






























































Stage . 7 Taskﬂ',

Identification and coordination of subject-matter professionals
Identification of Steering Committee members and change agents
for the project

Scheduling of a fundamentals assessment

Current and Future State Assessment of current state processes documentation and
Analysis identification of process gaps

Alignment of the Tyler software to the current state with
documentation of change points for future state

Work with the Tyler project manager(s) to identify any scope
modifications based upon the future state requirements

Obtain approval for future state adjustments

Data Conversion Planning Assess data conversion options

and Mapping Coordination of software providers for successful mapping and
data extraction

Assist in the evaluation of balancing reports for the approved

Fundamentals Assessment

configuration
Third-Party Data Exchange | Facilitate the requirements for data exchanges
Modification Analysis If required, work with the subject-matter professionals to validate

the requirements identified in the future state analysis

Forms and Report Planning | Work with the subject-matter professionals to analyze the forms
and reporting requirements, including the data flow across the
functional areas

System Deployment,

Configuration, and Coordinate with users for acceptance testing and validation
Validation
Training Coordinates and assists with the scheduling of the training for
departments
Go-live Support Final sign-offs for the implementation and management of post go-
live support with Tyler
C. Staffing

Scott Hauser will be responsible for the services provided to Client pursuant to this Statement of
Work. Laura Burkamper will lead the project as outlined in this Statement of Work and the IT advisory
services. Kim Dougherty will provide the project management setrvices as outlined in this Statement
of Work. Scott and Kim have worked with Linn County on other engagements. Other professionals at
the necessary skill and experience level may be called upon to assist in the project as appropriate.
While we will attempt to comply with your request for certain individuals, we retain the right to assign
our personnel, as we deem appropriate, to perform the services.

Laura Burkamper will serve as the overall project manager as it relates to the use of RSM resources.
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D. Fees

Our fees for the services described in this Statement of Work will be based upon the actual time and
material required at our below discounted hourly rates:

Standard Discounted
Hourly Rates  Hourly Rates

Professional Level

Partner, Senior Director

and Director $450 $260
Manager $320 $210
Supervisor $180 to $260 $165

These discounted hourly rates are as approved by Linn County in past similarly complex projects. In
addition to our fees, your total project costs will include (a) directly billed expenses, including report
processing, travel, meals, fees and expenses for services from other professionals, and for services
provided by our subcontractors, as well as (b) a charge of five percent of fees for all other expenses,
including indirect administrative expenses such as technology, research and library databases,
communications, photocopying, postage and clerical assistance.

Travel time (if applicable) will be billed at 50 percent of our discounted hourly rates and is in addition
to the estimated fees. The fees quoted in this Statement of Work will remain valid for 60 days from
the date of issuance.

Per your request, we have provided a total project professional fee estimate below. The project
management component of this project assumes 12 hours per week over the fourteen months leading
to January 2020. The other hours estimated are based upon the information available to RSM at the
time of this Statement of Work. Linn County can reduce the RSM fees by performing more of the work
with existing staff if they desire. RSM will attempt to have the work performed by the lowest cost
professional on the team.

Hours Discounted  Estimated

rProfessrcr)nal rLevelrr ~ ResourceRole  Estimate Rate  FeeTotal

. . Project Oversight, ,
ﬁgg‘:;rmecmr of | change Management 120 $260 $31,200
and IT Advisory
Technical Subject-Matter
Manager Professionals 80 $210 $16,800
Supervisor Project Management 560 $165 $92,400
Total 760 $140,400

You acknowledge that this is our good faith estimate based upon our understanding of the
engagement assumptions and the facts and circumstances we are aware of at this time. If the basis
of our estimates is inaccurate, the fees and expenses may be different from those we each anticipate.
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Fees for services of this type are always difficult to estimate. If circumstances are encountered that
affect our ability to proceed according to the plan outlined above, such as major scope changes, loss
of key Client personnel, unavailable information or undetermined or requested scope changes during
our.scoping efforts, we will inform you and seek your approval for any changes in scope, timing or
fees that may result from such circumstances.

Client Acceptance of Work

At the conclusion of each phase of work, we will review with you the intended scope of work and
deliverables agreed upon in this Statement of Work to confirm we have met the defined project
expectations. If you believe the deliverables do not conform, you will notify us in writing within the
period specified within the terms of the Master Services Agreement that they do not conform. We will
then have a reasonable period of time, based upon its severity and complexity, to correct the
nonconformance. If you use the deliverables before acceptance, or if you fail to notify us of the
nonconformance within the period specified within the terms of the Master Services Agreement, the
deliverables will be considered accepted.

Engagement Assumptions and Client’s Responsibilities
We ask that Linn County agree to the following RSM expectations:

¢ Make the INCODE Property Tax Management Software conversion, project management and
successful implementation a top priority

+ Assist in the identification of project stakeholders and encourage their engagement

¢ Make timely decisions, thereby allowing the project to move forward as scheduled

o Assign a project champion to oversee RSM services and guide our involvement

s Provide adequate oversight and feedback on the RSM services during the project

. Other Provisions Mutually Agreed to by the Parties

In response to your specific request(s), we may provide you with routine support services that are not
the subject of a separate Statement of Work. Our fees for such services will be based on the time
required for the work performed at our standard rates, plus out-of-pocket expenses. Significant
additional projects will be the subject of mutually agreed, separately executed Statements of Work.
Unless the subject of a separate Statement of Work, all additional services rendered to you will be
subject to the terms of this Statement of Work, including the Master Services Agreement under which
it is issued.

You agree to be responsible for making all management decisions. These decisions include but are
not limited to the systems to be evaluated and selected, the design of those systems, the controls to
be tested, the security and system procedures to be implemented, the scope and timetable of the
implementation, testing, training and conversion plan.
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AGREED AND ACCEPTED

By the signatures of their duly authorized representatives below, RSM and Client, intending to be legally
bound, agree to all of the provisions of this Statement of Work as of the date set forth above.

s Statement of Work for Project Management and IT Advisory Services for the Implementation of the
INCODE Property Tax Management Software
¢ Proposed Fee = Time and material at our above discounted hourly rates

AGREED TO AND ACKNOWLEDGED BY:
RSM US LLP

‘By: Scott Hauser

LINN COUNTY

Please return signed and
accepted Statement of Work to
crcpurchasing@rsmus.com, or

Signature

Printed Name

mail/fax to:
Business/Tax ID number RSM US LLP

Attn: Client Resource Center
Title 201 First Street SE, Suite 800

Cedar Rapids, 1A 52401
FAX: 877 281 9587

Date

11/1/2018 11:09 AM
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Prepared by and return to: Linn County Secondary Road Department, 1888 County Home Road, Marion, lowa 52302, (319)892-6400

RESOLUTION #

ESTABLISH SPEED LIMIT
WHEREAS, portions of Indian Hill Road are in Cedar Rapids and unincorporated Linn County, and

WHEREAS, the Board of Supervisors is empowered under authority of the lowa Code Sections 321.255 and 321.285
of the Code of lowa, to determine upon the basis of an engineering and traffic investigation, that the speed limit of any
secondary road is greater than is reasonable and proper under the conditions existing, and may determine and declare a
reasonable and proper speed limit, and

WHEREAS, such an investigation has been requested and has been completed by the Linn County Engineer, and

WHERAS, the Board of Supervisors directs the Linn County Engineer to establish a speed limit that falls below the
recommended speed.

NOW THEREFORE, BE IT RESOLVED BY THE BOARD OF SUPERVISORS OF LINN COUNTY that the speed
limit be established and appropriate signs be erected at the location described as follows:

e 30 mph on Indian Hill Road from Cottage Grove Ave SE to 30" Street Dr SE in sections 12 & 13-83-7.

Resolution adopted this _ day of , 20

Linn County Board of Supervisors

Chairperson ATTEST:

Vice Chairperson Linn County Auditor
Supervisor

Supervisor

Supervisor

March 2002
.M. 2.21
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RESOLUTION #

WHEREAS, the Finance Director for Linn County has indicated that, based on the most recent audit of Linn County, the

amount of delinquent tax being carried on the County system should be reduced, and

WHEREAS, the Board of Supervisors is empowered pursuant to 445.16, Code of Iowa, to abate taxes on the

recommendation of the Treasurer, and

WHEREAS, the Board of Supervisors has received a written recommendation from the Treasurer that certain tax amounts
currently outstanding are impractical to pursue for collection through available remedies due to the age of the
assessment, the removal, destruction, or other loss of the assessed property, bankruptcy of the taxpayer, the acquisition of

real property by governmental bodies, etc. and

WHEREAS, the Treasurer has provided descriptions of assessments which should be abated, and which are set out in

supporting documents to this resolution.

NOW, THEREFORE, BE IT AND IT IS HEREBY RESOLVED by the Board of Supervisors, Linn County, lowa, this date
met in lawful session, that:

1. The taxes assessed against the real property listed in this resolution, in the amount of $27,235.82 be and hereby are

abated.



RESOLUTION #

BE IT FURTHER RESOLVED, that the Treasurer is directed to strike the amounts set out in attached parcel listing from
the County system.

Dated at Cedar Rapids, Linn County, Iowa this day of 2018
LINN COUNTY BOARD OF SUPERVISORS

Chairperson
AYE:
NAY:
ABSTAIN:
Supervisor
Supervisor
Supervisor
Supervisor
ATTEST:

JOEL MILLER, Linn County Auditor
STATE OF IOWA )

) SS
COUNTY OF LINN )

I, Joel Miller, County Auditor of Linn County, lowa, hereby certify that at a regular meeting of the said Board, the

foregoing resolution was duly adopted by a vote of aye, nay, and abstained from voting.
JOEL MILLER

Subscribed and sworn to before me by the aforesaid on this day of , 2018.
NOTARY PUBLIC

STATE OF IOWA



Parcel 150512600103451, Shed located at 486 Ida Drive, Marion. This was torn down. Abate tax of $6.00

Parcel 103340100203030, Deck and Shed located at 1525 George Drive, Marion. Moved out of County. Abate tax of $75.00

Parcel 170347700203037, Deck at 1225 1% Ave NW Lot 39, Mt Vernon. Property was removed. Abate tax of $37.00

Parcel 150512600103190, Canopy at 24 Ash Drive, Marion. Property was removed. Abate tax of $56.00

Parcel 112837600103167, Canopy, Deck and Shed at 161 Tiki Terrace, Hiawatha. Property was removed. Abate tax of $143.00
Parcel 150512600103265, Porch and Shed at 91 Birch Drive, Marion. Property was removed. Abate tax of $109.00

Parcel 142835101600000, 926 M St SW Cedar Rapids. Vacant Lot, Property demolished, impractical to pursue. Abate tax $2166.00
Parcel 142835500700000, 1213 N St SW Cedar Rapids. Vacant Lot, Flood demolition, impractical to pursue. Abate tax $3815.20
Parcel 143430101000000, 2410 Fruitland Blvd SW Cedar Rapids, Vacant lot, property demolished, impractical to pursue. Abate tax
$8412.00

Parcel 141745100700000, 1869 Ellis Blvd NW Cedar Rapids. City owned for Flood control system Abate tax $2901.00

Parcel 140232602100000, vacant land Collins Road. City owned for Collins Rd improvements. Abate tax 14.00

Parcel 142040801400000, 410 | Ave NW Cedar Rapids. City owned for Flood control system. Abate tax $1078.00

Parcel 141747600300000, 1821 Ellis Blvd NW Cedar Rapids, City owned for Flood control system. Abate tax $1724.00

Parcel 142710303100000, 1138 19™ St SE Cedar Rapids, City owned for Traffic safety road realignment. Abate tax 727.00

Parcel 143030400100000, 2515 1% Ave SW Cedar Rapids, City owned for Mt Vernon Road rehabilitation. Abate tax $677.00
Parcel 142010101200000, 590 Penn Ave NW Cedar Rapids, City owned for Flood control system. Abate tax 1450.00

Parcel 132222600200000, vacant land NW Cedar Rapids, City owned for NW Water Treatment Plant expansion. Abate tax $278.00
Parcel 132222600100000, vacant land NW Cedar Rapids, City owned for NW Water Treatment Plant expansion. Abate tax $194.00
Parcel 142125200800000, 1311 3 St NW Cedar Rapids, City owned for Flood control system. Abate tax $60.62

Parcel 070310700702000, Building at Grove St Central City, removed from property. Abate tax $72.00

Parcel 103340100203248, Deck at 1936 George Dr. Deck moved out of county. Abate tax $23.00

Parcel 150512600103364, Deck at 281 Lortz Drive. Deck moved out of county. Abate tax $16.00

Parcel 170347700203050, Porch at 1225 1%t Ave NW Lot 19 Mt Vernon. Property was demolished. Abate $83.00

Parcel 171317600200000, Agland owned by State of lowa Dept of Transportation for highway expansion. Abate $322.00

Parcel 171340200100000, Agland owned by State of lowa Dept of Transportation for highway expansion. Abate $326.00

Parcel 150512600103158, Canopy, Decks and Shed at 250 Lortz Drive Marion. Property was moved out of county. Abate $71.00
Parcel 150417701300000, Marion Enterprise Center, Grant Wood Trail. City took ownership. Abate $474.00

Parcel 112430200400000, Oak Park estates Marion. Dedicated to City of Marion as public trail. Abate $23.00

Parcel 103340100203237, Shed at 1965 George Dr Marion. Property moved out of County. Abate tax $43.00

Parcel 142725600400000, Parking lot for Public Health building, owned by Linn County. Abate tax $1126.00

Parcel 170347700203101, Deck at 1225 1%t Ave NW Lot 14 Mt Vernon. Property was demolished. Abate tax $83.00

Parcel 112925100303129, Canopy, Deck and Shed at 4037 W Mockingbird Ln Hiawatha. Property removed. Abate tax $259.00
Parcel 103330100503102, Deck at 1733 Ottawa Dr. Property was removed. Abate tax $35.00

Parcel 103330100503171, Deck at 1562 Denali Dr Marion. Property was moved out of County. Abate tax $24.00

Parcel 132737600300000, Agland, City owned for retention basin construction. Abate $60.00

Parcel 132730100200000, Agland, City owned for retention basin construction. Abate $259.00

Parcel 171317700100000, Agland, Owned by State of lowa Dept of Transportation for highway expansion. Abate $14.00
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POLICY

It is the policy of Linn County to administer uniform practices for travel and reimbursement by establishing
provisions which:

SCOPE

Comply with Internal Revenue Service (IRS) “accountable plan” rules

Stipulate guidelines for requests, approvals and reimbursements

Promote advance planning so incurred costs are the most economical

Require elected officials and department heads to verify travel is necessary, budgeted and
authorized

Limit reimbursement to subsistence meals, transportation, lodging and other necessary travel
expenses

Prevent reimbursement of inappropriate or excessive expenses, or financial gain to an individual

This policy is applicable to all Linn County employees responsible to the Board of Supervisors; employees
responsible to an elected official, including the elected official and their deputies; and the Conservation and
Public Health Departments.

EXCEPTIONS

None.

DEFINITIONS

A.

“Accountable plan” means an employer reimbursement or expense arrangement which complies with
IRS regulations for paying, substantiating and recovering expenses, reimbursements and other amounts
(including per diem and mileage reimbursements) for employee business travel. It is intended to ensure
that the treatment and payment of certain reimbursements is nontaxable. The following elements must
all be present:

1.

Reimbursed expenses must have a business connection; expenses must have been incurred or
paid while an individual is carrying out official County business, and

An individual must adequately account to the County for travel and other expenses within a
reasonable time, providing detailed information on expenses, including date, time, place, amount
and business purpose for the expense, and




N.

3. Anindividual is required to return to the County an excess reimbursement within a reasonable and
specific period of time depending on the circumstances. (Sixty days is generally considered
reasonable by the IRS.)

“Alternative Ground Transportation” means the use of a vehicle ride share such as Lyft or Uber to reach
a business destination in lieu of a taxi or shuttle.

“Alternative Lodging” means the use of a bed and breakfast (B&B), an Airbnb, or Vacation Rental By
Owner (VRBO) or other short term lodging while on County business requiring an overnight stay in lieu
of a hotel, motel, or conference center.

“Commuting mileage” means mileage from an employee’s home to the employee’s regular work
location, and then back home. These personal commuting expenses are not reimbursable.

“Day trip” means travel for official County business that does not take an individual away from the
general area of their tax home for a period substantially longer than an ordinary day’s work and which
does not require an overnight stay. See IRS Topic 511 Business Travel Expense.

“DOL" means the U.S. Department of Labor.

“Employee” means a Linn County elected official, deputy, department head or employee.

“Estimated Costs” means costs for overnight travel such as transportation, lodging, meals, registration
and other expenses (such as taxes, parking and ground transportation) an employee reasonably
expects to be incurred while on official County business.

“Excess reimbursement” means an amount is paid to the employee, which exceeds the amount that
can reasonably be accounted for.

“Fair Labor Standards Act (FLSA)" means the Code of Federal Regulations 29 (CFR) DOL Sections
785.33 to 785.41 related to a special one day assignment, driving with overnight stay, training or
volunteering.

“Federal Standard Mileage Rate” means the standard rate for reimbursement for the use of a personal
vehicle for the calendar year as established by the GSA. The GSA may adjust this rate mid-year. The
rate may be found on the Intranet under the Auditor’s Office tab or at the IRS web site.

“Fringe Benefit Guide” means |IRS Publication 5137 - Fringe Benefit Guide Office of Federal, State and
Local Governments which provides guidance on federal tax rules for employee fringe benefits and
reporting.

“Forms” means the two Linn County forms used by individuals on official business to request: 1)
approval and reimbursement for overnight travel and 2) reimbursement for a day trip. The forms may
be found on the Intranet under the Auditor’s Office tab and include:

1. “Overnight Business Travel Report (OBTR)” means the form used for submitting estimated
business trip costs to request approval for overnight travel and to claim reimbursement of
approved costs with accompanying credible documentation.

The OBTR must reflect both the estimated and actual trip costs for mileage, local transportation,
lodging, registration, and miscellaneous expenses to be paid by the County and signatures from the
traveler and official authorized to approve travel and reimbursement. The OBTR must be submitted
to the Auditor’s Office.

2. “Day Trip Business Expense Report (DTBR)” means the form used to claim reimbursement for a
day trip(s) and includes: departure date, destination, purpose, and total miles driven (does not
include “commuting mileage”), meal rate allowed, other expenses (receipts to be attached), and
signatures from the claimant and official approving reimbursement. The DTBR must be submitted
with the request payable for reimbursement through the normal claims process.

“GSA” means the U.S. General Services Administration.



https://www.irs.gov/pub/irs-pdf/p5137.pdf
https://www.irs.gov/pub/irs-pdf/p5137.pdf
https://www.irs.gov/taxtopics/tc511
https://www.dol.gov/
https://www.ecfr.gov/cgi-bin/text-idx?SID=dc544be6d7203599d6f2012606b14646&mc=true&tpl=/ecfrbrowse/Title29/29cfr785_main_02.tpl
https://www.ecfr.gov/cgi-bin/text-idx?SID=dc544be6d7203599d6f2012606b14646&mc=true&tpl=/ecfrbrowse/Title29/29cfr785_main_02.tpl
https://www.irs.gov/tax-professionals/standard-mileage-rates
https://www.irs.gov/pub/irs-pdf/p5137.pdf
https://www.irs.gov/pub/irs-pdf/p5137.pdf
https://www.gsa.gov/

0. “Hours worked” means Title 29 of the Electronic Code of Regulations Section 785 which identifies
what constitutes working time for each employee under the FLSA who is not specifically exempted, who
is engaged in commerce, or in the production of goods for commerce, or who is employed in an
enterprise engaged in commerce, or in the production of goods for commerce that receives a specified
minimum wage.

P. “Incidentals” means expenses such as fees and tips given to porters, baggage carriers, bellhops, hotel
stewards, or if suitable meals cannot be obtained at the temporary duty site, transportation between
places of lodging or business. See GSA Chapter 300-3 of the Federal Travel Regulation Glossary of
Terms.

Q. “IRS” means the U.S. Internal Revenue Service.

R. “Meals” means the federal GSA subsistence allowance segmented by breakfast, lunch, dinner and
related tips and taxes. Specifically excluded are alcoholic beverages and entertainment expenses and
any expenses incurred for other individuals.

S. “Official County Business” means the travel activities of an individual on behalf of the County
demonstrate a County interest will be served due to:
e Relevance to County operations or the individual's role in such operations, or
e Development of County programs, methods, or administration, or
e Compliance with instructions by the Board of Supervisors

T. “Per Diem” means the allowance for meals and incidental expenses established by the U.S. GSA using
government calculations for the reimbursement of employee subsistence expenses while on official
government travel. GSA per diem rates are based on the traveler's destination city. If the destination
city is not found, the county in which the city is located is used. See the National Association of
Counties county search website for assistance identifying the location of a county.

U. “Personal Vehicle” means a vehicle privately owned by an individual.

V. “Purchasing Card (P-Card)” means a purchasing card as authorized by the elected official or
department head with appropriate limits and issued to the individual through the Auditor’s Office.
Travel expenses that may be charged on a p-card after travel is authorized include: registration; hotel;
airline tickets (coach only); baggage limited to one (see Section X.C); car rental; fuel for car rental; fuel
or other expense for a County owned vehicle; and local transportation (such as taxi, Uber, Lyft, or
subway).

W. “Reimbursement” means repayment to an individual for allowable travel costs paid out of pocket.

X. “Standard Per Diem” means the established GSA standard CONUS (Continental U.S.) per diem rate.
The standard per diem is used in the event the destination city or county cannot be found. International
per diem rates can be located at the U.S. Department of State Office of Allowances website for foreign

per diem rates.

Y. “Tax Home"” means the entire city, township, or general area from where the individual's main place of
work or profession is located.

Z. “Travel expenses” means ordinary and necessary expenses of an individual on official County business
traveling away from their tax home. See IRS Topic 511 Business Travel Expenses.

REQUEST FOR TRAVEL AUTHORIZATION

Before making any travel commitments, an individual must be aware of County travel policies. Without
exception, all requests for overnight travel requires approval with documented estimated costs. Requests
for in-state travel may be approved by the elected official, department head, or their designee(s).

Unique circumstances may necessitate deviation from the policy herein. This policy may not cover each and
every possible travel scenario and a strict interpretation of the policy may be inadequate to address a
specific situation. An individual should speak with their elected official, department heard, or supervisor for
clarification.


https://www.ecfr.gov/cgi-bin/text-idx?SID=2bf56c5d415d9a2c0ffb3c21faf07226&mc=true&tpl=/ecfrbrowse/Title29/29cfr785_main_02.tpl
https://www.gsa.gov/cdnstatic/FTR_2010-02_Complete.pdf
https://www.gsa.gov/cdnstatic/FTR_2010-02_Complete.pdf
https://www.irs.gov/
https://www.gsa.gov/travel-resources
../../AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/2VZ6L9A4/explorer.naco.org
../../AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/2VZ6L9A4/explorer.naco.org
https://aoprals.state.gov/web920/per_diem_action.asp?MenuHide=1&CountryCode=0000
https://aoprals.state.gov/web920/per_diem_action.asp?MenuHide=1&CountryCode=0000
https://www.irs.gov/taxtopics/tc511

VI.

VII.

Prior to Travel — Overnight Stay

1. The Overnight Business Travel Report (OBTR) form must be used to request overnight travel. The form
should be submitted at least 30 days in advance of the departure date, by completing: traveler's name,
employee number, department, departure and return dates, destination, name of event, business
purpose, and if reimbursement from other entities is anticipated, e.g. “outside funding.”

2. Estimated costs including: mileage, transportation, meals and incidentals, lodging, registration,
miscellaneous expenses, and

3. Signatures from the traveler and official authorized to approve travel.

4. Upon approval, the traveler will receive a copy of the OBTR, and the original will be forwarded to the
Auditor’s Office to be on file for pre-trip costs. Any trip payment prior to the trip are under normal
department procedures.

5. A separate OBTR form is required from each traveler.

6. Department heads reporting to the Board of Supervisors must submit the OBTR form to a Board
member for approval.

Elected officials and department heads responsible for authorizing travel must verify budgeted funds are
available to meet all travel commitments and proper authorization is obtained.

County payment of spouse, companion or family travel is disallowed. The County will only reimburse the
official County business portion of a trip that is combined with personal travel. Only receipts from the
business portion of the trip may be reimbursed.

Every effort should be made to identify and take advantage of early or advance travel discounts, including
conference registrations and airline fares to reduce travel expenses to the County.

REGISTRATION FEES

Payment may be made prior the event on an individual’s p-card or through normal accounts payable
processes.

Documentation must include registration costs, dates, location and event agenda.

Payment will not occur without proper authorization as detailed herein.

LODGING

Lodging will be reimbursed at the standard single room and applicable taxes. Room upgrades will not be
reimbursed. Individuals should plan travel early and request the lower conference, governmental,
educational, or corporate rate.

An employee choosing to use alternative lodging arrangements will be reimbursed in the following manner:

1. Attending a conference - reimbursement will be the actual cost of the alternative lodging, or at the
approved conference rate, whichever is less. Reimbursement may never exceed the cost of the lowest
available conference rate for hotel rooms.

2. On approved overnight travel for a purpose other than conference attendance (for example, training) -
reimbursement will be the actual alternative lodging rate, or at the federal per diem lodging rate for the
destination city, whichever rate is lower.

No prepayments will be made for lodging. An itemized lodging bill detailing dates, charges and name of
guest is required.



VIIL.

Sharing a Room

If the employee traveling shares a room with another County employee, only one employee may be
reimbursed for lodging. Employees sharing a room should request all employee names be listed on the
itemized lodging bill. If the employee traveling shares a room with a non-county employee who is
reimbursed for the room, the County employee will not be reimbursed.

Expenses incurred for items such as in-room movies, use of health club facilities, personal calls, laundry,
cleaning or pressing are not considered lodging and will not be reimbursed.

It is the responsibility of the individual to cancel any room reservations that will not be used. A copy of the
cancellation number or email confirmations from the place of lodging should be kept in case of billing
disputes.

MEALS AND INCIDENTALS

Reimbursement for meals and incidentals will be the GSA per diem rate based on the city and or county
location for overnight travel. Cities or counties not specifically listed will be reimbursed at the “standard
federal rate.” Taxes and gratuities are included in the GSA incidental expense and will not be reimbursed.
Receipts are not required for per diem meals.

Reimbursement will not exceed the allowable maximum federal per diem rate. An individual may request
less than the full per diem.

Meals reimbursed without an overnight stay require a receipt and are taxable income to the individual per
IRS regulations.

The per diem meal allowance will be prorated by % (seventy five percent) of the per diem meal allowance for
the first and last day of travel.

P-cards will not be used for expenses to be claimed under the per diem.

Per Diem will be reimbursed only after proper documentation of all travel costs are submitted.

GENERAL CONDITIONS FOR TRANSPORTATION EXPENSES

Transportation expenses are the direct costs related to movement of the individual from authorized point of
departure to destination and back to the authorized point of return.

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

Individuals are personally responsible and will not be reimbursed for traffic or transportation violations or
other penalties for infractions of any law.

TRAVEL BY AIRPLANE

An air ticket should be purchased in advance to take advantage of the most economical fares. Employees
are strongly encouraged to first consider the Eastern lowa Airport for County-related air travel to support the
Board of Supervisor's Resolution 2018-3-37 for integrated regional economic development. Same day or
near travel day ticket purchases require approval by a member of the Board of Supervisors. Airfare should
be booked for coach (economy) class only. Business or first class upgrades are not reimbursable. Trip
insurance for airfare is allowable if approved by elected official or department head, or authorized designee.

An air travel itinerary which includes point of departure, intermediate, and final destination is required to be
submitted with the OBTR form.


https://intranet.linncounty.org/media/1902/fly-local-resolution.pdf
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If an airline charges for checked luggage, only the cost of the first checked bag is reimbursable. Additional
baggage may be reimbursed with justification explaining the business need for more luggage and approval
of the elected official or department head.

Cancellation

If a trip is cancelled and the airline processes a travel voucher or credit in lieu of a refund, the voucher or
credit may only be used for subsequent travel authorized by the County. If the individual desires to purchase
the voucher or credit for personal use, the County must be reimbursed for the original cost of the ticket.
Elected officials and department heads or their designee(s) are responsible for managing and tracking the
proper use of travel vouchers and credits.

Personal vehicle

Requests to travel by personal vehicle or alternative mode when airplane travel is the most efficient means
may only be authorized if the employee can document: a) a cost savings over the lowest advance purchase
of an airline ticket, or b) is willing to accept travel cost reimbursement at the lower cost.

1. When such travel arrangements result in additional travel time, the individual must charge additional
time to vacation or other accumulated leave balances excluding sick leave.

2. Credible documentation of the cost saving to be gained by personal vehicle travel must be supported by
submitting the driving itinerary (directions) detailed by Google Maps, Map Quest, or similar record.

TRAVEL BY VEHICLE

An individual operating a County or personal vehicle on official County business must possess a valid
operator’s license and adequate liability insurance per Linn County Risk Management (RM) Policy 004.
Every July 1, elected officials, department heads, or their designee(s) must ensure that a copy of a driver's
license is on file with the County from each employee that drives or has the potential to drive a Linn County
or personal vehicle on official business.

When more than one individual is attending the same business activity, carpooling is strongly encouraged. In
all instances, the most direct and cost efficient route must be taken.

Travel during on-duty hours must utilize the most direct route unless an alternate route would be less time
consuming.

Reimbursement is authorized for parking charges, highway tolls and other reasonable travel expenses
directly related to the authorized travel.

Personal vehicle

An Individual authorized to use a personal vehicle on official County business will be reimbursed for mileage
based on the IRS federal Standard Mileage Rate which includes expenses for ancillary fees such as gas and
oil. Personal expenses including vehicle repair and maintenance are not reimbursable. Total reimbursable
mileage for the trip, is equal to the lesser of the distance from the individual's workplace to the destination,
and back to the individual's workplace, or the distance from the individual’s place of residence to the
destination and back to the individual’s residence.

Rental Cars

Reimbursement for rental cars is permissible when lodging is not proximate to the conference location, or is
more economical than any other form of transportation and transportation between facilities is not
provided. Reimbursement requires:

1. Submission of credible documentation (for example, lack of transportation to and from the conference
hotel or training destination, number of County employees traveling to same event requiring
transportation, or similar justification).


https://intranet.linncounty.org/media/1073/RM-004.pdf
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2. Use of a compact, standard, or mid-size sedan (i.e., reimbursement will not be made for a luxury or large
vehicle rate), except when a larger vehicle is warranted due to the number of travelers to be
accommodated.

3. Names of all County employees traveling in the same rental vehicle be listed on the reimbursement
form.

“HOURS WORKED”

The County follows FLSA regulations to determine if an individual’s time is to be considered “hours worked.”

These rules may impact approval and reimbursement for a special one-day assignment, driving a vehicle

with an overnight stay, training and volunteer work.

Special One Day Assignment

Hours outside of an hourly employee’s regular shift which are spent traveling to another city on a special
assignment for the day are considered “hours worked.” This applies to both driver and passenger. The
County may exclude the time an employee normally spends commuting to the regular work site as well as
the usual meal time.

Driving Vehicle With Overnight Stay

If the employee’s travel includes an overnight stay, hours spent traveling which do not fall across the
employee’s normal work schedule (i.e., Monday - Friday, 8:00 a.m. — 5:00 p.m.) are not considered hours
worked unless the employee is driving the vehicle. If the employee is driving or traveling during their normal
work schedule (even on scheduled days off such as Saturday or Sunday), the time is considered hours
worked. Passengers are only paid to the extent that the travel crosses normal hours of work. (Note, any
work that an employee is required to perform while traveling must be counted as “hours worked.”)

Training Time

Attendance required of an employee by the County at meetings, lectures, training and programs, and similar
activities are considered “hours worked.” However, an employee’s time is not “hours worked” if the
following four elements are all present:

1. Attendance is outside an employee’s regular working hours, and

2. Attendance is voluntary, and

3. The activity is not directly related to an employee’s job currently performed, and

4. No productive work is done.

Training is directly related to the employee’s job if it is designed to make an employee handle their job more
effectively, as contrasted by training undertaken to advance to another job. Where the purpose of training is
to prepare an employee to advance to a different position (by upgrading their skills) and the training is not
intended to make an employee more efficient in their current role, then the training is not considered directly
related to the employee’s job. This holds true, even if the training incidentally improves an employee’s skills

in performing their current job.

Regardless of the training purpose, any training that takes place during an employee’s regular shift is
considered hours worked.

Volunteer Work
Time spent working for public or charitable purposes at the employer’s request, or under the direction or

control of the employer, or while the employee is required to be on the premises, is considered “hours
worked.”
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Time spent voluntarily in such activities outside the employee’s normal working hours is not considered
“hours worked.” An individual is not considered a volunteer, if the individual is otherwise employed by the
same public agency to perform the same type of services as those proposed for volunteering.

REIMBURSEMENT PROCESS

Requests for reimbursement incurred for all official County business must be documented to be in
compliance with IRS accountable plan rules.

Prepayment of registration fees or transportation (excluding mileage) is allowed with proper documentation
and authorization as reflected herein and must include cost, dates, location and event agenda.

An individual submitting a request for reimbursement should present a complete and timely claim no later
than 30 days from the day of travel departure or the day trip.

Each elected official and department head is responsible for ensuring that reimbursement is: for official
County business, authorized and in compliance with travel policy herein, supported by credible
documentation, that appropriate and required documentation is maintained and expenses are charged to
the appropriate account.

Under no circumstances will entertainment or alcoholic beverages be reimbursed. If a specific charge for
alcoholic beverages (separate from an all-inclusive meal charge) is included in the event's registration or
conference fee, that cost must be deducted from the fee paid to the conference or reimbursed to the
employee.

Overnight Business Travel Report (OBTR)

Within 30 days from date of departure for overnight travel, the individual will complete the OBTR form, and:

1. Report actual trip costs and payment methods for expenses incurred, whether by cash or credit, for
transportation, lodging, meal rate allowed, registration, vehicle rental form if applicable, and “other
expenses” (such as for parking, taxi, alternative ground transportation, etc.) will be individually itemized
and supported by receipts to provide credible documentation. Other expenses must be described and
also supported by receipt. A copy of a conference or educational activity schedule and other applicable
information must be attached to the OBTR form. Per Diem meals do not require a receipt.

2. Sign the OBTR “traveler signature for payment” and submit the form to the appropriate elected official
or department head for review and approval.

3. As approved, a copy of the OBTR will be distributed to the traveler and the Auditor’s Office for any post-
trip costs.

4. Any trip payments are processed under normal department procedures.

Day Trip Business Expense Report (DTBR)

Within 30 days from date of departure date for day trip travel, the individual will complete the DTBR claim
form, and:

1. Report expenses incurred, whether by cash or credit for mileage (in the event a personal vehicle has
been authorized), meal rate allowed, and expenses (such as for parking). The form must be itemized
and supported by receipts to provide credible documentation. “Other expenses” must be described and
also supported by receipts. (Per Diem meals do not require a receipt.)

2. Sign the DTBR “claimant signature” and submit the form to their supervisor for review and approval.

3. As approved, a copy of the DTBR will be distributed to the traveler and to the Auditor’s Office for any
post-trip costs.

4. Any trip payments are processed under normal department procedures.
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