TRAVEL POLICY

GRANT COUNTY
Grant County, Oklahoma

Effective: March 2, 2026
Approved: March 2, 2026




Official County Business

The County may pay travel expenses or reimburse travel expenses for certain
individuals as described in this policy for travel related to official County business:
0 Elected officials
o County employees
o0 Volunteers performing substantial services for the County
o The County will not pay travel related expenses for guests accompanying the
County official or employees that are not employed by the county {spouse,
children, etc.}

Travel Expenses related to Official County Business include the following:

Mileage (according to current IRS provisions) for use of a personal vehicle while
conducting official County business.

o Elected officials opting toreceive the monthly travel allowance as allowed by
19 0.5. §165will onlybeeligible for mileage reimbursementfortravelina
personal vehicle outside of the county. Such mileage will begin at the county
line.

Hotel expenses for overnight travel when overnight travel is necessary.

o Ifthe travel on official county business can be conducted within the hours of a

normal workday, the county will not be responsible for overnight lodging.
Meals:

o The County will only reimburse/pay the customary three meals per day, per
individual.

o The County will reimburse/pay a maximum of $25.00 per meal, per individual.
($25.00 total maximum reimbursement/payment which include the meal and
gratuity/tip per meal, per individual) The individual may choose to spend more
on the meal and/or gratuity, however any amount over $25.00 will be

responsible of the individual.
o The County will reimburse/pay a Gratuity/Tip up to 20% of the cost of each

meal.
o The County will not pay for snacks, drinks (not associated with a meal), or any

alcoholic beverages.
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Tolls-with properdocumentation:
o Receipts

o Printout/Invoice from Oklahoma Turnpike Authority detailing tolls associated
with a specific route.
Airfare
Parking fees
Other means of travel as deemed necessary by the County

Travel in a County-Owned Vehicle

Upon approval of the department head, county employees may drive a county-owned vehicle for travel on
official county business. No unauthorized personnel may be allowed in county vehicles, unless
approved by the elected official.
o NO mileage reimbursement may be claimed by an individual for travel in a county-
owned vehicle.

Commuting: When itis necessary for the employee or County Official to drive a county- owned
vehicle to and from work, the county will account for the taxable fringe benefit asrequired by
currentIRSregulations. See IRSPublication 15-Brelated to the following:

o Commuting Rule foremployees.

o Lease-value Rulefor elected officials.

This does not apply to deputies driving patrol cars.

When an elected official opts to receive the monthly travel allowance in accordance with 19 0.5. § 165,
he or she will not be eligible to drive a county-owned vehicle.

LodgingTax/Sales Tax

When the County pays for in-state lodging directly, no lodging tax may be charged.
If an individual pays personally for lodging and claims reimbursement, lodging tax may apply.

This is also applicable for in-state sales tax; the county is exempt but an individual
paying personally is not. The employee/official may include sales tax on their travel
claim forreimbursement.
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Travel Claims

Individuals shall submit OSA&I form #163 for reimbursement of travel expenses
relatedto official County business. Form #163 is available on the OSA&I website:

https://www.sai.ok.gov

The travel claim shall have the following documentation attached:
o Itemizedreceipts
o For toll roads the employee may obtain receipts or print and attach
documentation from the Oklahoma Turnpike Authority at
https://www.pikepass.com/toll/TollCalculator.aspx
0 For overnight travel - documentation of official county business.

The map mileage will be figured using the statewide mileage table on the Oklahoma

Department of Transportation website:
http://www.okladot.state.ok.us/hqdiv/p-r-div/howfar/okmile.htm

Vicinity mileage is the mileage incurred in addition to the map mileage available on the
statewide mileagetable. For example, business milestraveled tolocation not listed in the
table, miles traveled around a metro location to conduct official business, business miles
traveled from an individual's residence which is not located in or near the cities listed in
the mileage table. Vicinity miles will be figured using:

o MapQuest

o Odometer readings

o Other mapping program

The original Travel Policy of Grant County was adopted by the governing
board on the 11'" day of October 2022 by Resolution 103-2016.

The revised Travel Policy of Grant County is being revised by the governing
board on this 5'" day of December 2022 by Resolution 2022-173.

The revised Travel Policy of Grant County is being revised by the governing
board on this 9th day of June 2025 by Resolution 2025-91.
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Title 19 Oklahoma State Statutes:

§160: Anitem appropriated in the budget of a county officer other than the county election
board for compensating regularemployees of the office may not be expended for extra help
or for payment of travel expenses. From, and only from, an item in the budget for his office
wherein appropriation is made separate from paying regular or permanent deputies may a
county officer make expenditures for extra help or travel expenses. This act shall notapply
to counties with a population over three hundred thousand (300,000} at the last
decennial census.

§ 161: As used in this act:

1. County Officer means the County Clerk, County Commissioner, County Assessor, District
Court Clerk, County Treasurer and County Sheriff.

2. Deputy means one or more regular employees appointed to assist a County Officer
in the performance of the Official Duties of the County Officer.

3. Travel expenses means reimbursement for mileage, meals, lodging, toll road fees,
parking fees, telephone, and other ordinary expenses incurred, except meals and
lodging incurred within the county unless the meals were during a county association
school, seminar, or training.

4. Voluntary instruction means one or more schools, courses, conferences, institutes, and
meetings which are available and are attended by a county officer or deputy as a
discretionary training supplement to the duties of any office covered by this act.

§ 163: Each county officer or his deputy shall be entitled to reimbursement for all traveling
expenses incurredinthe performance of official duties. Allexpensesshall be paid uponsworn
itemized claims.

§165: A. In lieu of reimbursement for traveling expenses within their county each
county commissioner and sheriff may receive a monthly travel allowance of up to
One Thousand Dollars ($1,000.00). In lieu of the reimbursement for traveling
expenses authorized by law for each county officer, each county assessor may
receive a monthly travel allowance of up to Nine Hundred Dollars ($900.00), and
each county clerk, court clerk and county treasurer may receive a monthly travel
allowance of up to Eight Hundred Dollars ($800.00). Each such county officer may
be subject to the penalty provided by Section 166 of this title for failure to attend
the meetings specified in that section.

B. Beginning in Fiscal Year 2028 and every fiscal year thereafter, the monthly
amount of travel reimbursement allowances for county officers shall
increase annually by two percent (2%).

C. All newly elected county officials shall be reimbursed by their respective counties for any
approved training provided beforesuchofficial takes office. Such trainingexpensesshallbe
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reimbursedinlJanuary when official takes office or July when Treasurer takes office.

D. The provisions of this section and Sections 163 and 164 of this title shall not prevent the

emergency use of a county-owned vehicle or county-owned equipment by a county officer
whensuchcountyofficer is acting on behalf of the county or when such use is related to
county business. As used in this subsection, “emergency” means an unforeseen
combinationofcircumstancesortheresultingstate that calls for immediate action.

E.The provisions of this section and Sections 163 and 164 of this title shall not
prevent the use of county-owned or leased equipment by a county
commissioner. For the purposes of this section, county-owned or leased
equipment shall not include automobiles or pick-up trucks. The provisions of
this subsection shall not be construed to authorize the use of county-owned or
leased equipment by a county commissioner for purposes other than county
business.

§166: Failure of a county officer to attend any school, conference or meeting unless excused
prior thereto shall cause the county officer to forfeit his right to the monthly travel allowance
provided by Section 165 of this title for the month in which such school, conference or meeting is
held. The directing state officer or agency head shall notify the county clerk of the county of the
forfeiture of such county officer. Any county, county officer or deputy may Join his respective
state, national or international association, including but not limited to, the National
Association of Counties, the International Association of Assessors and the International
Association of Clerks, Recorders, Election Officials and Treasurers. It shall not be mandatory fora
county officer or his deputy to attend any meeting, school, institute or conference sponsored or
held by anyone other than a state officer or agency head, but if funds are available for travel to
such meeting, school, institute or conference, either within or outside this state, from funds
appropriated for traveling expenses in addition to the monthly travel allowance provided by
Section 165 of this title, then it shall he lawful for such traveling expenses to be paid from such
travel funds so appropriated to the county officer or his deputies.

§ 168: Persons who are not county employees, but who are performing substantial and
necessary services to the county on a voluntary basis without compensation which have
been directed and approved bya county officer, shall enjoy the protection of sovereign immunity
ofthestate to the same extent as a paid employee. Such persons may be reimbursed for expenses
incurred during authorized official travel pursuant to the State Travel Reimbursement Act,
Section 500.1 et seq. of Title 74 of the Oklahoma Statutes, or for training expenses, provided it is
indicated on the claim the person is not a county employee, a description of services performed
is entered, and the officer, by his approval of the claim certifies such services were substantial
necessary and germanetothe dutiesandfunctions ofthe county office.

Also see:

State Travel Reimbursement Act 74 0.S. §§ 500.1 to 500.37
IRS Publication 158 can be found on the IRS website at:
https:/ /www.irs.gov/uac/about-publication-15b
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RESOLUTION 2026-20

Grant County has determined there exists a need for a Grant County Travel Policy
Handbook which is uniformly applied to all employees of Grant County, and

WHEREAS the elected officials of Grant County have determined that a Grant County
Travel Policy Handbook will significantly improve communication between the

County and its’ employees, and

WHEREAS the elected officials of Grant County have determined that a written Travel
Policy Handbook promotes fairness and assists in the prevention of discrimination
in travel reimbursement.

NOW, THEREFORE, BE IT RESOLVED that pursuant to Oklahoma Statute, Ann. Title 19,
§339.10, Grant County by majority vote of the elected officials, as evidenced in the
minutes of the Board of County Commissioners, do hereby adopt the Grant County
Travel Policy effective March 2, 2026

Approved this 2nd day of March, 2026

BOARD OF COUNTY COMMISSIONERS

GRAN OMA

Craig A. Fredrick, Chair Penny Huff - Treasurer
tewyétinson, Vice Chair Robin Herod - Assessor
/e Wil

Keith McClure, Member Adrienne Hembree - Court Clerk

Rachelle D{McCaleb, County Clerk atiest Tim Irvin - Sheriff
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PLACE SIGNED COPY IN EMPLOYEE’S PERSONNEL FILE

READ CAREFULLY BEFORE SIGNING BELOW

GRANTCOUNTYTRAVELPOLICYHANDBOOK
ACKNOWLEDGEMENTFORM

This is to acknowledge that | have received a copy of the Travel Policy Handbook adopted by
Grant County and understand that it outlines the policies andpractices that apply to me as an
employee with Grant County.

I understand it is my responsibility to familiarize myself with all information in the
Handbook.

Since the information, policies and benefits described in this handbook are subject
to change, | understand and agree that such changes can be made by the County at
its sole and absolute discretion. Any changes to the travel policies and practices
described in the Handbook must be made in writing by the County, in order to be
effective. | understand this Handbook represents the sole policy of the County and
replaces and supersedes any and all other oral or written personnel policies or
procedures.

I understand this Handbook is not noris it intended to be a contract of employment.
| understand | am an employee-at-will and understand the County Elected Officer
retains the right to terminate his/her employees at any time for any reason not
prohibited by Federal, State or Municipal law, and | also understand employees can
terminate their own employment at any time.

| further understand that this signed statement will be placed in my personnel file.

Employee's Name Employee's Signature

Date Signed:
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