POLICY DIRECTIVE 12-245
TO:

ALL JUSTICES OF THE PEACE



ALL NON-JUDICIAL COURT EMPLOYEES

FROM:
ALAN G. DAVIS



CHIEF MAGISTRATE

DATE:
JULY 16, 2012
RE:
TRAVEL AND MILEAGE REIMBURSEMENT POLICY
________________________________________________________________________

Scope:

This Policy Directive provides guidelines under which Judges, administrative management and support staff will be reimbursed for authorized travel expenses incurred while conducting Justice of the Peace Court business.  In addition to the guidelines, specific procedures with regard to incurring and reporting travel expenses are provided.
Justice of the Peace Court Policy:


It is the Policy of the Justice of the Peace Court that Judges, administrative management and support staff will be reimbursed for authorized travel expenses incurred while conducting Justice of the Peace Court business.  This Policy Directive does not cover every possible situation, but establishes adequate parameters for employees and officials to make appropriate judgments about the expenditure of state funds.  It is the responsibility of Court management to control and approve travel-related expenditures.  This policy shall apply to all travel expenses that are reimbursable from the Justice of the Peace Court budget (including general, appropriated special and federal funding).  
Policy Directives/Legal Memoranda Affected:
This policy directive supersedes Policy Directive 95-155 and Policy Directive 95-155 Revised, which may be retained for historical purposes.
Effective Date:

This policy shall take effect immediately upon issuance and shall continue until further notice. 
Discussion:

IN-STATE TRAVEL
A.  State-Owned Vehicles
1. Use of a State-Owned Fleet Services vehicle is required when attending a court or state-related meeting, conference or training (including Career Enrichment Program (CEP) training held by Human Resource Management), where roundtrip mileage is expected to exceed 60 miles, unless the employee receives prior supervisory approval to use his or her personal vehicle.

2. An employee must have supervisory approval to make a reservation for a Fleet vehicle. Once approved, reservations can be made online, by fax or email.  

a. In order to obtain a state vehicle, the employee must have completed an Authorized Driver Designation Application as required by Fleet Services for use of any state vehicle.  This is typically done upon hiring as part of orientation, and pending an employee’s driving history, is approved by the Court Administrator.

b. Once authorized by Fleet Services, a PIN number is assigned to the employee, which is used to refuel with the fuel access card provided in each vehicle.

3. Upon receipt of the reservation confirmation from Fleet Services, the employee must send a copy to the Accounting unit at the Administrative office.  Any reservation made without prior approval will be brought to the supervisor’s attention.

4. Employees are encouraged to carpool when using Fleet vehicles when traveling to and from the same event or destination in order to reduce the cost of travel.

5. Employees located in New Castle County are encouraged to inquire as to the availability of any “pool” vehicles located at Court 11 prior to reserving a Fleet vehicle.

6. All users of Fleet vehicles should be aware of Fleet Services Operating Policies and Procedures (http://gss.omb.delaware.gov/fleet/policies.shtml) and also reference the Fleet Services Handbook (http://gss.omb.delaware.gov/fleet/documents/FSHandbook_110811rev.pdf) for additional information as needed.

7. In accordance with Title 29, Delaware Code, §6505, all fines for parking tickets or other traffic violations are the sole, personal responsibility of the driver.

8. All in-state purchases of gasoline (while using a Fleet vehicle) must be made using the Fleet Services fuel access card.

9. Reimbursement will not be allowed for the use of a commercial rental vehicle within the State.  A Fleet Services vehicle must be used if a car is needed.

B.  Use of Personal Vehicles – Mileage Reimbursement

1. The use of privately owned vehicles for travel is strongly discouraged when a mileage reimbursement will exceed the Fleet Daily rate.  With prior approval, a traveler may choose to use their personal vehicle rather than a state-owned vehicle; mileage will be reimbursed at the rate established by the State Legislature.  If prior approval is not received but a supervisor does approve the reimbursement upon return, the reimbursement will not exceed the Fleet Services daily rental rate.  To review the Fleet Daily Vehicle rates, please go to http://gss.omb.delaware.gov/fleet/rates.shtml.

2. When travel is required for court or state-related meetings, conferences or training (including Career Enrichment Program (CEP) training held by Human Resource Management), and roundtrip mileage is expected to be less than 60 miles, or, when an employee has received prior approval to use his or her personal vehicle for trips of more than 60 miles roundtrip, mileage will be reimbursed at the rate established by the State Legislature.

3. When two or more employees travel in a privately owned vehicle, only one mileage reimbursement shall be allowed.

4. Supervisory approval for use of a personal vehicle should take into consideration the availability of a State Fleet vehicle, the best use of the employee’s time, and the most economical route.

5. When leaving from and returning to the employee’s scheduled work location the same day, employees will be reimbursed for mileage between Justice of the Peace Courts based on the table included in Appendix A, Mileage Between Justice of the Peace Courts (please note the mileage reflected is for one way), or actual odometer mileage reading if the travel destinations are not listed or are not accurate relative to actual points of travel.

6. When an employee does not travel to and/or from the scheduled work location (and leaves from/returns to home), actual mileage reimbursed will equal actual miles driven less the employee’s normal commute.  Normal commute is defined as the distance from home to the scheduled work location and return.

7. The State will not provide insurance coverage to repair an employee’s vehicle for damages incurred when it was used for State business.  An employee’s personal automobile policy provides primary coverage for accidents in which an employee is involved in his or her personal vehicle.

8. The State shall not be held liable for any personal or property damage nor any costs/fees or surcharges which might be imposed on an employee’s personal automobile insurance policy, resulting from an accident or traffic violation which occurs while the employee is using his or her personal vehicle for official Court business.
C.  Lodging:

1. With prior written approval from the Chief Magistrate or Court Administrator, in-state lodging will be reimbursed at the single rate cost plus any applicable surcharges.  A receipt is required.

2. The State of Delaware is exempt from the tax on occupancy of hotel, motel and tourist home rooms within Delaware only.  When in-state overnight accommodations are necessary, the employee should contact the Accounting unit at the Administrative Office to get a copy of the Occupancy Tax Exemption Certificate to be presented to the hotel/motel/etc.  (Tax on occupancy of hotels in other states must be paid.)

D.  Meals:

1. No full-time employee of the state whose salary is paid by the State shall receive any additional stipend for the purchase of food during normal working hours within the state, except for expenditures for food supplied as part of employee recognition activities, or as part of a training function (retreat or workshop), held away from the home location. (29 Del. C. §5112(b)).  Reimbursement for meals will be processed only with prior approval.

2. Reimbursement for alcoholic beverage is strictly prohibited.

E.  Incidentals:
1. Parking costs incurred at the employee’s assigned work site are not reimbursable; however, parking costs incurred while at other work sites are reimbursable when receipted.

2. Tolls incurred for in-state travel are reimbursable; receipts are required for tolls that exceed $5.00 per day.  Tolls incurred during an employee’s normal commute are not reimbursable.

F.  Registration (as part of a conference held in-state, which requires associated travel expenses):

1. Once attendance is approved by the Chief Magistrate or Court Administrator, all conference and registration fees should be paid in advance whenever possible. 

2.  If the attendee has a State purchasing card (“SuperCard”), he or she is encouraged to charge these fees to the SuperCard, if possible.  Otherwise, the necessary paperwork should be forwarded to the Accounting unit with sufficient advanced notice to process payment.

3. Such fees are also reimbursable with a receipt.

G.  Reimbursement Requests:
1. All requests for in-state travel expense reimbursements shall be submitted on the State of Delaware Personal Expense Reimbursement form (available on Courtdox-http://judicial.state.de.us/courtdox/default.aspx?ag=justice+of+the+peace&csspath=..%2faoc%2faoc.css) approved by the employee’s immediate supervisor and Operations Manager, Court Administrator or Chief Magistrate as appropriate.

2. The State of Delaware requires that all employees who expect to receive a reimbursement submit a DE Employee Vendor form online before any payments can be made.  The information collected includes an employee’s social security number, bank account information for direct deposit of reimbursement, and name and address.  Reimbursements cannot be processed until an employee has successfully completed this process.      (https://dew9.accounting.delaware.gov/accounting/w-9.nsf/w9_Emp!OpenForm)

3. Appendix D, Personal Expense Reimbursement Form / Mileage, illustrates what information the employee shall provide:

a.  Top left:  Employee name and address

b.  Top middle:  Employee signature and date

c. Bottom:  Dates of travel/mileage, starting and ending locations, total miles (less normal commute), tolls/parking expenses (if applicable).

4. Upon completion of the reimbursement form, the employee shall have his or her supervisor and/or the Operations Manager sign the form as noted at the bottom, and then forward the request to the Accounting unit for processing.

5. Requests for mileage/parking/tolls reimbursements should be submitted monthly, or at least no later than two (2) months after the incurred expense.  Fiscal year-end deadlines may change these due dates.

6. All other travel expenses should be submitted within 10 days after the completion of travel, approved by the employee’s immediate supervisor and Operations Manager, Court Administrator, or Chief Magistrate as appropriate.  
7. The employee should contact the Controller at the Administrative Office with any questions regarding his or her reimbursement.
8. Failure to submit travel (including mileage) reimbursements in a timely manner, without prior authorization/notice, may result in the request not getting approved.
II.  OUT-OF-STATE TRAVEL
A.  Approval
1. All out-of-state training/travel requests (including estimated expenses) are to be submitted to the Chief Magistrate or Court Administrator for prior approval using the “Justice of the Peace Court Authorization for Travel Expenses” form (Appendix C).

2. Once travel is approved, employees should use the State purchasing card (“SuperCard”) for as many travel-related expenses as possible; if an employee does not have access to such a card, all expenses will need to be paid in advance by the employee and will be reimbursed upon the employee’s return.  For other arrangements, the employee must contact the Controller at the Administrative Office.

B.  Transportation – Common Carrier
1. The mode of travel must be justified on the basis of the most economical use of time of the personnel involved and the requirements of the trip.  

2. Employees should be advised to make travel reservations as far in advance as possible to obtain the lowest fares, including non-refundable tickets.  

3. Receipts are required.

4. Air Travel:
a. When commercial airlines are used as a mode of travel, accommodations shall be coach/economy class unless some other class accommodations are more economical.

b. All travel will be by the most economical and direct routes.  In the instance where a person travels by an indirect route for personal convenience, the extra expense shall be the responsibility of the individual.  Reimbursement for expenses shall be based on the cost of the most economical and direct route.

c. Always check conference materials to see if special airline discounts are offered.  When a special airline discount rate is offered and conferees are instructed to go directly to an airline or a specific travel agency to obtain the discount fare, all fare and file number information should be given to the individual making the reservations. The person making the reservation shall then attempt to obtain the conference rate, government rate or lower rate, for the traveler. If a lower fare is not available, the normal reservation procedure should be used.

5.  Rail Travel
a. When it has been determined that rail travel is the most appropriate mode of transportation, the most economical class accommodations shall be utilized.

b. All travel will be by the most economical and direct routes.  In the instance where an employee travels by an indirect route for personal convenience, the extra expense shall be the responsibility of the individual.  Reimbursement for expenses shall be based on the cost of the most economical and direct route.

If rail travel accommodations are requested, a cost comparison of air fare, rail fare, and state-owned vehicle usage is required to be submitted with “Justice of the Peace Court Authorization for Travel Expenses” form (Appendix C).

C.  Transportation – Passenger Vehicles
1.
State-Owned Vehicles:

a. State-owned Fleet Services vehicles should be utilized for out-of-state travel when such use is the most practical and economical mode of transportation, including the cost of tolls, fuel and parking.  If a state-owned vehicle must be reserved, all reservations should be made at least 24 hours in advance to obtain the least expensive Fleet Service daily rental rate.  Prior approval from the Chief Magistrate or Court Administrator is required.

i.  In order to obtain a state vehicle, the employee must have completed an Authorized Driver Designation Application as required by Fleet Services for use of any state vehicle.  This is typically done upon hiring as part of orientation, and pending an employee’s driving history, is approved by the Court Administrator.  

ii. Once authorized by Fleet Services, a PIN number is assigned to the employee, which is used to refuel with the fuel access card provided in each vehicle.

b. Prior to reserving a state vehicle for out-of-state use, an employee must have approval to make the reservation from the Chief Magistrate or Court Administrator. Once approved, reservations can be made online, by fax or email.

c. Upon receipt of the reservation confirmation from Fleet Services, the employee must send a copy to the Accounting unit as the Administrative Office.  Any reservation made without prior approval will be brought to the supervisor’s attention.

d. All users of Fleet vehicles should be aware of Fleet Services Operating Policies and Procedures (http://gss.omb.delaware.gov/fleet/policies.shtml) and also reference the Fleet Services Handbook (http://gss.omb.delaware.gov/fleet/documents/FSHandbook_110811rev.pdf) for additional information as needed.

e. In accordance with Title 29, Delaware Code, §6505, all fines for parking tickets or other traffic violations are the sole, personal responsibility of the driver.

f. When traveling out-of-state, the employee must report the trip mileage on the form faxed to the employee with the employee’s vehicle confirmation. This form should be faxed to Fleet Services (739-5450) immediately upon return. 

g. The employee can get information about out-of-state fueling sites for the current vendor either by calling Fleet Services or visiting the Government Support Services/Fleet Services website.  http://gss.omb.delaware.gov/fleet/index.shtml
i. When state-owned vehicles are used, the Fleet Services fuel access card is the first method of payment.  If the employee is in a location out-of-state where the Fleet Services fuel access card is not accepted, the expense is reimbursable and/or the SuperCard may be used.   

ii. In those locations where the fuel access card is accepted, Justice of the Peace Court will not reimburse an employee for gas purchased for Fleet vehicles (except for emergency situations which must be approved by the Chief Magistrate or Court Administrator).

h.  The State of Delaware provides accident protection for approved State personnel acting within the scope of their employment and for all Fleet Services vehicles.  In the event of an accident (in a Fleet vehicle), the driver’s agency/department is responsible for the $500 deductible.  If, at a later date, the Insurance Coverage office is successful in recovering the vehicle repair costs, the agency/department shall be reimbursed.

2.
Personal Vehicles
a. The use of privately owned vehicles for out-of-state travel shall require prior approval of the Chief Magistrate or Court Administrator.  

b. Reimbursement of personal vehicle mileage shall be at the rate established by the State Legislature for actual and necessary miles traveled.

c.  In considering approval, the Chief Magistrate or Court Administrator shall take into consideration the cost of alternative modes of travel and the cost of meals and lodging for the additional travel/transit days

d.  Reimbursement (meals, lodging, tolls, parking and mileage) shall not exceed the average price of roundtrip airfare, which will be determined by the Controller by taking an average of the cost of a ticket for 5-6 reasonable flight times, from one or two online travel service providers.

e.  When two or more employees travel in a personal vehicle, only one mileage reimbursement shall be allowed.

f.  The State will not provide insurance coverage to repair an employee’s vehicle for damages incurred when it was used for State business.  An employee’s personal automobile policy provides primary coverage for accidents in which he or she is involved in his or her personal vehicle.

g.  The State shall not be held liable for any personal or property damage nor any costs/fees or surcharges which might be imposed on an employee’s personal automobile insurance policy, resulting from an accident or traffic violation which occurs while the employee is using his or her personal car for official Court business.

3.
Rental Cars

a. The use of a rental car when traveling out-of-state must be justified as an economical need and not as a matter of personal convenience, and shall require prior approval of the Chief Magistrate or Court Administrator.  

b. All rentals should be at the most economical rate per day including government rates.  

c. When traveling in groups, employees should share a car, when practical, to minimize costs.  

d. An itemized receipt is required for reimbursement of expenses incurred.

e. Whenever possible, compact cars shall be rented or reserved.  However, if a larger size vehicle is more economical or more than two employees are traveling together a larger vehicle may be appropriate.

f. When a rental car is secured for use as transportation to and from the airport or train station at one’s travel destination, the cost (including parking and gas) will be reimbursed up to the amount of round-trip taxi fare between the airport/train station and the hotel.


g.  Insurance:

i.  Whenever possible, the SuperCard should be used to pay for rental cars.  Use of the SuperCard provides collision and theft coverage from the card provider.  To activate the coverage, the rental transaction must be completed with the SuperCard and any Collision Damage Waiver (CDW) coverage, which is offered by the car rental company, must be declined.  Reimbursements for additional or optional insurance coverage will not be approved.  

ii.   
Employees NOT utilizing the SuperCard may be covered by their personal automobile insurance policy or other personal credit cards

iii. Employees should check their automobile policy and credit card policy for business travel coverage and accept or decline additional coverage accordingly.

iv. Reimbursement for additional or optional insurance coverage will not be allowed without prior approval from the Chief Magistrate or the Court Administrator.

h.  To avoid a refueling surcharge, all rental cars shall be refueled before returning the vehicle to the rental company.  Any surcharges billed to the employee or State shall be explained in the reimbursement request and must be approved by the Chief Magistrate or Court Administrator.

D. Lodging
1.
Employees are expected to seek accommodations that are safe, comfortable, convenient, meet business and personal needs and offer good value.

2.
Lodging accommodations for reasonably priced single occupancy rooms are reimbursable when the employee is away from home overnight due to official travel.  The original hotel/motel bill shall be submitted with the reimbursement request.

3.  Accommodations shared with family members or others not on official Court business are reimbursable at the single occupancy rate only.  
4.  Accommodations shared with other state employees should be billed and reimbursed to one employee.  When required, reimbursements to more than one employee shall be based on a pro rata share as reported on each reimbursement request.

5.  State employees may elect to use their personal campers or recreation vehicles rather than staying in a hotel/motel.  When prior approval is received from the Chief Magistrate or Court Administrator, the employee will be reimbursed actual cost not to exceed cost of a single occupancy hotel.  A receipt is required.

6. When hotel rooms are blocked for a conference or seminar, and a special discounted conference hotel rate is provided, the employee should attempt to obtain the conference rate.

a.  If there are no more blocked rooms, the employee should inquire about government rates or any other special offers that may be available.  

b. If an employee cannot secure a rate close to the conference fee rate, and if the least expensive room he or she can find is more than $50/night higher than the conference rate, he or she shall contact the Controller before making the reservation, to ensure funding is available.

E.  Meals
1.  Every employee required to travel out-of-state overnight will receive a per diem meal allowance for every full day of travel (see Appendix B, Meals Reimbursement Allowance).  

a.  It is up to the employee to determine how that allowance is expended.  

b. Receipts are not required.  

c. If part of the registration fee covers any meals, the amount allowed for those meals must be deducted from the per diem.

2.  If the circumstances are such that the standard or premium meal allowance rate is not adequate, actual costs will be reimbursed only when all meals are receipted, and upon approval by the Chief Magistrate or the Court Administrator.  

3.
In any event, total per diem shall not exceed the premium meal allowance.

4. Meal Allowance for Day Trips:

a. The meal allowance for day trips out-of-state not requiring overnight lodging or for in-state assignments requiring overnight lodging shall be approved on a case-by-case basis by the Chief Magistrate or Court Administrator.  

b. Such allowances shall not exceed standard or premium per diem rates as listed on the Meals Reimbursement Allowance table (Appendix B).

5.  Per Diem:   The per diem allowance applies only to out-of-state travel lasting two days or more requiring overnight lodging.
6.  Per Meal:

a. The “per meal” allowances shall apply to the departure and return (partial) days according to the following guidelines:  (Departure means leaving from home or normal work location; and, return means arriving at home or normal work location)

i. If the time of departure is after 7 am, the employee is entitled to lunch and dinner.

ii. If the time of departure is after 2 pm, the employee is entitled to dinner.

iii. If the time of return is prior to 10 am, the employee is entitled to breakfast.

iv. If the time of return is prior to 6 pm, the employee is entitled to breakfast and lunch.

b
If the departure time is prior to 7 am, or the return time is after 6 pm, the full “per diem” allowance will apply.

F.  Travel-related Costs:

1.  Tolls: receipts for tolls paid out-of-state are required.

2.  Taxi / Shuttle / Public Transit:  A receipt is required.

3.  Hotel / Airport Parking:  A receipt is required.

4. Laundry:  When time spent out-of-state exceeds seven (7) nights, costs are reimbursable; receipt is required.

5. Gratuity: Reasonable and customary gratuities for baggage handling, taxi, shuttle, room cleaning, etc. are reimbursable without a receipt, up to $5/day.  Gratuities for meals are included in the Meals Reimbursement Allowance table (Appendix B).

6.  Telephone: 

a.  Court-related fax, telephone calls and mailings are reimbursable as incurred and require a receipt from the telephone service provider if not itemized on hotel/motel billing.

b. Personal telephone calls while on overnight travel are reimbursable with a receipt from the telephone service provider or included on the hotel/motel billing invoice at the rate of up to $5 for each calendar day.

7.
Internet: Internet access fees are reimbursable if used for court business, with prior approval from the Chief Magistrate or Court Administrator, and require a receipt from the provider if not itemized on hotel/motel billing.

9. Reimbursement for alcoholic beverage is strictly prohibited.

G.  Registration:

1.  Once attendance is approved by the Chief Magistrate or Court Administrator, all conference and registration fees should be paid in advance whenever possible.  

2.  If the employee has a SuperCard, he or she is encouraged to charge these fees, if possible.  Otherwise, the necessary paperwork should be forwarded to the Accounting unit with sufficient advanced notice to process payment.

3.  Such fees are reimbursable with a receipt.

H.  Travel Advances:

1.  Travel advances are not allowed.

I.  SuperCard:
1.  Court employees who have a SuperCard should use the card for as many travel expenses as possible, within the limitations of the use of the card.  

2.  Cardholders should check with the Controller if there is any question of the use of the card.  

3.  If the SuperCard is used for something that is not ultimately approved for reimbursement, it is the cardholder’s responsibility to reimburse the Court for the applicable amount.

4.  All receipts from the use of the SuperCard should be sent to the Accounting unit at the Administrative Office within 10 days after the completion of travel.  These receipts can accompany a request for travel expense reimbursement, should that apply.

5.   Cash advances using the Super Card are not permitted.

J.  Travel Expense Reimbursement
1. All requests for out-of-state travel expense reimbursements shall be submitted on the State of Delaware Personal Expense Reimbursement form (form is available on Courtdox-http://judicial.state.de.us/courtdox/default.aspx?ag=justice+of+the+peace&csspath=..%2faoc%2faoc.css) within 10 days after the completion of travel, approved by the employee’s immediate supervisor and Operations Manager, Court Administrator or Chief Magistrate as appropriate.

2. The State of Delaware requires that all employees who expect to receive a reimbursement submit a DE Employee Vendor form online before any payments can be made.  The information collected includes an employee’s social security number, bank account information for direct deposit of reimbursement, and name and address.  Reimbursements cannot be processed until an employee has successfully completed this process.      (https://dew9.accounting.delaware.gov/accounting/w-9.nsf/w9_Emp!OpenForm)

3.  Appendix E, Personal Expense Reimbursement Form / Travel Expenses, illustrates what information the employee shall provide:
a.  Top left:  Employee name and address

b.  Top middle:  Employee signature and date

c.  Bottom:  Dates of travel, starting and ending locations

Purpose of Travel (Conference name, i.e.)

Breakdown of transportation/meals/hotel/misc. expenses – by date

4.  Upon completion of the reimbursement form with the appropriate signatures, the employee shall forward the request – with appropriate receipts - to the Accounting unit at the Administrative Office for processing.  Incomplete forms will result in a delay in processing.

5. The employee should contact the Controller with any questions regarding his or her reimbursement.

Conclusion:


This policy provides guidelines for the reimbursement of authorized travel expenses for judges and employees of the Justice of the Peace Court when traveling on court-related business.
cc:
Honorable Myron T. Steele

Honorable Leo E. Strine, Jr.


Honorable James T. Vaughn, Jr.


Honorable Alex J. Smalls


Honorable Chandlee Johnson Kuhn

Patricia Griffin, State Court Administrator


All Justice of the Peace Courts

Marianne Kennedy, Justice of the Peace Court Administrator

Jody Huber, Justice of the Peace Court Staff Attorney


H. John Betts, Operations Manager


Stephanie Montgomery, Operations Manager


Law Libraries:  New Castle, Kent and Sussex

Widener School of Law Library

APPENDIX A

MILEAGE BETWEEN JUSTICE OF THE PEACE COURTS (ONE WAY)

FEBRUARY, 2012

	
	Chief Magistrate’s Office - Georgetown
	Admin Office – New Castle
	Court 1 - Frankford
	Court 2 – Rehoboth Beach
	Court 3 & 17 - Georgetown
	Court 4 - Seaford
	Court 6 - Harrington
	Court 7 & 16 - Dover
	Court 8 - Smyrna
	Court 9 - Middletown
	Court 10 - Greenbank
	Court 11 – New Castle
	Court 13 - Wilmington
	Court 14 - Georgetown
	Court 20 - Wilmington

	Chief Magistrate’s Office
	0
	79
	15
	15
	2
	16
	21
	37
	48
	63
	82
	79
	86
	0
	82

	Admin Office – New Castle
	79
	0
	94
	83
	81
	81
	63
	44
	32
	23
	5
	0
	8
	79
	7

	Court 1 – Frankford
	15
	94
	0
	21
	13
	25
	36
	52
	63
	78
	97
	94
	101
	15
	97

	Court 2 – Rehoboth Beach
	15
	83
	21
	0
	17
	31
	28
	41
	52
	67
	87
	83
	90
	15
	86

	Court 3 & 17 – Georgetown
	2
	81
	13
	17
	0
	17
	23
	39
	50
	65
	84
	81
	87
	2
	83

	Court 4 – Seaford
	16
	81
	25
	31
	17
	0
	8
	36
	50
	65 
	84
	81
	88
	16
	84

	Court 6 – Harrington
	21
	63
	36
	28
	23
	8
	0
	20
	33
	48
	68
	63
	72
	21
	68

	Court 7 & 16 – Dover
	37
	44
	52
	41
	39
	36
	20
	0
	12
	29
	48
	44
	52
	37
	48

	Court 8 – Smyrna
	48
	32
	63
	52
	50
	50
	33
	12
	0
	13
	35
	32
	39
	48
	35

	Court 9 – Middletown
	63
	23
	78
	67
	65
	65
	48
	29
	13
	0
	25
	23
	29
	63
	26

	Court 10 – Greenbank
	82
	5
	97
	87
	84
	84
	68
	48
	35
	25
	0
	5
	9
	82
	8

	Court 11 – New Castle
	79
	0
	94
	83
	81
	81
	63
	44
	32
	23
	5
	0
	8
	79
	7

	Court 13 – Wilmington
	86
	8
	101
	90
	87
	88
	72
	52
	39
	29
	9
	8
	0
	86
	2

	Court 14 - Georgetown
	0
	79
	15
	15
	2
	16
	21
	37
	48
	63
	82
	79
	86
	0
	82

	Court 20
	82
	7
	97
	86
	83
	84
	68
	48
	35
	26
	8
	7
	2
	82
	0


APPENDIX B
MEALS REIMBURSEMENT ALLOWANCE
(February 2012)
The standard meal allowance will be $45 per day (including gratuities):



Breakfast
$ 8.00



Lunch

$12.00



Dinner

$25.00

Due to extraordinary high costs, some areas are covered by a premium allowance.

The premium meal allowance will be $60 per day (including gratuities):




Breakfast
$10.00




Lunch

$15.00




Dinner

$35.00

Employees who travel to the following destinations will receive the premium allowance:



New York City, NY


Chicago, IL



Washington, DC


Cook County, IL



Rehoboth, DE



Fairfax County, VA

Lewes, DE



Atlanta, GA





Orlando, FL



New Orleans, LA




Boston, MA



Los Angeles, CA




San Francisco, CA


Reno, NV


Alaska




Hawaii

If the circumstances are such that the standard or premium per diem rate is not adequate, actual costs will be reimbursed only when all meals are receipted, and upon approval by the Chief Magistrate or the Court Administrator.  

APPENDIX C

JUSTICE OF THE PEACE COURT

AUTHORIZATION FOR TRAVEL EXPENSES

	Travel Information

	Name


	ESTIMATED COST (Please refer to Court Travel Policy for Expenditure Guidelines):

	Proposed Date(s) of Travel


	A. Mileage

(prior written approval)
	$
	

	Purpose


	B. Common Carrier
	$
	

	Destination


	C. Meals
	$
	

	Mode of Travel


	D. Lodging
	$
	

	Lodging


	E. Tolls, Tips, Parking, etc.
	$
	

	Signature of Employee


	DATE
	F. Registration Fee
	$
	

	Signature of Supervisor


	DATE
	G. Other
	$
	

	Signature of Operations Manager
	DATE


	TOTAL
	$
	

	
	
	
	
	

	
	

	Signature of Chief Magistrate or Court Administrator
	DATE

	
	

	FOR ACCOUNTING UNIT USE ONLY



	FUNDING AVAILABLE?             YES                  NO

DATE OF REIMBURSEMENT:
	      TOTAL ACTUAL COST: $

	FUNDING SOURCE:
	
	GENERAL FUND

	
	
	

	
	
	APPROPRIATED SPECIAL FUND

	
	
	

	
	
	GRANT - IF SO, SPECIFY:

	
	
	

	
	
	

	
	
	OTHER

	
	
	

	
	
	

	SIGNATURE OF CONTROLLER 
	DATE


APPENDIX D - PERSONAL EXPENSE REIMBURSEMENT FORM / MILEAGE
[image: image1.emf]ACTTYP

TRANS. 

CODE

E 1

unemcumbered balance of the fund and appropriation against which it is chargeable, that it

conforms with purchase order as reported to me, and that no violation of state law is involved

hereby.

LINE

NO.CODEDEPT

$89.20 $0.00 $0.00 X   X   X   X   X   X   X   X   X   X   X   X   X   X   X $7.00 $0.00 $0.00 $0.00



$96.20

FOR USE BY ACCOUNTING UNIT

TO BE FILLED IN BY ACCOUNTING UNIT



GRAND 223 MILES @ .40 223

TOTAL

$0.00



Operations Mgr, Court 

Administrator, Chief Magistrate 

signs here



Employee's Supervisor signs here



 (had to go to work first)



Less normal commute (one way) -12



3/30/2006



Tolls 4.00



Wilmington - Georgetown 170



Tolls 3.00

Less normal commute: -25



3/23/2006 Newark - Dover (& return) 90



MISCELLANEOUS

MILES PLANE BUS MOTEL DESCRIPTION AMOUNT



DATE FROM                     TO                    (AND RETURN)

NO.  R. R. TAXI

BREAKFAST

LUNCH DINNER

HOTEL



P/I

NUMBER LINE



PAYMENT 

DUE DATE

DESCRIPTION AMOUNT I/D

JOB 

PROJECT

REPT. 

CAT.

BS. 

ACCT.

VENDOR INVOICE

SECRETARY OF FINANCE

REFERENCE P.O.

FYFUNDDEPT. ORGN. APPR. OBJ.

SUB. 

OBJ.

PROG.



EMPLOYEE SIGN and DATE HERE



SIGNATURE OF EMPLOYEE OR OFFICER/DATE



necessary expenditure in the conduct of state business and that the 



representations contained in this form are true and correct

Newark, DE 19711

EMPLOYEE CERTIFICATION DATE



I do solemnly swear that the below mentioned expenses were incurred as a  I hereby certify that I have examined this claim and find that it is not in excess of the

E

M

P

L

O

Y

E

E



required a vendor's bill had  the  transaction  been  directly between  the   AUTHORIZED AGENCY SIGNATURE

Jane Smith agency and the vendor, reason for trip,  document entertainment other than  Signed

246 Main St

self, list destination, daily tabulation of mileage. AUTHORIZED AGENCY SIGNATURE

DATE OF CLAIM



 EMPLOYEES OR OFFICERS ONLY.  Receipts are required for common  the fund and appropriation indicated hereon.

carrier fares, lodging accommodations and for all items which would have 

Signed

FOR USE BY ACCOUNTING UNIT

$96.20



INSTRUCTIONS

I hereby certify that the commodities or services specified hereon have been received in proper

Reimbursement is limited to actual expenses incurred by STATE   condition in accordance with requirements and purchase order and are properly chargeable to 



PV TOTAL



PV

DEPT

02

PAYMENT 

VOUCHER 

NO.

LEAVE BLANK

03/10/12



OFF. 

LIAB.

 FA 

IND 

COMMENTS VENDOR INVOICE NO.

STATE OF DELAWARE -

 PERSONAL EXPENSE REIMBURSEMENT

PV DATE ACCT PR

SCH. PAY 

DATE


APPENDIX E - PERSONAL EXPENSE REIMBURSEMENT FORM / TRAVEL EXPENSES (out-of-state)

[image: image2.emf]ACTTYP

TRANS. 

CODE

E 1

unemcumbered balance of the fund and appropriation against which it is chargeable, that it

conforms with purchase order as reported to me, and that no violation of state law is involved

hereby.

LINE

NO.CODEDEPT

$0.00



OFF. 

LIAB.

 FA 

IND 

COMMENTS VENDOR INVOICE NO.

STATE OF DELAWARE -

 PERSONAL EXPENSE REIMBURSEMENT

PV DATE ACCT PR

SCH. PAY 

DATE



PV TOTAL



PV

DEPT

02

PAYMENT 

VOUCHER 

NO.

LEAVE BLANK

03/10/12



$435.72



INSTRUCTIONS

I hereby certify that the commodities or services specified hereon have been received in proper

Reimbursement is limited to actual expenses incurred by STATE   condition in accordance with requirements and purchase order and are properly chargeable to 



DATE OF CLAIM



 EMPLOYEES OR OFFICERS ONLY.  Receipts are required for common  the fund and appropriation indicated hereon.

carrier fares, lodging accommodations and for all items which would have 

Signed

FOR USE BY ACCOUNTING UNIT

E

M

P

L

O

Y

E

E



required a vendor's bill had  the  transaction  been  directly between  the   AUTHORIZED AGENCY SIGNATURE

Jane Smith agency and the vendor, reason for trip,  document entertainment other than  Signed

246 Main St

self, list destination, daily tabulation of mileage. AUTHORIZED AGENCY SIGNATURE

Newark, DE 19711

EMPLOYEE CERTIFICATION DATE



I do solemnly swear that the below mentioned expenses were incurred as a 

I hereby certify that I have examined this claim and find that it is not in excess of the



EMPLOYEE SIGN and DATE HERE



SIGNATURE OF EMPLOYEE OR OFFICER/DATE



necessary expenditure in the conduct of state business and that the 



representations contained in this form are true and correct

SECRETARY OF FINANCE

REFERENCE P.O.

FYFUNDDEPT. ORGN. APPR. OBJ.

SUB. 

OBJ.

PROG.



PAYMENT 

DUE DATE

DESCRIPTION AMOUNT I/D

JOB 

PROJECT

REPT. 

CAT.

BS. 

ACCT.

VENDOR INVOICE



P/I

NUMBER LINE



R. R.



MISCELLANEOUS

MILES PLANE BUS MOTEL DESCRIPTION AMOUNT

TAXI

BREAKFAST

LUNCH

3/15/2006 Newark to Minneapolis, MN



HOTEL

DINNER DATE FROM                     TO                    (AND RETURN)

NO. 



25.00 12.00

35.00



3/16/2005

134.86 Meals / Hotel



Shuttle to airport



JP Court Conference



8.00 25.00



134.86  (lunch included in registration



Tips - baggage 3.00



Shuttle from airport, tips 3.00



Minneapolis, MN to Newark



35.00 8.00



12.00 3/17/2006



Employee's Supervisor signs here



Operations Mgr, Court 

Administrator, Chief Magistrate 

signs here



$70.00



$24.00 GRAND 0 MILES @ .40 0

TOTAL



$435.72

$16.00



FOR USE BY ACCOUNTING UNIT

TO BE FILLED IN BY ACCOUNTING UNIT

$50.00$269.72X   X   X   X   X   X   X   X   X   X   X   X   X   X   X $6.00 $0.00
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[image: image3.emf]ACTTYP

TRANS. 

CODE

E 1

unemcumbered balance of the fund and appropriation against which it is chargeable, that it

conforms with purchase order as reported to me, and that no violation of state law is involved

hereby.

LINE

NO.CODEDEPT

$89.20 $0.00 $0.00 X   X   X   X   X   X   X   X   X   X   X   X   X   X   X $7.00 $0.00 $0.00 $0.00



$96.20

FOR USE BY ACCOUNTING UNIT

TO BE FILLED IN BY ACCOUNTING UNIT



GRAND 223 MILES @ .40 223

TOTAL

$0.00



Operations Mgr, Court 

Administrator, Chief Magistrate 

signs here



Employee's Supervisor signs here



 (had to go to work first)



Less normal commute (one way) -12



3/30/2006



Tolls 4.00



Wilmington - Georgetown 170



Tolls 3.00

Less normal commute: -25



3/23/2006 Newark - Dover (& return) 90



MISCELLANEOUS

MILES PLANE BUS MOTEL DESCRIPTION AMOUNT



DATE FROM                     TO                    (AND RETURN)

NO.  R. R. TAXI

BREAKFAST

LUNCH DINNER

HOTEL



P/I

NUMBER LINE



PAYMENT 

DUE DATE

DESCRIPTION AMOUNT I/D

JOB 

PROJECT

REPT. 

CAT.

BS. 

ACCT.

VENDOR INVOICE

SECRETARY OF FINANCE

REFERENCE P.O.

FYFUNDDEPT. ORGN. APPR. OBJ.

SUB. 

OBJ.

PROG.



EMPLOYEE SIGN and DATE HERE



SIGNATURE OF EMPLOYEE OR OFFICER/DATE



necessary expenditure in the conduct of state business and that the 



representations contained in this form are true and correct

Newark, DE 19711

EMPLOYEE CERTIFICATION DATE



I do solemnly swear that the below mentioned expenses were incurred as a  I hereby certify that I have examined this claim and find that it is not in excess of the

E

M

P

L

O

Y

E

E



required a vendor's bill had  the  transaction  been  directly between  the   AUTHORIZED AGENCY SIGNATURE

Jane Smith agency and the vendor, reason for trip,  document entertainment other than  Signed

246 Main St

self, list destination, daily tabulation of mileage. AUTHORIZED AGENCY SIGNATURE

DATE OF CLAIM



 EMPLOYEES OR OFFICERS ONLY.  Receipts are required for common  the fund and appropriation indicated hereon.

carrier fares, lodging accommodations and for all items which would have 

Signed

FOR USE BY ACCOUNTING UNIT

$96.20



INSTRUCTIONS

I hereby certify that the commodities or services specified hereon have been received in proper

Reimbursement is limited to actual expenses incurred by STATE   condition in accordance with requirements and purchase order and are properly chargeable to 



PV TOTAL



PV

DEPT

02

PAYMENT 

VOUCHER 

NO.

LEAVE BLANK

03/10/12



OFF. 

LIAB.

 FA 

IND 

COMMENTS VENDOR INVOICE NO.

STATE OF DELAWARE -

 PERSONAL EXPENSE REIMBURSEMENT

PV DATE ACCT PR

SCH. PAY 

DATE

[image: image4.emf]ACTTYP

TRANS. 

CODE

E 1

unemcumbered balance of the fund and appropriation against which it is chargeable, that it

conforms with purchase order as reported to me, and that no violation of state law is involved

hereby.

LINE

NO.CODEDEPT

$0.00



OFF. 

LIAB.

 FA 

IND 

COMMENTS VENDOR INVOICE NO.

STATE OF DELAWARE -

 PERSONAL EXPENSE REIMBURSEMENT

PV DATE ACCT PR

SCH. PAY 

DATE



PV TOTAL



PV

DEPT

02

PAYMENT 

VOUCHER 

NO.

LEAVE BLANK

03/10/12



$435.72



INSTRUCTIONS

I hereby certify that the commodities or services specified hereon have been received in proper

Reimbursement is limited to actual expenses incurred by STATE   condition in accordance with requirements and purchase order and are properly chargeable to 



DATE OF CLAIM



 EMPLOYEES OR OFFICERS ONLY.  Receipts are required for common  the fund and appropriation indicated hereon.

carrier fares, lodging accommodations and for all items which would have 

Signed

FOR USE BY ACCOUNTING UNIT

E

M

P

L

O

Y

E

E



required a vendor's bill had  the  transaction  been  directly between  the   AUTHORIZED AGENCY SIGNATURE

Jane Smith agency and the vendor, reason for trip,  document entertainment other than  Signed

246 Main St

self, list destination, daily tabulation of mileage. AUTHORIZED AGENCY SIGNATURE

Newark, DE 19711

EMPLOYEE CERTIFICATION DATE



I do solemnly swear that the below mentioned expenses were incurred as a 

I hereby certify that I have examined this claim and find that it is not in excess of the



EMPLOYEE SIGN and DATE HERE



SIGNATURE OF EMPLOYEE OR OFFICER/DATE



necessary expenditure in the conduct of state business and that the 



representations contained in this form are true and correct

SECRETARY OF FINANCE

REFERENCE P.O.

FYFUNDDEPT. ORGN. APPR. OBJ.

SUB. 

OBJ.

PROG.



PAYMENT 

DUE DATE

DESCRIPTION AMOUNT I/D

JOB 

PROJECT

REPT. 

CAT.

BS. 

ACCT.

VENDOR INVOICE



P/I

NUMBER LINE



R. R.



MISCELLANEOUS

MILES PLANE BUS MOTEL DESCRIPTION AMOUNT

TAXI

BREAKFAST

LUNCH

3/15/2006 Newark to Minneapolis, MN



HOTEL

DINNER DATE FROM                     TO                    (AND RETURN)

NO. 



25.00 12.00

35.00



3/16/2005

134.86 Meals / Hotel



Shuttle to airport



JP Court Conference



8.00 25.00



134.86  (lunch included in registration



Tips - baggage 3.00



Shuttle from airport, tips 3.00



Minneapolis, MN to Newark



35.00 8.00



12.00 3/17/2006



Employee's Supervisor signs here



Operations Mgr, Court 

Administrator, Chief Magistrate 

signs here



$70.00



$24.00 GRAND 0 MILES @ .40 0

TOTAL



$435.72

$16.00



FOR USE BY ACCOUNTING UNIT

TO BE FILLED IN BY ACCOUNTING UNIT

$50.00$269.72X   X   X   X   X   X   X   X   X   X   X   X   X   X   X $6.00 $0.00

_1392885260.xls
Sheet1

		APPENDIX D - PERSONAL EXPENSE REIMBURSEMENT FORM / MILEAGE

		STATE OF DELAWARE - PERSONAL EXPENSE REIMBURSEMENT																																						PV DATE						ACCT PR				ACT		TYP		SCH. PAY DATE				OFF. LIAB.				FA IND				COMMENTS						VENDOR INVOICE NO.				PV TOTAL

										TRANS. CODE		PV				DEPT				02				PAYMENT VOUCHER NO.						LEAVE BLANK										03/10/12										E		1																								$96.20

																																		INSTRUCTIONS																																I hereby certify that the commodities or services specified hereon have been received in proper

																																		Reimbursement is limited to actual expenses incurred by STATE																																condition in accordance with requirements and purchase order and are properly chargeable to

		DATE OF CLAIM																																EMPLOYEES OR OFFICERS ONLY.  Receipts are required for common																																the fund and appropriation indicated hereon.

																																		carrier fares, lodging accommodations and for all items which would have																																Signed						FOR USE BY ACCOUNTING UNIT

		EMPLOYEE																																required a vendor's bill had  the  transaction  been  directly between  the																																		AUTHORIZED AGENCY SIGNATURE

				Jane Smith																														agency and the vendor, reason for trip,  document entertainment other than																																Signed						FOR USE BY ACCOUNTING UNIT

				246 Main St																														self, list destination, daily tabulation of mileage.																																		AUTHORIZED AGENCY SIGNATURE

				Newark, DE 19711																														EMPLOYEE CERTIFICATION																																DATE

																																		I do solemnly swear that the below mentioned expenses were incurred as a																																I hereby certify that I have examined this claim and find that it is not in excess of the

																																		necessary expenditure in the conduct of state business and that the																																unemcumbered balance of the fund and appropriation against which it is chargeable, that it

																																		representations contained in this form are true and correct																																conforms with purchase order as reported to me, and that no violation of state law is involved

																																																																		hereby.

																																		EMPLOYEE SIGN and DATE HERE

																																		SIGNATURE OF EMPLOYEE OR OFFICER/DATE																																SECRETARY OF FINANCE

		LINE		REFERENCE P.O.														FY				FUND				DEPT.		ORGN.				APPR.				OBJ.				SUB. OBJ.		PROG.						JOB PROJECT						REPT. CAT.		BS. ACCT.				VENDOR INVOICE										PAYMENT DUE DATE				DESCRIPTION		AMOUNT				I/D		P/I

		NO.		CODE		DEPT		NUMBER						LINE

		TO BE FILLED IN BY ACCOUNTING UNIT

		DATE								FROM                     TO                    (AND RETURN)																								NO. AUTO				R. R.						TAXI						BREAKFAST				LUNCH				DINNER						HOTEL				MISCELLANEOUS

																																		MILES				PLANE						BUS																				MOTEL				DESCRIPTION										AMOUNT

		3/23/06								Newark - Dover (& return)																								90																																		Tolls										3.00

										Less normal commute:																								-25

		3/30/06								Wilmington - Georgetown																								170																																		Tolls										4.00

										Less normal commute (one way)																								-12

										(had to go to work first)																																																										Employee's Supervisor signs here

																																																																				Operations Mgr, Court Administrator, Chief Magistrate signs here

		GRAND								223								MILES @ .40												$89.20				223				$0.00						$0.00						$0.00				$0.00				$0.00						$0.00				X   X   X   X   X   X   X   X   X   X   X   X   X   X   X										$7.00

		TOTAL

		$96.20





Sheet2

		





Sheet3

		






_1392885060.xls
Sheet1

		APPENDIX E - PERSONAL EXPENSE REIMBURSEMENT FORM / TRAVEL EXPENSES (out-of-state)

		STATE OF DELAWARE - PERSONAL EXPENSE REIMBURSEMENT																																						PV DATE						ACCT PR				ACT		TYP		SCH. PAY DATE				OFF. LIAB.				FA IND				COMMENTS						VENDOR INVOICE NO.				PV TOTAL

										TRANS. CODE		PV				DEPT				02				PAYMENT VOUCHER NO.						LEAVE BLANK										03/10/12										E		1																								$435.72

																																		INSTRUCTIONS																																I hereby certify that the commodities or services specified hereon have been received in proper

																																		Reimbursement is limited to actual expenses incurred by STATE																																condition in accordance with requirements and purchase order and are properly chargeable to

		DATE OF CLAIM																																EMPLOYEES OR OFFICERS ONLY.  Receipts are required for common																																the fund and appropriation indicated hereon.

																																		carrier fares, lodging accommodations and for all items which would have																																Signed						FOR USE BY ACCOUNTING UNIT

		EMPLOYEE																																required a vendor's bill had  the  transaction  been  directly between  the																																		AUTHORIZED AGENCY SIGNATURE

				Jane Smith																														agency and the vendor, reason for trip,  document entertainment other than																																Signed						FOR USE BY ACCOUNTING UNIT

				246 Main St																														self, list destination, daily tabulation of mileage.																																		AUTHORIZED AGENCY SIGNATURE

				Newark, DE 19711																														EMPLOYEE CERTIFICATION																																DATE

																																		I do solemnly swear that the below mentioned expenses were incurred as a																																I hereby certify that I have examined this claim and find that it is not in excess of the

																																		necessary expenditure in the conduct of state business and that the																																unemcumbered balance of the fund and appropriation against which it is chargeable, that it

																																		representations contained in this form are true and correct																																conforms with purchase order as reported to me, and that no violation of state law is involved

																																																																		hereby.

																																		EMPLOYEE SIGN and DATE HERE

																																		SIGNATURE OF EMPLOYEE OR OFFICER/DATE																																SECRETARY OF FINANCE

		LINE		REFERENCE P.O.														FY				FUND				DEPT.		ORGN.				APPR.				OBJ.				SUB. OBJ.		PROG.						JOB PROJECT						REPT. CAT.		BS. ACCT.				VENDOR INVOICE										PAYMENT DUE DATE				DESCRIPTION		AMOUNT				I/D		P/I

		NO.		CODE		DEPT		NUMBER						LINE

		TO BE FILLED IN BY ACCOUNTING UNIT

		DATE								FROM                     TO                    (AND RETURN)																								NO. AUTO				R. R.						TAXI						BREAKFAST				LUNCH				DINNER						HOTEL				MISCELLANEOUS

																																		MILES				PLANE						BUS																				MOTEL				DESCRIPTION										AMOUNT

		3/15/06								Newark to Minneapolis, MN																																		35.00																								Shuttle to airport

										JP Court Conference																																												12.00				25.00						134.86				Meals / Hotel

																																																																				Tips - baggage										3.00

		3/16/05																																																8.00								25.00						134.86				(lunch included in registration

		3/17/06								Minneapolis, MN to Newark																																		35.00						8.00				12.00														Shuttle from airport, tips										3.00

																																																																				Employee's Supervisor signs here

																																																																				Operations Mgr, Court Administrator, Chief Magistrate signs here

		GRAND								0								MILES @ .40												$0.00				0				$0.00						$70.00						$16.00				$24.00				$50.00						$269.72				X   X   X   X   X   X   X   X   X   X   X   X   X   X   X										$6.00

		TOTAL

		$435.72
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