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SUMMARY

A review of the District's current expense account costs
indicates that the policy of fiscal restraint is effectively
maintaining these expenses as a stable proportion of the
District's costs, despite intense pressures from inflation,
the demands placed upon the agency by the transit involve-
ment of Washington, D. C., and Sacramento, and the
overall growth and increased responsibility of the District.

The changes brought about by this rapidly shifting environ-
ment have resulted in a need for some policy and procedure
modifications to cover new situations and questions.

This report identifies several questions of this type and
makes recommendations for strengthening policy and pro-
cedure, recomrnendations which are consistent both with
the needs of the District and with current expense policy
practices of other public agencies.



INTRODUCTION

This study was composed of five distinct but complimentazry
elements:

o a historical review of expense costs
since 1970.

o a review and comparison of expense
policies of other pubiic agencies and
transit properties.

o a review of the progression of District
expense policy.

o a compilation and comparison of major
expenses on a by-department basis for
the six month period Jure toc November,
1975.

o a detailed review of individual expense
statements for the same six-month
period.

The significance placed upon expense account costs depends
primarily upon what it is compared to: measured against the
District's total operating budget, expenses costs are so small
that they may appear to be less important than other types of
expenditures.

However, as a public agency confronted with escalating costs
1 P g
and uncertain revenues in a highly visible environment seekin
to enhance and expand its operations, it is imperative tnat

P P L
every cost-cutting efficiency measure consisient with sound
practices be implemented, no matter how small.
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Inflation, coupled with the District's coverall growth and service
improvements of the past five years, the increased demands
placed upon the District by Sacramento and Washington, D, C.,
with the availability of transit subsidies, the growing participa-
tion of District personnel in technadogical eiforts by industry
associations, and the efforts to huild rapid transit since 1971
with SB 325, Proposition A, 2nd S 386 funds, has resulted in a



continuous growth of expense costs:

Buginess and Travel Expense: 1970 to Present

1970 $ 93,414

1971 : 81,836

1972 (January to June) 110, 446%

1972-73 127,331

1‘974_75 162,516

1975-76 (July to 176, 6112*
November)

*Represents annuslized figures for comparison purposes.
P purp

These costs have decreased relative to total District expen-
ditures. At the same time, policy has been amended several
times to handle new situations. In the past five years, for
example, District policy has been measurably tightened, has
been made more comprehensive, and has applied increasing
burdens of proof and explanation upon the employee. Ele-
ments of these shifts include the change from a per diem to
an actual expenses only reimbursed policy, the tighter instruc-
tions on automobile use, the greatly increased requirements
for reporting, explaining and verifying business conferences
and so on.



RECOMMENDATIONS - SUMMARY

The intent of these recommendations is positive. They zzek
either to address and define certain areas of policy, to
strengthen management procedures or, in some cases, tc
formalize solutions to problems which have almost umveﬁsa*'f
but informally, been adopted.

It is recommended that:
1. The expense report form be revised,

2. Only department heads and departmental
staff designated in writing may incur
business conference expenses,

3. Along with the travel authorization number,
a brief explanation of trips must appear on
expense statements.

4. Meals and incidental daily expenses on out-of-
town trips normally shall not exceed $15.

5. Emplcyees performing uncompensated overtime
shall be the only employees who may incur overtime
dinner expenses. The District will reimburse an
amount not to exceed $5.

g~

. Long distaince telephone calls must be expialned
in detail.

7. Mileage will be reimbursed for the actu..l direct
mileage of a trip to a destination from home or
regular District assignment location, whichever
is slhiortest.

8. Affiliations and titles of business conference
guests must be listed on expense statements.,

9. Neither District nor private automobiles should
ordinarily be used during normal business hours
in civic center/dowzatr'\va Los Angeles.



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Expense statements shall be submitted
monthly, but may be submitted more often
if the amount exceeds $50.

Employees should not submit the cost of
business conference meals with other
District officials, except those in which
Directors participate.

Implement "Please Review' form from
Controller.

Receipts must be submitted in a clear
and concise manner.

Expense receipts must be submitted for
the cost of all ground transportation
claims over $2.50, all meal expenses
exceeding $2,.00, and all other expenses
exceeding $5,00

Expenses incurred in the Ambassador
Program shall ordinarily be limited
to one reirnbursable activity per month.

Unnecessary multiple staffing at seminars,
conferences, and business conferences must
be avoided.

The cost of meals and incidentals incurred
during normal business hours on a one-day
trip or conference not be the District's
responsibility.

Reimbursable mileage for out of District
travel shall not exceed the cost of coach
airfare without thorough explanation and
justification.

Originating departments are responsible
to insure that costs are accurately described
regarding expense arcount claims.



20, L_.plement "Miscellaneous Expense Voucher.'



RECOMMENDATIONS: DISCUSSION

1. Revise Expense Statement Form

The present Expense Report form provides insufficient space
for each description and explanation of expenses; it groups

. dissimilar types of expenses making review difficult and it
lacks space for routine but useful information such as the
dates covered by the statement. Many employees do not use
the statement form. The revised expense report form (see
appendix) accomplishes several things. It

a) provides space for detail explanation of
particular expenses;

b) includes an automatic chronological and
categorical listing of expenses;

c) provides space for routine information, and

d) will allow a more rapid and complete review.

2. Business Conferences

Present policy requires advance department head approval for

- employees to incur business conference expenses., It is recom-
mended that such personnel as are so authorized be designated
in writing by the departiment head. (See appendix, revised
expense policy, page 8, '""Business Lunches and Dinners, "
para. 2.)

3. Trip Explanations

Many employees provide a brief one-sentence explanation of
~out of District trips while others do not. Absence of this
information makes review more difficult. It is recommended
that, along with the travel authorization number, a brief
explanation of trips should appear on expense statements. (See
appendix, revised expense policy, page 3, '""Expense Statements, "
para. 6.)



4, Meals and Incidental Daily Expenses

Analysis of District experience indicates that this current
expense allowance, $25 per day, which covers only meals
and incidentals--not lodging, transportation or business
conferences, ordinarily exceeds the actual requirements
of its personnel. Furthermore, a comparison with other
public agencies suggests that a reduction would be consistent
with common practice. It is recommended that the daily
meals and incidental expense allowance be reduced from
$25.00 to $15.00 with additional daily allowances of $5 in
Sacramento and $10 for out-of-state travel. (See appendix,
revised expense policy, page9, '""Accommodations ifor
Overnight Travel.'')

5, Overtime Work

Many employees who are either non-exempt (entitled to
compensation for overtime work or who are eligible for
compensatory time off) or who have irregular work hours,
purchase overtime work meals at District expense. It is
recommended that this practice be discontinued. It is
recommended further that employees who are required by
their supervisors to perform uncompensated overtime work
be permitted to incur the cost of dinner, not to exceed $5.
(See appendix, revised expense policy, page 9, "Overtime
Work. ")

6. Jong Distance Telephone Calls

Employees on duty both within and outside of the Distrizt

are frequently required to make toll telephen= calls, It

is recommended that all such calls should be iisted showing
the parties invnived, points between which service was pro-
vided, the date, and the cost. [See apvendix, revised expense
pelicy, page 9, '"Long Distance Cermrmunication. ')

7. Clarified Mileage Reimbursement Guidelines

Numerous employees without any standardized mileage accoun-
ting system, drive their private autormnobiles on District busi-
ness to a variety of locations. Il is recommended that the guide-

lines defining reimbursable mileage be clarified such that, in



the event that no other means is available, mileage will be
reimbursed for the actual direct mileage of a trip to a destina-
tion from home or regular District assignment location, which-
ever is shortest.

It is also recommended that under no circurmnstances will
employees be reimbursed for home to regular work assign-
ment location mileage, except when mileage is incurred as
an immediate consequence of uncompensated overtime work.
(See appendix, revised expense policy, page 5, "Travel In
The Los Angeles Area.'')

8. DBusiness Conference Guests

Present policy requires the names. but not the identification

or affiliations of guests at business conferences. Many
employees submitting statements do include this information
and it greatly enhances the completeness of an expense explana-
tion. It is recommended that the title and affiliation of business
conference guests be listed in expense statements. (See appen-
dix, revised expense policy, page7, '""Business Lunches and
Dinners," para. 1d.)

9. Travel in Civic Center/Downtown Los Angeles

Because of the concentrated availability of frequent District
bus service in the Civic Center/Downtown area, it is the
optimum area for using public transit in L.cs Angeles. In
addition, the use of a District car on such a local trip precludes
its use on a longer, more costly, trip to other parts of the
District. It is recommended that neither private nor District
automobiles ordinarily be used on District business in Civic
Center/Downtown. (See appendix, revised expense policy,

page 6, ""Travel in Los Angeles Area,' para. 6.)

10. Freguency of Submission

There is a great deal of variety in the frequency of expense
account submissions, Some individuals submit statements
weekly although small amounts of money are involved, while
others collect several months of expenses before submitting
them. It is recommended that submissions be made monthly,

-9 -



or more often if the amount due exceeds $50. (See appendizx,
revised expense policy, page 1, "General,' para. 2a.)

11. Employee Business Conferences

Business conferences or meals with other employees occast
are submitted as expense items. It is recommended that e
not submit cost of meals with other District officials for re
ment except when, (a) for conve~ience, otherwise a.llowe.ble; FeaX:
for multiple employees, during out-of-Distri~t trips for examnic,
are included on one expense statement, and (b, when Directors pz
cipate. These expenses must be reported in the same mauncy o
other business conferences. (See appendix, revised expense policy,
rage 8, ""Business Lunches and Dinners, ' para. 3.)

el
3

i,

12. "Please Review'' Form

No formal procedure presently exists for the Controller's office

tc return expense submissions for additionzal clarification or
explanation to the concerned Department Head. It is recommended
that a "Please Review' form be implemented to return an expense
statemnent to its originating Departinent Head for additional infor-
mation or review. (See appendix.)

13. Clear Receipt Itemization

The submission of lengthy receipts with expense claims, for
exarnple, a hotel bill containing items for meals, telephone

calls and miscellaneous expenses, although justifving the
expense, does not readily relate particular expenses with parti-
cular receipt items. It is recommended that expense siztements
must list separately on the expense statement focri: 2ll expenses
covered by receipts justifying multiple expenses. (See appendix,
revised expense policy, page 3, "Expence Statements,' para. 3.)

14, Submission of Receipts

While a major portion of the District's expense ccsts are made
up of items for which receipts should be issued, actual sub-
mission of receipts is largely a matter of perscnal practice.

- 10 -



It is recommended that for expense claims to be processed,
receipts must be submitted for the cost of all ground transit
claims over $2.50, all meal expenses exceeding $2.00, 2ll
hotel and airfare costs, all business conference costs, and
all gasoline and parking lot expenses whenever practicable,
but, in any event, for all items exceeding $5.00. (See appen-
dix, revised expense policy, page 3, '""Expense Statements, "
para. 4.)

15. Incidental Ambassador Program Expenses

There are presently no formal policy guidelines regarding
District reimbursement for incidental expenses incurred

while participating in activities sternming from involvement

in the Ambassador program. It is recommended that the
District's responsibility for reimbursing the cost of partici-
pation in Ambassador program activities be ordinarily limited

to one activity per month. (See appendix, revised expense
policy, pageld, '"Professional Meetings and Seminars, ' para. 2.)

16. Multiple Staff Participation

While many seminars, conferences, business conferences,
etc., require rmultiple staff participation, the nature of

most events suggests that single representatives are adequate.
It is recommended that unnecessary multiple staffing at such
seminars, conferences and business conferences be avoided,
and that individuals attending such events shall prepare a writ-
ten report for circulation to interested employees whenever
practicable. (See appendix, revised expense policy, page l],
"Professional Meetings and Seminars, '' para. 4.)

17. One-Day Seminars and Trips

Occasions arise when District employees have opportunities to
participate in one-day seminars or trips. It is recommended
that the District reimburse employees for mileage incurred in
excess of their normal work trip for mileage, but not reimburse
employees for meals and incidental costs incurred during normal
work hours on a one-day trip or seminar. (See appendix, revised

- 11 -



expense policy, page 10, "Professional Meetings and Semina:s, "
para. 3.)

18. OQut-of-District Reimbursable Mileage

On out-of-District trips of significant distance, air fare i:
generally less expensive than private automobile mileage an<

is the vsual standard of reimbursable cost on such trips. It

is recommended that reimbursable mileage for out-of-Disirict
travel shall not exceed the cost of coach airfare without thor-urk
explanation and justification. (See appendix, revised expence
policy, page 4, “"Transportation,' para. 3.)

19. Accurate Expense Allocation

Occasional expenses arise which are improperly applied to
expense account classification (Account 5650). These expenses
might, for example, relate to personnel training or recruitrnent
rather than business conference or travel expenses. Itis recom-
mended that departments originating these types of expenses be
responsible to insure that they be accurately described and desig-
nated to the proper account.

20. "Miscellarcous Expense Voucher' Form

Adequate expense verification is sometimes made more difficult
by the awkwardness of obtaining receipts. It is recommended
that a "Miscellaneous Expense Voucher' be implemented to
facilitate easy receipt collection. (See appendix.)

.12 -



CONCLUSION

While the intent of these recommendations is to construct as
complete and comprehensive an expense policy as is reasonable,
great attention has been given to allowing employees the freedom
and discretion they must have.

The last word in a successful program remains energetic

management and the good judgment and prudence exercised
by concerned and informed empoyees.

- 13 -
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REV. 12764 SOUTHERK CALIFOEKRIA RAPID TRANSIT DISTRICT
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£

EXECUTIVE BULLETIN
No.

Issued:

SUBJECT: Instructions for Travel and Expense
Reimbursement on Non-Contract Employees

| GENERAL

1. All trips outside the District's service area must
be approved in advance. The approval is obtained by
use of a Travel Authorization, District Form No.
22-517,
2, Expense accounts are for reimbursement of
District employe;as' expenditures necessary while
transacting District business.

(a) Submissions are to be made monthly,

but may be more often if the amount

exceeds $50.

(b) Expense accounts should be submitted

on District Form No. 22-88 and must have

the indicated approvals.



EXPENSE STATEMENTS

1. All expense statements shall be submitted on
the Expense Re;;ort Form. All expenses shall k2
clearly and accurately listed under the appropriate
categories,

This may require the use of more than one lins
per day on the expense account fofm in order to
adequately distinguish between and describe major
expenses within a given category and to sufficiently
explain and justiiy various expenses.

2. Within the expense category of "Transportation'
should be listed air fare, private automobile mileage,
parking, taxi or public transit fares and car rentals.

Under ""Meals' should be included any meal
expenses incurred at or because of business con-

ferences, overtime work and out-cf-town Tizsxict

e

business trips.

Miscellaneous expenses include local and long
distance telephone calls, gratuities, registration
for business conferences and other reimbursements
for personal expense which are covered as proper

business expenses.



3. It is the personal and professional responsi-
bility of each individual submitting expense state-
ments to use great care in maintaining accurate
records, in listing separately those expenses which
are covered in a larger receipt in a clear and concise
fashion, in fully explaining and justifying each expense
and in providing a complete record by way of receipts.,
4, To be processed, expense receipts must be
submitted for the cost of all ground transit claims
over $2.50, all meal expenses exceeding $2.00, all
hotel, air fare and car rental costs, all conference,
seminar, or other registration costs, all business
conference costs and all gasoline and parking lot
expenses, whenever practicable but in any event for
all items exceeding $5.00.

5. In compiling a statement, each expense item
which is justified by a receipt shall be designated i:y
an (r) following the dollar amount listed in the
appropriate column on the expense form.

6. Expense statements which include expenses for
out-of-District travel shall include the Travel Auth-

orization number and a brief explanation of the trip.



7. It is the responsibility of the department
manager to thoroughly and critically review each
expense itermn to determine appropriateness,
necessity, and reasonahleness and to forward the
expense statements which mee<t his expproval‘ to
the Controlier.

TRANSPORTATION

1, When possible, tickets for transportétion (air
and train) should be obtained from the Administration
Department Office (Ext. 6491), There may be cir-
cumstances when this is not convenient, in which
case the traveler can obtain the tickets directly.

2. Air transportation will be by tourist class.
lowever, there may be exceptions in unusual situ-
ations which must be specifically approved on 2 case-
by-case basis by the General Manzager.

3; The maximum.mileage reimbursement for out-
of-District travel ghall ordinarily ve the cost of
coach airfare. Any cost exceeding this amount must

be explained and justified in detail,



TRAVEL ADVANCE

1. If the traveler desires an advance of funds
relating to an approved trip, he or she must
complete District Form No. 22-13, have it approved
by the appropriate department head and submit it to
the Treasurer.

2. Accounting will deduct the advance from the
amount due. If the advance exceeds the expense, the
traveler will be billed, payable to the Cashier on the
Third Floor.

TRAVEL IN LOS ANGELES AREA

| Whenever possible, travel should be by public
transportation. If it is impractical to use public
transit, District automobiles should be used.

2. Employees will at all times use good judgment

in obtaining the most economical means of trans-
portation consistent with accomplishing their official
duties in the most efficient and timely manner possible.
3. In the event that no other means is available,
mileage and parking will be reimbursed by the District
when an employee uses his private auto on District

business., Reimbursement will be allowed on a



mileage basis at the rate of $. 15 per mile (actual
direct mileage of the trip to destination from home

or regular District assignment location, whichevex
is shortest).

4, Under no circurnstances will employees be
reimbursed for mileage or parking costs incursed

in driving their private automobiles to regular
District work asgsignment locations, except when
mileage is incurred as an immediate consequence of
uncormpensated overtime work,

5. When reporting the use of privately-owned
vehicles, Expense Reports must show the dates of
travel, explanation of trip, reason why private auto
was required, specific destinations and receipts for
claimed parking expenses (except when using meiers),
6. During normal business hours, neicher District
nor private automobiles should ordinarily be used in

the Civic Center/Downtown Los Angeles area.



BUSINESS LUNCHES AND DINNERS

1. On occasion, it is necessary for a District
employee to meet with outside parties for business
discussions at a luncheon or dinner, either for an
initial meeting.or as a con’cinua.tion of a business con-
ference. The expense of the meal may be claimed on
your expense statement provided the following
information is stated in your claim:
(a) Date
(b) Purpose of meeting
{(c) Restaurant
(d) Names, affiliations and titles of persons
present
(¢} Subjects discussed
(fy Amount paid
(8) A receipt or copy must be attached to your
claim and be so noted on your statement.

For example:



7/2/76 Business cornference/luncheon
{The Rib Room) J. Smith (title
and affiliation), J. Johrason
(title and affiliation) ne . Lus
service, bus maintenance

2. nly Department Heads and department staff

designated in writing by Departiment Heads are

authorized to incur expenses related to meetings

with others while officially representing the District.

3. District staff will not submit for reimbursement

expenses that were incurred relating to meetings with

other District officials, except whemn:
{2) for convenience, otherwise allowzble

meals for multiple employees dur-ing out-
of-District trips for example, are included
on one expense account, and
(b) when Directors participate.
These expenses must be reported in the same
manner as other business confercnces,
4., An important poizt to remember is the fact
that the District does not reimburse its emplovees for

entertainment expense, but only for those necessary

expenses that are direcily related to District business.



OVERTIME WORK

Employees who are required by their supervisors to

overtime and who shall not be compensated, may incur the

cost of dinner at the expense of the District for an arnount

not to exceed $5.00.

ACCOMMODATIONS FOR OVERNIGHT TRAVEL

1. On out-of-town trips the traveler will be re-
immbursed for the cost of a moderately priced single
occupancy hotel room and for the cost of ground trans-
portation. In addition, the traveler will be reimbursed
for meals and miscellaneous incidental expenses not

to exceed $15 per day, with additional allowances of

$5 daily in Sacramento and $10 daily for out-of-town

travel because of the higher costs found in these cities.

LONG DISTANCE COMMUNICATION

1, Long distance calls for business reasons will
be allowed provided a statement is furnished showing

the person or agency called, the points between



which service was rendered, the date and the

amount paid.

2. It is expected that the District will use the lezat
expensive method communication consistent with

efficient operations.

PROFESSIONAL MEETINGS AND SEMINARS

1. Expenditures or fees incurred while attending
seminars, technical meetings, or other meetings
directly related to the professional advancement or
education of the individval employee or to the
immediate interest of the District will be allowed
when authorized in advance by the Department Head.
2. Participation in the Ambassador Program will
be consistent with these guidelines and will be
ordinarily limited to one reimbursable activi

per month,

3. Mileage incurred in traveling to one-day
seminars or conferences shall be limited to the
difference between the employee's normal work

trip and actual mileage, The cost of meals



incurred during normal work hours at one-day sem-
inars or conferences are not reimbursable.

4. Dep-artment Heads are responsible to insure
that unnecessary multiple staff participation and
expenses not directly related to District interests

or professional obligations are avoided.

TRAVEL EXPENSES PAID BY OTHER THAN THE DISTRICT

1. There are occasions when a part or all of the
travel expenses of a District employee might be paid
by another organization,
(a) When this occurs, the District employee_
is expected to take all actions necessary to
collect the money, including completion of
travel expense forms required by the payor.
(b) When payment is received, the check should
be endorsed to SCRTD and forwarded to the

Treasurer,.

- 11 -



2. The above procedure is based on the assumption
that the District employee included the expenses of
the trip on his District expense statement., If this
is not the case, the District ermployee should keep

the travel money provided by the otiier organization.

Jack R. Gilstrap
Ceneral Manager



Aggregate Data

In order to present an "at a glance' view of the District's expense
account costs, expenses from the six month period from June

to November, 1975, were categorized into six types of expense.
These categories are:

1. Travel: includes air fare, taxi and bus
fares, miscellaneous costs associated
with out of town travel and parking;

2. Mileage: mileage reimbursement costs
for both non-contract and contract employees.

3. Lodging and meals; including hotel costs
and non-business conference meals.

4. Business lunches and dinners: business
conferences with non-District personnel.

5. Telephone calls: both local and long
distance.

6. Miscellaneous: includes conference and
seminar registration fees, incidental

purchases.

These categorized and totaled expenses are shown by department
and expense type.

ii
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