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1.0 PURPOSE: 

 
The purpose of this regulation is to establish policies governing the payment and reimbursement of Standard 
Account 34, Training and Professional Development, expenditures by the City and to delineate uniform policy 
for the proper application for the use of city issued purchasing cards (p-cards) and cash advances.   

2.0  APPLICABLE TO: 

All departments and bureaus.  

3.0 POLICY: 
 

3.1 It is the policy of the City to provide the opportunity for employees to enhance their job-
related skills and capabilities by attending approved professional meetings, seminars, and 
conferences.  It is also recognized that it is to the City’s and employees’ advantage to have 
the City finance legitimate and reasonable costs for such training and professional 
development as well as for official business meetings that require employees’ attendance.   

 
3.2 City employees may receive authorization to expend Account 34 funds, within the limits 

stated in this Regulation, for: 
 

3.2.1 Training Programs: A training program is a session specifically used to instruct or 
guide an employee in the development of a new skill or proficiency.  The City will 
place special emphasis on this type of training over all others.  In line with this stress 
of importance, the City will NOT impose any maximum cost limit; rather, each case 
will be subject to a review by the Mayor or designee.  Items of consideration include: 
 

• Is a certification offered? 
• Is the course job-related? 
• Will the cost save money in the long run? (that is, will there be less reliance 

on outside consultants or contractors once the skill is learned by in-house 
personnel?) 

• Does the course provide a good foundation for an employee recently 
assigned new and greater responsibilities? 

• Is the program represented by recognized technical experts, with a high 
degree of practical experience? 

• Will the program enhance the skills of an employee in a particular field?



 

 

3.2.2 Conferences: A conference is a congregation (usually 
annually) of members of a group or association with a 
common purpose (e.g., similar career or job responsibilities).   
 

3.3 The employee’s bureau manager and department head must 
approve all Account 34 expenditures, all department head’s TRA’s 
must be approved by the Mayor.  Final approval must be obtained by 
Finance.  Authorization will be granted only to those requests that are 
beneficial to the City and the employee’s professional development.   

4.0: ACCEPTABLE EXPENSES    

Itemized receipts or documentation are required for all expenses, where practical or 
otherwise noted.   

4.1 Transportation and Transportation-Related Expenses: 

4.1.1 Common Carrier.  Economy rates shall be used for bus, train, 
and airplane travel; advantage of round trip rates must be 
taken whenever possible.  The City’s share of airplane fares 
will not exceed the actual cost of tourist or coach fare, 
purchased at the lowest reasonable rate available.  Expenses 
such as boarding and/or seat upgrades/preferred seating, or 
seat assignment fees are not covered by the City.  The City 
will pay for the first piece of checked luggage for the 
employee.  If additional luggage charges are incurred, the 
employee will be personally responsible for any additional 
charges.    

4.1.2 Personal Vehicles.  A flat rate per mile will be paid to 
employees using personal vehicles.  The computation of 
mileage reimbursement is based on the Federal 
government’s allowance for the given year.  

The total mileage allowance for personal car use shall not 
exceed the cost of a round trip tourist airplane ticket.  Any 
amount over the round-trip tourist airfare will not be 
reimbursed.   

The mileage allowance will compensate the employee for all 
gasoline and overhead expenses.  No additional 
expenditures for personal vehicle use will be reimbursed.   

Note: When private vehicles are used for daily City 
business, i.e., not conference or training related 
expenses, mileage account 28 should be used for 
payment. See AIM Regulation 3-1-03.   

4.1.3 City-Owned Vehicles.  City-owned vehicles may be used 
rather than personal vehicles, when available.  Receipts for 
expenses such as gasoline, oils, tolls, towing and repairs, 
parking and other costs, shall be required for prepayment via 
p-card or for approving reimbursement requests.  See AIM 
Regulation 3-1-03.   



 

 

4.1.4 Commuter Service.  Costs for bus, shuttle service, taxicab, 
Uber, subway, or other commuter services are eligible to be 
prepaid with a p-card or are reimbursable.  Receipts are 
required for commuter service (see Section 4.5 for tipping 
allowance). Out of town rental cars may be approved by the 
department director on a case-by-case basis for economic 
reasons.  Personal vehicles may be used to commute to and 
from travel facilities such as airports or train stations and 
associated allowable costs shall be prepaid with a p-card or 
shall be reimbursed as otherwise stated herein.    

4.1.5 Parking, Garage, and Toll Charges.  These costs are eligible 
to be prepaid with a p-card or reimbursed to the employee 
when using a City or personal vehicle.   

4.2 Registration Fee and Course Material: Costs for registration and 
course materials are eligible to be paid with a p-card or are 
reimbursable.  The P-card is the preferred option.   

4.3 Lodging.  Expenses incurred for lodging in relation to conferences 
and meetings are eligible for pre-payment via p-card or 
reimbursement, if authorized by the Department Director.  

4.3.1 Lodging prepayment or reimbursement will be limited to the 
actual cost of a single occupancy room, including taxes and 
telephone charges (see Section 4.6) for the length of the 
conference/meeting.   

4.3.2 In the event that family members accompany an employee, 
payment or reimbursement will be made for the costs 
incurred by the employee only.   

4.4 Meal Allowance.  Meal expenses, for multi-day seminars, 
conferences (when the employee is away overnight), will be paid or 
reimbursed for actual costs up to, but not exceeding, a sixty ($60.00) 
Dollars per day maximum limit.  The following amounts represent the 
per meal breakdown: 

➢ Breakfast -  $12.00 
➢ Lunch -  $20.00 
➢ Dinner -  $28.00 

Total -   $60.00   

Meals may limited on the first or last day of the trip depending on 
departure/return times.  The following can be used to determine 
qualifying reimbursable or payable eligible meals: 

Meal First Day of Trip Last Day of Trip 

Breakfast Yes, if departure time is at or before 6:30 AM.  Yes, if return time is at or after 10:00 AM 

Lunch Yes, if departure time is at or before 11:00 

AM. 

Yes, if return time is at or after 2:00 PM 



 

 

Dinner Yes, if departure time is at or before 5:00 PM Yes, if return time is at or after 7:00 PM 

 

Meals prior to initial departure are not eligible for pre-payment or 
reimbursement.  

If a meal is included in the registration fee, or if a meal is provided by 
the event the employee is attending, the City will not pay or reimburse 
a per diem meal for that segment.       

There will be no meal payments or reimbursements for one day 
seminars/conferences (when the employee is not away overnight).   

All receipts for meal expenditures must be fully itemized, including the 
amount, date, place, and the essential character of the expense 
incurred.  The signed cardholder’s copy of the receipt, without 
itemization is not acceptable.  Non-itemized receipts may not be 
accepted.  Alcohol is not an allowable expense.  Alcohol shall not be 
included on any receipt that is prepaid through a p-card.  Any receipt 
which is submitted for reimbursement must have the cost of any 
alcohol subtracted. If using a food delivery service the City will not 
reimburse any added fees. The City will only reimburse food, tax and 
tip. 

4.5 Gratuities.  Gratuities are authorized at a rate of up to 20% of the pre-
tax total transaction cost, excluding alcohol.   

4.6 Communications.  Employees with a City issued cell phone shall use 
it for all communications involving City business.  Employees are to 
use personal cell phones for all personal calls.  Charges for the use of 
the hotel telephone should be charged to the employee’s room and 
appear on the bill at the time of check-out and appropriate charges will 
be paid on the p-card or reimbursed through the Travel Expense 
Report process.   

 Employees needing mobile internet access shall contact the 
telecommunications department for a MiFi device.  If remote WiFi is 
necessary WiFi fees will be paid or reimbursed for the use of the 
hotel’s internet for City related purposes only.  This fee should be 
charged to the employee’s room and appear on the hotel bill at check-
out and will be paid on the p-card or reimbursed through the Travel 
Expense Report process.  Employees, upon pre-approval by the 
Department Director, shall pay or be reimbursed for in-flight WiFi for 
use for City business only, entertainment is not reimbursable.   

 If the hotel or conference center cannot bill for either the telephone or 
WiFi usage, the City will reimburse the employee if the employee 
does not have access to a City issued p-card.   

4.7 Other.  Other expenses associated with City travel may be eligible for 
pre-payment via p-card or reimbursement at the discretion of the 
authorizing Department Director.  Ineligible expenses or expenses not 



 

 

directly associated with official business shall not be paid or 
reimbursed.  An exception may be made in unusual circumstances or 
an emergency, but are subject to review by the Mayor, Managing 
Director COO Chief Operating Officer, or designee.   

 

5.0 NON-ACCEPTABLE EXPENSES  

Items specifically prohibited from pre-payment or reimbursement are purchases 
of personal items, alcoholic beverages, entertainment fees, or any expenses 
incurred by guests or members of the family accompanying the employee.  The 
City will not reimburse employees for amounts over the limits outlined in the 
preceding sections.   

6.0 NON-EMPLOYEES: 

6.1 Consultants.  Persons not employed by the City of Allentown, but 
providing a service to the City, will negotiate travel expenses as a 
section of their contract.   

7.0     PROCEDURE: 

  7.1 Travel Request and Authorization Form (TRA). 

7.1.1 General.  This form is used by an employee to request 
approval for overnight travel while conducting City 
business.  The form must be completed with all approvals 
obtained prior to making any travel reservations.  Most of 
the sections on the form are self-explanatory; specific 
questions about entry of cost figures and policy limits on 
expenditures can be answered by the Purchasing 
Department.   

7.1.2 Cash Advances.  The City will provide advances to an 
employee the total eligible costs no earlier than one (1) 
month prior to leaving, when requested.  Advance 
payments, however, do not constitute approval of 
expenditures; all expenditures must be justified with 
itemized receipts.   

 Cash advances can be obtained by submitting the Travel 
Request Authorization, complete with all required 
signatures documenting the eligible advancement amount 
to the Purchasing Department.  If the cash advance 
amount is within the petty cash limit, a petty cash voucher 
form may be used along with the TRA.   

7.1.3 Advance Billing.  Payments of certain costs, such as 
registration fees and air travel, should be paid in advance 
on a City issued p-card, whenever possible.  These 
prepaid costs are still required to be documented on the 
Travel Request Authorization Form.   



 

 

7.1.4 P-Cards.  City issued p-cards issued to City employees 
may be used for the purpose of reserving and paying for 
travel related expenses.   

  7.2 Travel Expense Report Form (TER) 

7.2.1 Completion.  The Travel Expense Report (TER) will be 
completed by the employee within five (5) working days 
after completion of the work-related travel.  It will be 
reviewed and approved by the Bureau Manager or 
Director.   

7.2.2 Employee Reimbursement.  The employee can be 
reimbursed for eligible expenses incurred by attaching 
itemized receipts to the completed form and routed for 
approval.  If the reimbursement is within the petty cash 
limit, a petty cash voucher may be used.  If approved, 
payment will be made directly to the employee.   

7.2.3 City Reimbursement.  If the form indicates that the 
employee advance was more than necessary, the 
employee is required to return the money to the City within 
one (1) month from completion of the Travel Expense 
Report.  A check made out to the “City of Allentown” 
payable at the City Treasurer’s office is the recommended 
procedure.   

8.0 ATTACHMENTS: 

  8.1 Attachment A, Travel Request and Authorization Form (TRA) 

  8.2 Attachment B, Travel Expense Report (TER) 

9.0 EFFECTIVE DATE:  

 This Regulation is effective on the date of issue.     


