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I. PURPOSE: 

The Charter Township of Northville intends to provide payment of reasonable travel 

expenses to employees as a direct result of conducting official Township business, 

including training, conferences, workshops, etc.  The Township expects and requires that 

prudent care will be exercised in incurring expenses resulting in the expenditure of public 

funds.  The standard is to determine the lowest cost alternative via the most reasonable 

approach. 

 

II. POLICY: 

It is the policy of The Charter Township of Northville to provide payment to employees for 

authorized business expenses with no impact on taxable compensation. All travel must 

be approved in advance and aligned with Township operational needs. 

 

III. DEFINITIONS: 

 

Local Travel:  Travel that can be completed within the same day.  

 

Extended Travel:  Travel that requires overnight lodging. 

 

General Services Administration (GSA):  An independent agency of the United States 

government established in 1949 to help manage and support the basic functioning of 

federal agencies.  Visit www.gsa.gov for the current per diem rates. 

 

Per diem: Pre-payments for meals and incidentals on a daily basis that are paid without 

supporting documentation up to the maximum allowed by the GSA for all official 

extended travel. 

 

IV. PROCEDURES: 

A. Authority to Travel 

Requests for all training, conferences, workshops, etc. and travel eligible for pre-

payment and/or per diem must be approved by the employee’s supervisor and/or 

department head prior to payment and/or reimbursement.   

 

B. Allowable Expenses 

As a general rule, payment of travel expenses will be made prior to the time of travel.   

 

1. Transportation 

 

a. When available, a Township vehicle may be provided for transportation.  No 

mileage expense will be paid to the employee if a Township vehicle is used. 

 

i. The employees should use a Township fuel tank to fill the vehicle 

before traveling. 

ii. A departmental fuel card should be used if fuel is needed during 

travel. 

http://www.gsa.gov/
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b. If a township vehicle is not available, the employee will be pre-paid or 

reimbursed for mileage at the rate established by the IRS.  The employee must 

request payment of the mileage expense using an Electronic Check Request. 

 

i. Mileage will be paid from the employee’s departure location (the 

Township or their home) to the travel destination and return location, 

with reasonable correlation to an internet mapping site.   

ii. Incidental mileage recorded at the destination will not be included 

unless it is clearly demonstrated as necessary to the business purpose 

of the trip. 

 

c. When air travel is necessary, only economy/coach shall be used when 

available. Upgrades beyond economy/coach will be at the traveler’s 

expense. Air travel will be paid in advance via Township credit card or 

reimbursed using an Electronic Check Request.  

 

When air travel is necessary, the employee should use the most cost-efficient 

method for business-related travel, rental car, Uber, Lyft or taxi, once at the 

destination. 

 

d. Receipts must be submitted for reimbursement upon return. 

 

e. Reasonable parking and toll fees supported by receipts will be eligible for 

reimbursement.   

 

f. Traffic and parking violation fines will not be paid by the Township. 

 

2. Registration/conference fees 

 

a. Paid in advance via Township credit card or by invoice through Accounts 

Payable. 

 

3. Meals – for Extended Travel 

 

a. The employee will be pre-paid for meals based on the GSA current per diem 

rates.  The employee must request pre-payment of meals using an Electronic 

Check Request. 

 

b. If meals are included in travel packages (lodging or conferences) per diem will 

not be provided for duplicate meal periods. 

 

4. Lodging – for Extended Travel 

 

a. Paid in advance via Township credit card or reimbursed using an Electronic 

Check Request. 

 

b. Employees should use conference or government rates when available. 

 

c. If lodging is not available at the conference site, employees should obtain 

accommodation at costs consistent with the daily lodging rates listed on 

GSA.gov for that area. 
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C. Unexpected Travel Expenses 

 

1. Each employee must keep appropriate receipts detailing unexpected travel 

expenses properly chargeable to the Township, not accounted for in the pre-paid 

expenses.  Such documentation will be the basis for preparing these unexpected 

travel related expenses.  Expenses incurred without appropriate 

receipts/documentation will not be reimbursed. 

 

2. A reimbursement request with attached receipts/documentation must be 

submitted within ten business days of returning from travel to receive 

reimbursement. 

 

D. Submitting a Reimbursement Request 

 

1. An Electronic Check Request must be submitted through BS&A to the Finance & 

Budget Department to request reimbursement for expenses, per diem, and 

mileage. The following supporting documentation must be attached: 

 

a. Itinerary or agenda of the training, conference, or workshop to verify travel 

dates, location and provided meals. 

 

b. Itemized receipts for all expenses being claimed for reimbursement. 

 

c. GSA per diem rate printout to support the requested per diem amount for 

the location. A detailed breakdown of the per diem request is required, 

and per diem will not be paid for any meals provided as part of lodging or 

conference packages. 

 

d. Mileage documentation (e.g., printout or screenshot from an internet 

mapping tool such as Google Maps) showing the start and end points and 

total miles traveled to support the mileage claim. 

 

2. All requests are subject to the Accounts Payable Policy and must adhere to the 

Electronic Check Request Procedure. 

 

3. Electronic Check Requests will be processed by the Finance & Budget 

Department upon receipt. If the employee wishes to delay the receipt of their 

payment, they must delay submitting the request. 

 

E. Miscellaneous 

 

1. Per 4.2.001 Procurement Policy, the Charter Township of Northville is exempt from 

state sales and federal excise tax.  4.2.001C Tax Exempt Form is available on 

Power DMS. 

 

a. If sales tax is charged, the employee must contact the vendor to request 

removal. 

 

b. Employees will not be reimbursed for sales tax on any purchase. 
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2. Employees taking advantage of training, conferences, workshops, etc. will not be 

eligible for any additional wages beyond their normal wage. 

 

V. RESPONSIBILITIES: 

A. Employees will: 

 

1. Seek pre-approval from their supervisor and/or department head for all travel. 

 

2. Maintain applicable documentation for reimbursement for unexpected travel 

expenses.  Unexpected travel expenses must be substantiated with itemized 

receipts. 

 

3. Return any advance in excess of amounts substantiated within 30 days after the 

expense is incurred.  This includes any per diem paid prior to the cancellation of 

scheduled travel. 

 

4. Submit all documentation for reimbursement to the Finance & Budget 

Department in a timely manner. 

 

B. Supervisors and Department Heads are responsible for: 

 

1. Only recommending travel that complies with this policy to the Township 

Manager. 

 

2. Ensuring that costs associated with travel are appropriate. 

 

VI. ENFORCEMENT: 

Willful misrepresentation of travel documentation or requests or any other violation of 

this policy is subject to disciplinary action up to and including termination as well as 

prosecution under state and federal law. 

 

VII. RELATED INFORMATION: 

GSA Per Diem Rates www.gsa.gov 

4.2.001 Procurement Policy 

4.2.001C Tax Exempt 

4.2.002 Credit Card Policy 

4.2.003 Accounts Payable Policy 

4.2.003 Appendix A Electronic Check Request Procedure 

 

VIII. HISTORY: 

See 1.1.003 Policy Review Process, Section IV(3)(a) 

http://www.gsa.gov/

