BERTIE COUNTY BOARD OF COMMISSIONERS
2016 PLANNING SESSION #4

COUNTY ADMINISTRATION BUILDING
NOVEMBER 21, 2016

MONDAY, NOVEMBER 21°T - RECONVENE FROM NOVEMBER 7" MEETING

8:45AM

=

Breakfast (Biscuits, coffee)

9:00AM | 2. Joint Session with Bertie County Board of Education — fiscal update

10:15AM BREAK

10:30AM | 3. NCACC Legislative Goals update — Vice Chairman Bazemore

10:45AM | 4. Charters of Freedom monument project update — Commissioner Tammy Lee

11:00AM | 5. Retiree Health Insurance — review premiums and policy coverage alternatives with Mr. Steve
Worgan, Worksite Resources, Inc. for January 1, 2017,

12:00PM LUNCH - HERITAGE HOUSE DELIVERY

1:00PM | 6. Republic Services — review of convenience center operations with Josephine Aiken and Rob
Purvis

2:00PM | 7. Hurricane Matthew Recovery Update:

e Review of initial substantial damage estimates based on latest FEMA
onsite inspections — Planning Director, Traci White

e Review of debris removal bids and public assistance application for
County facilities and other costs— Emergency Services Director, Mitch
Cooper

e Review of insurance claim status by Finance Director, William Roberson

2:55PM BREAK

3:00PM County Manager Updates

e (QSCB Sinking Fund status

Travel Policy review

OPEB Study pending

TGOW site management and farm lease

Revaluation Request for Proposals — to be advertised in January
Review NC Property Tax Appeal — pending matter

2

3:30PM

©

Legal updates and status of ordinance development:

e Public Safety Access for Private Roads
Dangerous Weapons on County property/buildings
Smoking Prohibition
Ambulance RFP and procurement schedule
Electronic monitoring program — Sheriff’s Office

4:00PM ADJOURN







MEMBER

ATKINS, CHARLES
BRADDY, GLORIA
BROCKINGTON, ERMA
CLARK, JACQUELINE
COWAND, DIANE
HARRIS, MARTHA
HOGGARD, CARL
HOGGARD, LYDIA
HOGGARD, WANDA
KEY-JONES, MARGARET
MCNAIR-MOORE, LINDA
MIZELLE, CHERYL
MIZELLE, RITA
PITTMAN, EDWIN
PUGH-WYNN, PATRICIA
RASCOE, MORRIS
SPELLLER, LINDA
*TERRY, TIMOTHY
WILKINS, BRENDA
WILSON-LEE EVELYN
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Proposed 2017 Plan
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Structure's Owner First Structure's Owner

Structure

Structure's

Structure's Total Estimated

Structure Type ~ Community Name Name Last Name ' Street Name Street Damages Percent Damaged Damage Message

Residential Bertie County Randolph Russell 350 US 13N Highway |$8,590.85 23.0 % Not Substantially Damaged

Residential Bertie County Gladys Bryant 907 Governors Road $42,346.23 74.4 % Substantially Damaged, Required to mee
Residential Bertie County Jerry White 104 Edgewood Avenue $11,809.28 100.0 % Substantially Damaged, Required to mee
Residential Bertie County Roy Cherry 834 Governors Road $90,112.56 98.9 % Substantially Damaged, Required to mee
Residential Bertie County Helen White 838 Governors Road $41,129.09 100.0 % Substantially Damaged, Required to mee
Residential Bertie County James Swain 844 Governors Road $83,313.03 100.0 % Substantially Damaged, Required to mee
Residential Bertie County Ronald Roberson 848 Governors Road $34,569.30 100.0 % Substantially Damaged, Required to mee
Residential Bertie county Rosetta Gilliam 903 Governors Road $50,840.57 85.1 % Substantially Damaged, Required to mee
Residential Bertie County Margaret Burrison 903B Governors Road $4,280.03 9.0 % Not Substantially Damaged

Residential Bertie County Clinton Thompson 237 Hoggard Mill Road $12,357.36 16.5 % Not Substantially Damaged
NonResidential |Bertie County Edgewood Baptist Church 348 US 13N Highway |$440,485.20 100.0 % Substantially Damaged, Required to mee
Residential Town of Windsor DONNA KAYE LEWIS 103 JOYNER Street $37,885.07 73.6 % Substantially Damaged, Required to mee
Residential Town of Windsor LARRY E FREEMAN 101 THOMPSON Street $49,192.08 100.0 % Substantially Damaged, Required to me
Residential Town of Windsor DONALD REID DUNLOW 104 THOMPSON Street $43,120.45 100.0 % Substantially Damaged, Required to mee
Residential Town of Windsor JACKM CURLINGS 104 JOYNER Street $39,175.65 100.0 % Substantially Damaged, Required to mee
Residential Town of Windsor BRENDA MARIE DAWSON 103 THOMPSON Street $37,691.04 79.2 % Substantially Damaged, Required to me
Residential Town of Windsor Lewis Hoggard 104 W. Gray Street $27,523.08 80.1 % Substantially Damaged, Required to mee
Residential Town of Windsor DAVID SCHWEICHLER 103 NICHOLS Street $32,933.47 67.3 % Substantially Damaged, Required to mee
Residential Town of Windsor Ronald Roberson 113 S. Queen Street $25,521.66 100.0 % Substantially Damaged, Required to mee
Residential Town of Windsor RAMIL ORBITA 203 W ELM Street $37,053.75 62.6 % Substantially Damaged, Required to mee
Residential Town of Windsor DEREK GREYSON BARNHILL 103 E MAPLE Street $26,686.91 51.0 % Substantially Damaged, Required to mee
Residential Town of Windsor JASON LEE LOWERS 102 THOMPSON Street $31,967.90 76.0 % Substantially Damaged, Required to mee
Residential Town of Windsor JEFFERY N FEREBEE 207 W ELM Street $53,404.56 48.2 % Not Substantially Damaged

Residential Town of Windsor ANDREW J BRABBLE 106 W MAPLE Street $29,852.92 100.0 % Substantially Damaged, Required to mee
Residential Town of Windsor ADAL R PIERCE 102 EPITT Street $60,500.22 80.7 % Substantially Damaged, Required to mee
Residential Town of Windsor Thelma Adamson 103 Sutton Drive $0.00 0.0 %

Residential Town of Windsor JOHN EDWARD WATSON 109 JOYNER Street $62,078.75 100.0 % Substantially Damaged, Required to mee
Residential Town of Windsor DEBBIE GILLIAM ORE 107 HOGGARD MILL Road $40,524.84 68.3 % Substantially Damaged, Required to mee
Residential Town of Windsor EARL H WILLIAMS 107 JOYNER Street $28,011.77 69.3 % Substantially Damaged, Required to mee
Residential Town of Windsor RACHEL BAZEMORE 106 THOMPSON Street $0.00 0.0 %

Residential Town of Windsor JESSIE RASCOE 108 JOYNER Street $28,740.10 100.0 % Substantially Damaged, Required to mes
Residential Town of Windsor Glenn White 106 Sutton Drive $12,782.40 100.0 % Substantially Damaged, Required to mes
Residential Town of Windsor GWENDOLYN BAZEMORE 108 THOMPSON Street $28,157.38 59.0 % Substantially Damaged, Required to mes
Residential Town of Windsor DEBORAH EVERETTE 101 BAKER Street $33,727.23 50.6 % Substantially Damaged, Required to mes
Residential Town of Windsor JOHNNIE E HOGGARD 109 HOGGARD MILL Road $25,299.45 60.4 % Substantially Damaged, Required to mes
Residential Town of Windsor ALFRED F MUZER 208 PETERSON Lane $8,397.25 23.9 % Not Substantially Damaged

Residential Town of Windsor MC LEWIS 106 JOYNER Street $50,335.20 100.0 % Substantially Damaged, Required to mee
Residential Town of Windsor ALVIN YORK 110 W MAPLE Street $26,844.00 69.6 % Substantially Damaged, Required to mee
Residential Town of Windsor TRENIKA L SWAIN 105 JOYNER Street $37,668.52 100.0 %

Substantially Damaged, Required to mee




Residential Town of Windsor JANE C MOORE 111 N QUEEN Street $27,503.93 100.0 % Substantially Damaged, Required to mee
Residential Town of Windsor WILLIAM L SWAIN 105 BELMONT Street $31,389.60 100.0 % Substantially Damaged, Required to mee
Residential Town of Windsor BRENDA M FRICK 105 BAKER Street $36,141.95 66.9 % Substantially Damaged, Required to mee
Residential Town of Windsor ANDREW J BRABBLE 108 W MAPLE Street $36,961.86 69.3 % Substantially Damaged, Required to mee
Residential Town of Windsor YVONNE MITCHELL |WILLIAMS 707 S QUEEN Street $37,666.14 62.8 % Substantially Damaged, Required to mee
Residential Town of Windsor Martha Early 311 S. Queen Street $30,971.75 75.8 % Substantially Damaged, Required to mee
Residential Town of Windsor SHANNON E SMITH 102 JOYNER Street $44,679.81 100.0 % Substantially Damaged, Required to mee
Residential Town of Windsor Clarence Jones 401 S. Queen Street $58,025.51 60.7 % Substantially Damaged, Required to mee
Residential Town of Windsor RUSSELL M PHELPS 406 S YORK Street $1,058.47 0.9 % Not Substantially Damaged
Residential Town of Windsor LEONARDO GAZA 101 E MAPLE Street $28,476.00 88.8 % Substantially Damaged, Required to mee
Residential Town of Windsor TONY KEVIN MIZELLE 210 PETERSON Lane $7,226.50 24.5 % Not Substantially Damaged
Residential Town of Windsor JOHN MITCHELL 703 CENTER Street $28,095.29 74.9 % Substantially Damaged, Required to mee
Residential Town of Windsor Larry Norris 309 S. Queen Street $45,632.83 53.7 % Substantially Damaged, Required to mee
Residential Town of Windsor CECILIAE FENNELL 801 CENTER Street $33,763.24 62.7 % Substantially Damaged, Required to mee
Residential Town of Windsor MARGARET DANIELS |ODER 702 CENTER Street $36,774.08 61.4 % Substantially Damaged, Required to mee
Residential Town of Windsor Minnie Hoggard 302 Sutton Drive $30,604.81 35.2 % Not Substantially Damaged
Residential Town of Windsor EMMA BUNCH 212 N KING Street $49,253.40 100.0 % Substantially Damaged, Required to mee
Residential Town of Windsor Nathan Copeland 101 Sutton Drive $6,035.62 10.0 % Not Substantially Damaged
Residential Town of Windsor Two Three Nine (239) H 239 Hoggard Mill Road $30,987.15 100.0 % Substantially Damaged, Required to mee
Residential Town of Windsor KIRK HUTCHINSON 302 PETERSON Lane $1,339.97 6.6 % Not Substantially Damaged
Residential Town of Windsor Kemo Bazemore 332 US HWY 13N |Highway |[$17,655.25 37.6 % Not Substantially Damaged
Residential Town of Windsor JAMES F HOGGARD 101 NICHOLS Street $17,429.76 83.3 % Substantially Damaged, Required to mee
Residential Town of Windsor Shirley Spivey 306 Sutton Street $52,213.07 38.7 % Not Substantially Damaged
Residential Town of Windsor LLOYD T SMITHWICK 302 W MAPLE Street $38,350.22 75.7 % Substantially Damaged, Required to me
Residential Town of Windsor EVELYN H WILLIFORD 304 PETERSON Lane $21,415.68 88.8 % Substantially Damaged, Required to me
Residential Town of Windsor John Jinnette 304 S. Queen Street $241.49 0.3 % Not Substantially Damaged
Residential Town of Windsor Milton Tadlock 304 Sutton Drive $37,532.00 53.5 % Substantially Damaged, Required to me
Residential Town of Windsor Nancy Hoggard 305 N. King Street $28,368.90 57.6 % Substantially Damaged, Required to me
NonResidential | Town of Windsor Ethel Cherry Heirs 105 S King Street $14,030.63 100.0 % Substantially Damaged, Required to me
NonResidential | Town of Windsor Phelps Ins. Group 103 S. King Street $51,131.75 100.0 % Substantially Damaged, Required to me
NonResidential | Town of Windsor Southern Bank & Trust 101 N. King Street $37,820.00 5.0 % Not Substantially Damaged
NonResidential | Town of Windsor Andy Eure 102 S. King Street $51,217.99 100.0 % Substantially Damaged, Required to me
NonResidential | Town of Windsor Ahoskie Eye Care OD PA 106 N King Street $9,385.20 34.8 % Not Substantially Damaged
NonResidential | Town of Windsor JAND D Hunting Lodge 104 E. Camden Street $40,662.05 100.0 % Substantially Damaged, Required to me
NonResidential | Town of Windsor Thomas Alston 101 S. King Street $16,684.51 37.3 % Not Substantially Damaged
NonResidential | Town of Windsor Randolph Russell 117 N. King Street $86,946.00 100.0 % Substantially Damaged, Required to me
NonResidential | Town of Windsor Martha Gillam 101 Dundee Street $36,031.50 76.1 % Substantially Damaged, Required to me
NonResidential | Town of Windsor Lighthouse Cafe 132 Granville Street $16,672.50 39.7 % Not Substantially Damaged
NonResidential | Town of Windsor Roy Alton Stocks 609 S. King Street $4,998.00 9.3 % Not Substantially Damaged
NonResidential | Town of Windsor Rebecca Lewis 509 S. King Street $16,171.89 12.5 % Not Substantially Damaged
NonResidential | Town of Windsor St. Thomas Episcopal Church 302 S. Queen Street $59,104.92 16.3 % Not Substantially Damaged




NonResidential | Town of Windsor ALLEN NEAL WHITE 214 W GRANVILLE |Street $2,835.00 15.1 % Not Substantially Damaged
NonResidential | Town of Windsor SKD Petroleum 213 US Hwy 13N |Highway |[$14,170.00 15.3 % Not Substantially Damaged
NonResidential | Town of Windsor Timberland Unlimited, Inc. 209 N. King Street $20,938.50 36.1 % Not Substantially Damaged
NonResidential | Town of Windsor Town of Windsor 208 E. Granville Street $35,781.75 24.9 % Not Substantially Damaged
NonResidential | Town of Windsor Rogers Investments 208 Dundee Street $9,324.00 20.9 % Not Substantially Damaged
NonResidential | Town of Windsor Town of Windsor 1 207 E GRANVILLE |Street $9,604.00 5.0 % Not Substantially Damaged
NonResidential | Town of Windsor Bertie County 204 S. Queen Street $107,590.00 66.3 % Substantially Damaged, Required to mee
NonResidential | Town of Windsor Bertie County 204 Dundee Street $30,600.00 12.3 % Not Substantially Damaged
NonResidential | Town of Windsor Gillam Bros 203 E. Granville Street $37,296.00 85.3 % Substantially Damaged, Required to mee
NonResidential | Town of Windsor Theodore Shaw 115 S. King Street $17,123.40 100.0 % Substantially Damaged, Required to mee
NonResidential | Town of Windsor Sylvia Hughes 114 N King Street $15,210.00 48.7 % Possibly Substantially Damaged
NonResidential | Town of Windsor DELTHEMA C ALLEN 108 N KING Street $2,520.00 23.7 % Not Substantially Damaged
NonResidential | Town of Windsor Rong Guo 108 S. Kings Street $53,405.00 52.5 % Possibly Substantially Damaged
NonResidential |Town of Windsor Cynthia Modlin 109 S. King Street $38,256.00 100.0 % Substantially Damaged, Required to mee
NonResidential |Town of Windsor Dameron Rentals 1101 S. King Street $1,601.11 35% Not Substantially Damaged
NonResidential |Town of Windsor S &K Logging 1107 S. King Street $48,778.50 100.0 % Substantially Damaged, Required to mee
NonResidential |Town of Windsor Jim Allen Hoggard Jr 202 N King Street $116,483.50 100.0 % Substantially Damaged, Required to mee
NonResidential |Town of Windsor Rong Guo 112 S. King Street $47,060.00 100.0 % Substantially Damaged, Required to mee
NonResidential |Town of Windsor Town of Windsor 201 S. Queen Street $77,360.50 100.0 % Substantially Damaged, Required to mee
NonResidential |Town of Windsor Christine Williams 116 118 |N King Street $10,140.00 88.2 % Substantially Damaged, Required to mee
NonResidential | Town of Windsor James Hoggard 122 S. King Street $11,368.50 21.3% Not Substantially Damaged
NonResidential |Town of Windsor Willie Bond 123 N. King Street $43,203.12 100.0 % Substantially Damaged, Required to mee
NonResidential | Town of Windsor James Russell 127 N. King Street $31,050.00 100.0 % Substantially Damaged, Required to me
NonResidential | Town of Windsor United States 130 N KING Street $141,255.00 43.2 % Possibly Substantially Damaged
NonResidential | Town of Windsor Rodney Hoggard 108 E. Camden Street $20,200.00 100.0 % Substantially Damaged, Required to me
NonResidential | Town of Windsor Lem Wallace 112 N King Street $49,833.88 52.6 % Possibly Substantially Damaged

TOTAL STRUCTURES ASSESSED: 106
STRUCTURES SUBSTANTIALLY DAMAGED: 72



BERTIE COUNTY GOVERNMENT

TRAVEL POLICY

Revised October 2015

It is the intent of this policy to provide Bertie County Departments and agencies a
comprehensive reference for uniform interpretation of payment or reimbursement for travel
expenses pertaining to official travel and subsistence.



Bertie County Government
Travel Policy

Section 1: Purpose
The intent of this policy is to make uniform provision for reimbursement of necessary
expenses of County employees or officials of the County who are required to travel
within or out of the County boundaries in the performance of their duties and in the

interest of County affairs.

Section 2: Policy Administration
All respective Department Heads are responsible for the administration of the provisions

in this policy. Department Heads are authorized to approve or disapprove of travel
reimbursements for the employees under their supervision except where otherwise stated.

Section 3: Employee and Board Member Responsibility
An employee, board member, county commissioner, or county official traveling on
official County business is expected to exercise the same care in incurring expenses that a
prudent person would exercise if traveling on personal business and expending personal
funds. Excess costs, circuitous routes, luxury accommodations, and services unnecessary
or unjustified in the performance of official business are not acceptable under this policy.

Employees and board members will be responsible for unauthorized costs and any additional
expenses incurred for personal preference or convenience. Employees and board members are
expected to be in attendance at all meetings in which they are traveling. Willful violations of this
policy may result in dismissal from County employment or other disciplinary action.

Section 4: Definitions and General Policies
A. Travel
Bertie County recognizes that employees, board members, department heads,
commissioners, and county officials are required to travel both within and without
of the State of North Carolina for the purpose of representing the County at
meetings and professional associations, as well as for training to enhance their
skills regarding the performance of their various positions within the County
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Government. Specific protocols will be outlined for in-state and out-of-state
travel in Section 6 of this policy.

B. Employee’s Duty Station
Duty station is defined as the job location at which the employee has been

assigned.

For an employee in travel status, the duty station should be the point when
traveling begins the majority of the time, usually their office setting or building.

The designation of an employee’s home as the duty station should be used if the
mileage will be less, and there is no reason for the employee to begin traveling
from the office.

C. Registration Fees
The County allows reasonable registration fees for employees, department heads,
board members, commissioners, and county officials to be paid for each
occurrence. They may be paid by the employee and then be reimbursed, or be
paid directly by the County. The County requires itemized receipts for
reimbursement.

Efforts should be made to secure scholarships from any professional organizations
to cover registration fees for representatives of the County when at all possible.

D. Requesting Party
The person completing the required travel (county employee, department head,
county commissioner, board member, or county official) and who will also submit
reimbursement that is appropriately itemized and documented for eligible travel
costs incurred while conducting County business.

E. Meal Reimbursement Types & Rates
Expenses for meals within and without of lodging venues are expected to be

reasonable.

The County offers two options regarding meals during travel.

Option 1: Reimbursement for the cost of meals in connection with County
business will be paid at the following rates: breakfast $10.00, lunch $12.00, and
dinner $22.00 including tip/gratuity. Gratuity is allowable at 15%.

Detailed, itemized receipts showing all items purchased must be turned in for

reimbursement when using this option.
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Reimbursement for partial day travel may be made as follows: breakfast may be
reimbursed if duty station is departed prior to 7:00AM. Lunch may be reimbursed
if duty station is departed prior to 10:00AM and returned to after 2:00PM. Dinner
may be reimbursed if duty station is returned to after 8:00PM.

Reimbursement will be made according to each meal as listed above, but only for
the amount of the receipt plus gratuity.

Itemized receipts are required before reimbursement can be dispersed by the
Finance Office.

Meal items and other expenses that are NOT reimbursable are listed in Section 9
of this policy.

Option 2: In lieu of itemized receipts, a County employee, County Department
Head, board member, or County Commissioner may opt to use a “per diem”
system which would include a daily rate travel advance for meals not to exceed

$30 per day.

The request for such an advance must be completed using the County’s Travel
Advance Form, and be turned into the Finance Department at least 1 week prior to
date of travel.

For more information about Travel Advances, please see Section 12 of this policy.

F. Mileage Allowance
The amount authorized to be paid on a per-mile basis for travel by privately
owned vehicles will be determined and/or revised each fiscal year according to

the IRS rate.

If you are unsure about the current mileage reimbursement rate, contact the
Finance Office.

Mileage will be paid beginning at the office or home, whichever is closest to the
destination.

Authorized travel modes are outlined in Section 5.
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G. Travel Sheet
A travel sheet is a form that a County employee, “the traveler,” will use upon

completion of a specific trip, or trips, within a given time period prescribed by the
Department Head.

This form lists all mileage, private or public transportation, lodging, meals,
registration fees (if not paid in advance), and other eligible travel expenses for
reimbursement. ALL receipts are required to be fully itemized and attached to
the travel sheet before being submitted to the Department Head for approval.

ALL reimbursement requests shall be filed for approval and payment within 30
days after the travel period ends for which the reimbursement is being requested.
Travel period is defined as the calendar month during which the travel occurred.

All travel sheets must be approved by the Department Head before being
presented to the Finance Office for reimbursement, and the Department Head’s
signature must be secured.

PLEASE NOTE: If employees are requesting reimbursement for meal expenses,
a copy of the agenda/program received at the conference or event should also be
attached showing any meals provided by the host/professional organization.

Section 5: Authorized Travel Modes
A. County-owned vehicle
This method of transportation is to be used whenever a county vehicle is
available. The Department Head may authorize reimbursement to the employee
for exact operation expenses in circumstances where direct credit charges cannot

be paid directly by the County (i.e. gas or fuel expenses).

B. Privately owned vehicle
When a County vehicle is unavailable for use, this mode of transportation may be
used if specifically authorized by the appropriate Department Head.
Reimbursement for operational expense shall be limited to the mileage allowance
listed in Section 4-F.

C. Transportation by Common Carrier
Reimbursement for air, rail, or bus fare is limited to business or coach fare,

substantiated by an itemized receipt.

PLEASE NOTE: Every effort should be made to obtain the lowest travel fares as
much as possible.
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D. Rental Vehicles
Reimbursement for rental vehicles will not be authorized without prior approval

by the Finance Officer or the County Manager.

If approved, the rented vehicle should be secured at the lowest practical rate, and
returned to the respective vendor as promptly as possible.

Section 6: Travel Destination(s)

A. Inside the County (Local Travel)
County employees and county officials who are required within the normal nature

of their duties to travel regularly within the County and who are authorized to do
so by the Department Head, are eligible for reimbursement of transportation
expense.

County Commissioners receive a monthly travel stipend as compensation for all
in-county travel, therefore mileage reimbursement for in-county travel is
excluded.

B. Outside of the County (Out of Area Travel, excluding Out of State Travel)
Approved travel expenses outside of the County for county purposes or purposes
in the best interest of the County, such as a training, conference, professional
meeting, etc., may be reimbursed to the limits already set forth in this policy for:

1. Transportation cost

2. Lodging

3. Meals

4. Registration Costs (if not paid in advance)

5. Necessary miscellaneous expenses (parking fees, tolls, etc.)
PLEASE NOTE: Reasonable efforts must be made to secure

affordable parking options (self-parking) before using a parking
service (valet parking).

C. Out-of-State Travel
Out-of-state travel begins when the County employee, county official, board
member, or commissioner leaves the State of North Carolina and remains in effect
until the individual returns to the State of North Carolina.
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PLEASE NOTE: Out-of-state travel requests by employees, board members,
county officials, commissioners, and Department Heads must be approved in
advance by the County Manager.

All efforts must be made in securing reasonable, cost effective travel
arrangements when traveling out-of-state as practiced with all other travel
outlined in this policy.

D. Travel with Others
When two or more employees are traveling to the same destination, maximum use

shall be made of special group travel discounts and joint use of the transportation
including taxi cabs, County-owned, or privately owned vehicles. Travel with
representatives of other government units is encouraged whenever possible.

E. Other Travel Costs
Reasonable parking fees, tolls, taxi charges, and expenses of a similar nature,
when appropriate during travel, are reimbursable upon submission of appropriate
documentation of the same.

The Finance Officer or the County Manager shall approve or disapprove of all
other expense reimbursements not clearly defined in this policy or those which
have been questioned.

F. Commuting
No reimbursement shall be made for use of a personal vehicle in commuting from

an individual’s home to his/her duty station (office).

G. Timeline of Travel
In the event that a conference or program begins before 10:00am, an employee,
county official, commissioner, board member, or an otherwise deemed county
representative may proceed to their destination the night prior to the start of the
event.

This option should only be used if the conference location is 2 or more hours
away from the individuals home or duty station.

For example, a conference’s first session is slated to begin at 9:00am. The event
location is in Raleigh, NC. An employee may preemptively travel to Raleigh the
night before in order to be fully ready to participate in conference events the next
day.

Revised October 2015



Supportive documentation, such as a copy of the event agenda/program, must be
submitted with a completed, Department Head approved travel sheet if
reimbursement claims are sought for fulfillment.

Section 7: Lodging
Lodging will be reimbursed at an amount not to exceed $125 per night, plus applicable
taxes. Prior approval from the County Manager must be received for rates exceeding

$125 per night.

PLEASE NOTE: All reasonable efforts must be made in a timely fashion to secure a
lower group rate within a conference/training hotel room block (if available) or a
local/State government rate when booking lodging reservations. Employees should also
familiarize themselves with all cancellation policies, and make every effort to avoid
cancellation fees being charged to their department or to the County.

Reimbursement of lodging expenses incurred in counties contiguous to Bertie County
will not be authorized without prior approval by the Finance Officer or the County
Manager.

If more than one employee occupies the same hotel room, the total lodging expense
should be reported on only one employee’s travel sheet.

When another person, who is not an employee, occupies the same hotel room with an
employee, county official, board member, or Department Head on an authorized trip, the
employee must pay the different between the single and double room occupancy rates (if
applicable).

Itemized hotel folios/bills should be attached to travel reimbursement sheets, or turned
into the designated individual when the County credit card is used to pre-pay any
employee room reservations.

Section 8: County Credit Card
Employees and officials authorized to use a County credit card may elect to use them
instead of seeking reimbursement; however, meals and lodging are still subject to the
rates listed in Section 4-E, and Section 7.

Itemized receipts for all credit card expenditures must be submitted to the designated

individual tasked with compiling the County credit statement each month which will then
be submitted to the Finance Office for approval.
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Section 9: Ineligible Expenses for Travel Reimbursement
A. The following items are considered ineligible for travel reimbursement:

1.

2.

10.

11.

12.

Miscellaneous expenses not supported by itemized receipts
Meals prepaid as part of a registration fee

Meals purchased despite a prepaid meal being available within a registration
fee

Commute to and from work place (see Section 6-F)

Gift shop purchases such as snacks, beverages, toiletries, gifts, souvenirs, or
other personal items

Additional subsistence outside of the 3 allotted meals per day (see Section 4-E)
Items purchased to be used as door prizes or raffle items
Non-employee expenses (spouse, or family members)

Alcoholic beverages

Entertainment expenses (hotel movie rentals, elective events or activities such
as shopping, sporting events, social events not included in registration fees,
etc.)

Room Service

Traffic fines/citations

This list is not all-inclusive. The Finance Officer or County Manager shall approve or
disapprove of all other expense reimbursements not clearly defined in this policy or those
which may require interpretation for further consideration.

The County Manager is authorized to interpret and make reimbursement decisions on a
case-by-case basis as conditions may warrant.

B. Telephone Calls
Employees, board members, county officials, commissioners, and department heads are

not allowed to charge long distance phone calls to the County for calls of a personal
nature, except as stated below.
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All long distance calls that are to be paid by the County are those made pursuant to the
employee conducting official County business.

An employee traveling to a location outside the local calling area is allowed one (1) “safe
arrival” call upon arriving at the destination.

Additionally, employees may be properly reimbursed for emergency calls approved by
the Department Head. An example of such is a call made when an employee calls home
to inform someone that the travel period has been extended beyond original plans due to

unforeseen reasons.

Section 10: Extraordinary Travel or Cost
In instances of travel not covered by this policy, or where the actual necessary costs
exceed the maximum reimbursement allowed and the travel is in the best interest of the
County, the County Manager may approve reimbursement of actual cost beyond the

maximums stated herein.

Section 11: Travel Expenses not Addressed by this Policy
Any expenses falling outside the realm of this policy must be approved by the County

Manager.

Section 12: Travel Advances
For “Out of the Area Travel” and “Out of State Travel (Sections 6-B and 6-C),” County

employees, county officials, Department Heads, and commissioners may receive
advances for travel expenses to avoid personal inconvenience or hardships. Using the
approved travel advance form, the individual must submit a request in writing in advance
to the respective Department Head estimating the travel cost.

The Department Head will then review the request and forward the signed and approved
travel allowance advance forms to the Finance Office for payment.

Travel advance checks will not be issued for estimated expenses less than $100.00.

Each employee traveling must obtain his/her own travel advance to facilitate easier
reconciliation of travel advances and trip sheets, except in cases where more than one
employee occupies the same hotel room. In that case, the entire lodging cost will be

advanced to one employee.

Travel advances will be issued through the accounts payable process, so plan ahead to
meet the accounts payable cutoff deadline.
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Immediately upon completion of the travel, the employee will present an approved travel
sheet to the Finance Department and return any money advanced in excess of the actual
approved expenses within five (5) working days to the Finance Department. Any amount
advanced and subject to return to the County, not promptly refunded, may be deducted
from pay due the employee.

Section 13: Travel Procedure
A. The travel sheet and supporting itemized receipts will be submitted to the Department
Head for approval. Department Heads should review travel sheets to determine that
they are mathematically correct, and that requested reimbursements agree to
submitted receipts, when required, and are within the limits set forth by this policy.
After approval by the Department Head is received, the form should then be
forwarded to the Finance Office.

B. The Finance Department will determine that the travel sheet and receipts have been
properly approved, and that they are mathematically correct, and that requested
reimbursements agree to the submitted itemized receipts, when required, and are
within the limits set forth by this policy.

If an error in the reimbursement is found, the requesting party will be informed and
the error will be corrected before payment is made.

C. Trip Cancellation
When an employee cancels an approved trip and the County has already paid
airfare, registration, and other related fees or issued a travel advance, a memo
must be sent to the Finance Office explaining the cancellation.

Section 14: The Governing Body

Commissioners (members of the Governing Body) will receive reimbursement once a
travel sheet has been submitted and reviewed by the Finance Officer and approved by the
County Manager. Commissioners may be reimbursed for expenses incurred in the course
of conducting official business on behalf of Bertie County.

ALL travel sheets should be submitted with itemized. detailed receipts.

Section 15: Accurate Information
A requesting party that knowingly submits a falsified reimbursement form may be subject
to disciplinary action and criminal prosecution. An authorized party who approves a
falsified form that they know to be false will be subject to disciplinary action or criminal
prosecution. N.C.G.S.§159-181 (a) states that an officer or employee of a local
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government or public authority who submits a written claim of approves a claim for
funds that he/she knows to be false is guilty of a misdemeanor.

This policy was adopted on the 5th day of October, 2015.
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