


Trip distances shall be computed from a GPS mapping programs (such as
Google Maps or MapQuest) or by the odometer readings recorded on the employee's
Personal Vehicle Mileage Record or Trip Expense Record. Should the employee, in the
course of County related travel, use his/her vehicle for personal use, then the employee
shall not seek reimbursement for said personal use. If the employee travels to multiple
destinations during one trip, he/she may list the beginning and ending odometer reading
for the entire trip (excluding personal use) but shall list each destination point
separately. (e.g. An employee travels round trip to Eureka Springs with stops in Siloam
Springs, Gravette, and Rogers, then the employee is to show the beginning odometer
reading from Fayettevile and the ending odometer reading upon retuming to
Fayetteville but list each stop separately) or compute the mileage from a GPS mapping
program.

If computing mileage by odometer reading, specific location, i.e., street
address, building name and city or town, must be shown in the location from and to
columns in the reimbursement forms. Map mileage or computer generated maps such
as Google Maps or MapQuest may be utilized to determine mileage. County will only
reimburse for the most direct route unless the employee is required to make alternate
stops, which shall be noted on the Travel Reimbursement Form.

All employees traveling in personally owned vehicles for County business
must have current vehicle insurance and a valid driver license. If said employee does
not have current vehicle insurance and a valid driver license, then it is the responsibility
of the elected official or department head to prohibit the use of a privately owned vehicle
on County business. The elected official or department head in approving an employee
claim for reimbursement of travel by private automobile is, in effect, certifying that
he/she has made a reasonable effort to determine that the employee has current
insurance

Personal vehicle mileage reimbursement shall not exceed available
business airfare, nor shall food and lodging expense be for more than one day of travel
time to and from the destination.

Any elected official, or employee thereof, shall only drive county-owned
vehicles for official County business. County vehicles may be driven outside
Washington County for official County business only. The provisions herein do not
ef oradd s theissue of nmutii this issue will be Idressed parately by
separate ordinance and/or policy.

ARTICLE 3. Taxicab and Rental Vehicles: Taxicab fare is
reimbursable at cost with actual or photocopied receipts must be attached. Employees
who intend to rent vehicles for official County business must secure approval from their
elected official or department head.

ARTICLE 4. Meals: Meais can be reimbursed at the per diem rate
without receipts or may be purchased by using a Purchasing Card in which case actual
or photocopied receipts must be attached. The County will pay no more than the








