
RESOLUTION NO. 925-15 

A RESOLUTION ESTABLISHING CRITERIA FOR REIMBURSEMENT OF CERTAIN 

TRAVEL EXPENSES 

WHEREAS, employees and elected officials travel on legitimate town business from 

time to time; and 

WHEREAS, during town business travel employees and elected officials incur expenses 

for which reimbursement is proper and necessary; and 

WHEREAS, it is necessary to assure adequate procedures are in place to allow auditing 

of all travel expenses incurred by employees and elected officials; and 

WHEREAS, the Board of Trustees desires to establish parameters for reimbursement of 

these expenses for all who travel on town business and who seek reimbursement for expenses. 

1. Requests for reimbursement of expenses incurred while performing town business must 

be turned in to the town treasurer as soon as practicable but no later than two weeks after 

the return of the person from town travel. 

2. Any employee who regularly uses a town vehicle must use a town vehicle for town travel 

unless expressly authorized to use a personal vehicle due to the distance, length of the 

travel or the condition of the town’s vehicles. 

3. All travel for town business should be timed to minimize meal expenses for the town to 

the extent possible under the circumstances. 

4. Meal reimbursements, within the maximum limits previously established and amended 

from time to time by the Board of Trustees, are allowed for out of town travel under the 

following circumstances. 

a. Breakfast.  Allowed where one must leave Fowler earlier than 7:15 a.m. to arrive 

on time for an event outside of Fowler, or where an overnight stay outside of 

Fowler is required due to the town’s business. 

b. Lunch.  Allowed where one must travel during the lunch hour, ordinarily 12 noon 

to 1 p.m., in order to arrive on time at the destination where the town’s business is 

to be conducted, or where it is necessary to do town business during the lunch 

hour, or where one cannot return to Fowler by 12:30 p.m. following the end of the 

out of town business on behalf of Fowler, or where one is out of town all day on 

Fowler business. 

c. Dinner.  Allowed where one is unable to arrive back in Fowler by 5:30 p.m. after 

conducting out of town business or where one must stay overnight on town 

business. 

 



5. Receipts 

a. All meal receipts should be printed by the restaurant and must show the 

following: 

i. restaurant name, 

ii. date, 

iii. description of food and drink items ordered  (cost of adult beverages 

containing alcohol is not reimburseable), 

iv. Total cost of the meal. 

6. Cash tips are not reimburseable unless the receipt contains a printed notice that tips are 

mandatory and are automatically added to the total meal cost (common for larger group 

meals) but a tip of up to 15% may be added to a meal expense when a town credit card is 

used. 

7. It is preferable that a town credit card be used for as much town business travel expense 

as possible in order to provide a better audit trail. 

8. Exceptions to the requirements set forth above may be required under a particular set of 

circumstances.  The exception may be granted before or after the expense is incurred.  An 

employee may seek an exception from the town administrator.  An elected official may 

seek an exception from the Board of Trustees.   

ADOPTED AND APPROVED this 13th day of April 2015. 

 

 

 ____________________________________ 

 Chuck Hitchcock, Mayor- Town of Fowler 

ATTEST: 

____________________________________ 

Kelly Lotrich, Fowler Town Clerk 

 


