLOSING DATE  (Administrative Rule Adopted 3/21/89) 
 All claims for mileage, travel, or training/workshops 

shall be submitted to the Finance Department no later 
than the annual closing date in the next year subse-
quent.  For example, all claims for 1988 mileage must 
be submitted to the Finance Department by 1/31/89 for 
all general fund departments. 

 
 Reimbursement will not be issued for any claim submit-

ted after the applicable closing date. 
 
 
SECTION 2  TRAVEL  
  
TR-2.01-1 MODE OF TRANSPORTATION
 
 (1)  In general, employees are encouraged to travel by 

public transportation (bus, train or commercial 
airplane).  However, reasonable transportation 
expenses incurred on necessary, authorized trips 
away from Kenosha County are reimbursable, pro-
vided an approved type or transportation is used 
and all travel is made by the direct and safest 
route.  

  
 (2)  When a number of persons are traveling to the 

same destination at the same time, it is their 
responsibility to arrange for pooled transporta-
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tion where practicable.  
  
 (3)  When traveling by automobile, drivers must indi-

cate names of passengers and passengers must 
indicate the name of their driver on their re-
spective travel vouchers.  

  
TR-2.02-1 AIR TRAVEL  
  
 (1)  Travel by commercial air travel shall be limited 

to coach.  
  
 (2)  Flight insurance insurance coverage for employees 

is not a reimbursable expense.  
  
 (3)  When a favorable price differential exists, 

round-trip tickets or excursion-fare tickets 
shall be purchased.  

  
 (4)  The passenger copy of the airline ticket must be 

attached to the travel voucher.  The credit card 
copy is not acceptable.  

  
 (5)  Airline tickets may be charged directly to the  

County. The invoice must be processed through 
normal purchasing channels after the trip is 
completed.  Indicate on the travel voucher that 
air fare has been billed directly to the County.  

 
 (6) When airfare is paid in advance, the passenger 

copy of the airline ticket must be submitted to 
the Finance Department within 45 calendar days of 
the date the employee returns from the applicable 
trip, or when the TR-1 is submitted to the Fi-
nance Department, whichever comes later.  The 
credit card copy is not acceptable documentation. 
 If the passenger copy of the airline ticket is 
not received, the cost of the airfare will be 
billed to the employee.  This conforms with 
section 4.3 of the county's travel policy.  
(Administrative Rule Adopted 3/21/89) 

 
TR-2.03-1 TRAVEL BY TRAIN OR BUS
 Travel by train shall be limited to coach unless over-

night; in which case, accommodations shall be limited 
to a roomette.  Original receipts must be attached to 
the travel voucher.  

  
TR-2.04-1 TAXIS AND AIRLINE LIMOUSINES  
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 Reasonable charges for taxis and air limousines, 
including taxi tips at a minimum rate of 15 percent of 
the charge are reimbursable when other modes of travel 
are not available or practical.  
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TR-2.05-1 USE OF PRIVATELY-OWNED AUTOMOBILES  
  
 (1)  Privately-owned automobiles may be used when 

County cars are not available or tendered.  
  
 (2)  Employees shall be reimbursed at a rate estab-

lished  by Internal Revenue Service.  
 
  (a) New rates shall be effective on January 1st 

of the year following any revision in the 
IRS rate.  (Administrative Rule Adopted 
3/21/89) 

 
 (3)  Traffic citations, parking tickets, and other 

traffic violation expenses shall be the 
employee's responsibility.  

  
 (4)  The starting point, destination, and return point 

must be stated daily on the mileage chart.  
Vicinity mileage must be listed and explained on 
a separate line on the mileage chart.  

  
 (5)  Bridge, road tolls and parking expenses shall be 

reimbursable.  
  
TR-2.06-1 RENTAL CAR POLICY  
 A "rental car"  shall be appropriate when deemed to be 

 the most convenient and efficient means of 
transportation in a particular situation.  Only the 
reasonable cost of compact models shall be 
reimbursable unless nonavailability is documented.  

 
  
SECTION 3  MEALS  
  
TR-3.01-1 MEAL EXPENSES (Administrative Rule Adopted 1/1/95) 
 
 (1)  The claim for meals must represent actual, rea-

sonable and necessary expenses for meals.  In 
county, meals are an allowable expense to be 
reimbursed at the rate approved, provided the 
purpose of the meal is to conduct County busi-
ness.  

  
 (2)  The maximum permitted amounts for meals including 

tax and tip, for all in-state travel shall be: 
(10/7/97) 

  
         Breakfast...............$ 7.00  
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         Lunch...................$ 8.00  
         Dinner..................$15.00  
  
 (3)  The meal expenses shall apply to all travel 

except for meals in out-of-state higher-cost 
cities as determined from information published 
in the Runzheimer Meal-Lodging Cost Index, which 
is adopted by reference as if  fully set forth 
herein, (TR-Appendix "A").  The Department of 
Administration shall periodically make available 
updated schedules reflecting most recent informa-
tion for cities which warrant a meal rate in 
excess of the in-state meal expenses.  If any 
employee is required to stay in a city not listed 
in the Runzheimer Meal-Lodging Cost Index, the 
in-state policy of $30.00 per day shall apply.  
However, if actual expenses were in excess of the 
in-state meal allowance, a receipt must be pro-
vided along with a full explanation.  Otherwise, 
the out-of-County meal expense shall apply ex-
cept: (10/7/97) 

  
  (a)  Breakfast - provided the employee must leave 

home before 6:30 a.m.  
  
  (b)  Lunch - provided the employee must leave his 

or her department before 10:30 a.m. and 
cannot return before 2:30 p.m.  

  
  (c)  Dinner - provided the employee cannot return 

home before 6:30 p.m.(excluding dinner 
time).  

  
 (4)  Receipts for meals are not required except for 

any unusual amount in excess of the schedule, 
which must be accompanied by a receipt and a full 
explanation of the reasonableness of such ex-
pense.  An unusual amount is a cost which is 
incurred outside the control of the individual 
(i.e.,  mandatory meal cost at a meeting or 
conference approved by the supervisor).  

  
 (5)  No reimbursement shall be made for the cost of 

alcoholic beverages.  
  
TR-3.02-1 IN-COUNTY MEAL EXPENSE  (Administrative Rule Adopted 

3/21/89) 
 County employees shall not be reimbursed for in-county 

meal expense when the employee, at his/her own discre-
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tion, chooses to remain at work or to conduct county 
business.  Normal work hours are from 8:00 a.m. to 
12:00 noon and from 1:00 p.m. to 5:00 p.m. (shift 
employees excluded).  Normal meal time is defined as 
from 12:00 noon to 1:00 p.m. and 5:00 p.m. to 7:00 
p.m. 

 
 It has been past practice for county employees to be 

reimbursed for meals claimed while waiting for an 
evening meeting to begin. Under this policy, such 
meals will no longer be allowable. 

 
 Situations in which meals are still allowable include: 
 
 (1) Meetings at which a "guest of the county" is in 

attendance. 
 
  (a) If an employee is conducting county business 

which requires the attendance of a member of 
the county board, an appointed member of a 
county commission or board, or a person who 
is not a county employee, the meeting shall 
be considered to be non-discretionary, as 
these meetings are normally scheduled at the 
convenience of the "guest of the county".  
If such a meeting cannot be held during 
normal work hours, and the meeting inter-
rupts the normal meal time, the meal shall 
be allowable.  In this case, specific docu-
mentation must be included on the travel 
voucher explaining why the meeting was 
necessary and why it couldn't be scheduled 
during normal work hours.  Also, the name of 
the individual or firm involved must be 
indicated on the travel voucher. 

 
 (2) Urgent county business. 
 
  (a) In the situation where an urgent meeting is 

required between county employees and the 
meeting interrupts the normal meal time, the 
meal shall be allowable if it meets all of 
the following tests: 

 
   1. The meeting is urgent in nature, re-

quiring immediate attention by county 
officials. 

 
   2. It was impossible to schedule the 
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meeting during normal work hours. 
 
   3. The meeting interrupted or was sched-

uled during the employee's normal meal 
time. 

 
  (b) Meals that are claimed under this "urgent 

county business" exception require specific 
documentation on the travel voucher explain-
ing the nature of the business and why the 
meeting could not be scheduled during normal 
work hours. 

 
 
SECTION 4  OVERNIGHT ACCOMMODATIONS  
  
TR-4.01-1 HOTEL AND MOTEL EXPENSES
 
 (1)  The choice of lodging shall be based on cost, 

with consideration given to accessibility in 
conducting business.  

  
 (2)  When traveling alone, an employee shall be reim-

bursed for a single hotel or motel room at a 
reasonable rate for the community.  

  
 (3)  If the lodging is shared, indicate the employee 

who shared the room.  
  
 (4)  All lodging expenses must be supported by the 

original, machine, printed receipts, which are 
furnished by most hotels and motels, or an origi-
nal, handwritten receipt.  

  
 (5)  Expenses for lodging at homes of relatives or 

friends are not reimbursable.  
  
 (6)  When registering in hotels or motels or signing 

for any official purpose, County employees shall 
use their business address and identification and 
ask for County discounts.  

  
 
SECTION 5  MISCELLANEOUS EXPENSES AND DIRECT BILLING  
  
TR-5.01-1 OTHER ALLOWABLE EXPENSES  
 Itemize chargeable expenses not listed above, 

including luggage handling and checking, business 
telephone  calls, and registration fees.  Attach 
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receipts for registration fees.  
  
TR-5.02-1 DIRECT BILLING FOR EXPENSES
 
 (1)  In the event the County representative prefers to 

have the County billed for expenses, the follow-
ing shall be considered allowable:  airline 
tickets, conference registration fees, and lodg-
ing accommodations.  

  
 (2)  The County Board Chairman, County Executive, and 

County Clerk shall be the only individual holders 
of a credit card used to bill official business 
travel and other expenses due to extenuating 
circumstances.  




















