DocuSign Envelope ID: D07741A9-4AB4-4ADF-ASDA-FEFEA3853538

Rental Agreement # 354255641

Invoice # 90139759963
Renter Information Trip Information
Ronter Namo One Way Rental
NANCY YOUNG Pickup Return
Thursday, May 5, 2022 7:52 AM  Wednesday, May 11, .
Renter Address e 2022 i 1:04 PM
TRACY. CA 95376 Start Charges DGA REAGAN ARPT (DCA)
Hsh Thursday, May 52022 8:10AM RONALD REAGAN WASH NATL
Contract WASH DULLES INTL ARPT (IAD) AIRPRT
oA MONPROFITS < NO SOV AV 23430 AUTOPILOT DR 2500 NATIONAL AVENUE GARAGE A 5
DULLES. VA 20166 ARLINGTON, VA 22202-3601 &p\
" uUsa UsA A S
Vehicle Information 3 & X ,‘_)&
LAIPE '
4DR SEDAN A { Q
Licensa #: GWINT8 Renter Charges
State/Province: FL RentalRate  Time & Distanca 1 Week at$183.58 /Wask $183.98
Unit#; 7VD43L
Vehicle #: ME121193 Add-Ons Refualing Charge ($6.15 / Gallon) §43.08
Enterprise Plus Free Day (($135.89) / Rental) (§135.89)
Vehicle Class Driven
Compact 2/4 door/Aulomalic/Alr Taxes and Feas Va Renlal Tax (4.00%) $1.89
Va Additional Rental Tax (4,00%) $1.99
Vehicle Clags Charged Vehicle License Fee .22/day (80,22 / Day) $1.54
Micsize 2/4 door/Automatic/Alr Vu Rental Fee (2.00%) $0.99
Odometer Mileage/Kllometars Customer Facility Charge 3.00/day (53.00/
Starting: 22,275 Ending: 22,534 Dey) b
N0 E2E15 2 25 Drop Fee (§30.00 { Rental) $30.00
Total: 258 Concession Racovery Fee 11.11 Pat (11.11%) $13.63
Falel Total [ ’ $162.31 |
Starting: Full Ending: 3.0
mAreig: T 8 (Sublect 1o audi)
. Amount charged on May 11, 2022 lo VISA (7959) (§124.88)
U FOT FRIMIG Amount charged on May 11, 2022 lo VISA (7959) (§37.43)
Amount Due $0.00

We appreclate your business!
This emall was automatically. generated

from an unattended mailbox, so please.
do not reply to this e-mall.

If you have any questions about your
rental, please view our Frequently
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Expense Report

TRAVEL EXPENSE REPORT By:

ECEIVE]
JUN 14 202

.

City officials must file a completed expense report within seven days of the conclusion of the trip and attach all necessary

Officlal's Name Nancy Young ‘Location Washington, DC
Dates:from 517122, to 512122 517 5/8 5/9 5110 I 5/11 5112 ) Totals
Registration 0.00
Lodging & Valet Parking ($55X3) 330.90] 374.93| 405.34] 394.28| 275.00 0.00 1,780.54| zg{ d‘}
Airfare* 468.60 468.60 937.20]”" &
Mileage __ 152.8 @ 0.585 89.39 sg.30ly”
Parking 14.00 14.00 14.00 14.00 14.00 70.00 - *
Shuttle/Taxi_ 16231, 2167 18098~ *
Meals 3600 79.00 2520]” 140.20]~ *
Other ___ baggage 35,00 35.00{ 7 70,00~ ¥
Total Expense of Trip 3,277.31
Total Prepaid Expense (Check) 89.39)

Total Prepaid Expense (Credit Card) 2,412.74
xvisa [0 AMEX
Account Number(s): Amount (Complete portion to the left Balance Due - 775.18
é_l_‘ for any balance due to the city K3 Official
12561101-5228 775.18 or the officlal) D City
Balance Dug ™~ 775.18]

Cgmggqﬂgp and Approval of Expense Statement

ML R I e AT

oo

6/6/2022 | 6:24 PM PDT

Inv# TviExpReimb 050722 $775.18
Nancy Young
05/07/2022 # Pages 38

ned by: Date
| Midanl Foprs 6/8/2022 | 3:20 PM POT
opaiiment Head Date
Kanin Sepnaider 6/10/2022 | 9:01 AM POT
nange.Hgpariment Date
Midhanl, Kogrs 6/8/2022 | 3:20 PM PDT

@ RﬁE‘ﬁa‘EEF (if out-of-state travel over $2,000)

Date

Page 1
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525 NEW JERSEY AVE NW

WASHINGTON DC. DC 20001

United States of America

N
, 7 YELEPHONE 202:628-2100 + FAX 202-B79-7938

Raservations

www.hillon.com or 1 800 HILTONS

YOUNG, NANCY Room No: 1009/K1
Arrival Date: 6712022 1:11:00 PM
Yotiad=ORANOIIER- Departure-Date: §/11/2022 3:09:00 PM
} AdulvChild: 200
TRACY CA 95376 Cashior ID; ALCH
UNITED STATES OF AMERICA Raom Rate: 450.80
’ AL:
HH # 161145282 SILVER
VAT i
Falio No/Che 65167 A
Confirmafion Number: 3222610041
HILTON WASHINGTON DC:CAPITOL HILL 6/11/2022 3:09:00 PM
|oaTE |DESCRIPTION [ | REFNO | CHARGES | _ GREDIT [ Batance |
5712022 VALET PARKING - 445 ROLE 213203 $56.00 £
s oI TN e em: Al parkig wF
SB2022  VALET PARKING - 445 MADI 213880 §55,00 4 averable -~ see
5812022  GUEST ROOM MADI 213881 $278.92 nept PAge
5/8/2022 RM QCGCUPANCY. TAX MADI 213881 $41.61 :
519/2022 VALET PARKING - 445 ROLE 214387 $55.00
50/2022  GUEST ROOM ROLE 214388 $304.78
Bl9I2022  RMOCGUPANCY. TAX ROLE 214388 $45.56
510/2022.  GUEST ROOM ROLE 214931 $343,00
510/2022  RM.OCCUPANCY TAX. .ROLE 214931 $51.28
5112022  VS*5054 ALCH 215435 ($1,780.54) 7
5/11/2022 V55054 ALCH 215435 $275.00
“BALANCE™ $0.00

Hilton Honors(R) stays are posted within 72 hours of chieckout. To check your eamings or book your next stay at more than 6,500+ holals and

resarisin 119 countries, please visil Honars.com

Thank you for choosing Hilton. You Il get more when yau book directly will us - more destinations, more polnts, and more value, Book your next
stay at hiltor.com,

CREDIT CARD DETAIL
APPR CODE

‘CARD NUMBER
TRANSACTION 1D

030926 MERCHANT ID
VS “5054 EXP DATE
215435 TRANS TYPE
S
\
2 U(
Page:1

o

o) Last Doy
as wrﬂ\*s %..

8058791392
10/25
Sale
~
e < S 5
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o’ } // (l”( —
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T S L RIS

525 NEW JERSEY AVE NW
WASHINGTON DC. RC 200111
United Stales of America
TELEPHONE 202:628-2100 + FAX 202-B79-7938
Raservations
www.hilfon.com or 1 800 HILTONS

YOUNG, NANCY Room No: 1009/K1

Arrival Date: 61742022 1:11:00 PM

= Departure Date: 5/1 172022 3:00:00 PM

AdulvChitd: 210
TRACY CA 95376 Cashier 1D; ALCH
UNITED STATES OF AMERICA Room Rate: 450,80
) AL:

HH 4 161145282 SILVER

VAT §

Folio No/Che 65167 A
Confirmatioh Numbar; 3222610041
HILTON WASHINGTON DG-CAPITOL, HILL §/1 172022 3:08:00 PM
{oaTe |DESCRIPTION [0 | REFNO | CGHARGES |  CREDIT | BALANCE |
51712022 VALET PARKING - 445 ROLE 213203 $56.00 2 ) '
igzgiz; c’:;gsgcﬂliom | ROLE 213204 §240.10 sl par kg et

ANCY TAX ROLE 213204 $35,89 N

5812022 VALET PARKING - 445 MADI 213880 $55.00 # avadoble = see
5812022  GUESTROOM MADI 213881 $278.92 next page
5/8/2022 RM QOCCUPANCY. TAX MADI 213881 541,61 -
bi912022 VALET PARKING - 445 ROLE 214387 $55,00 *
52022 GUEST ROOM ROLE 214788 $304.78
5912022 RMOCGUPANCY TAX ROLE 214388 $45.56
5102022 GUEST ROOM ROLE 214931 $343,00
510/2022  RM.OCCUPANCY TAX ROLE: 214931 $51.28
BY2022  VS5084 ALCH 215438 ($1,780.64) 7
51022 VS 5084 ALCH 215435 _$275.00

HBALANCE* $0.00

Hitton Honors(R) stays-are posted within 72 hoiirs.of chisckout, To chetk your eamings or book your next stay at mofe thinn 6,500+ hotals and

1esailsin 119 countries, please visit Honors.com

Thank-you for chuosing Hiltan, Yauwl get more when you book dirertly with us - more destinations, more polnts, and mofe value, Book your next
stay at hiltor.com.

CREDIT CARD DETAIL

APPR GODE
‘CARD NUMBER
TRANSACTION 1D

030926
VS 46054
215435

MERCHANT ID
EXP DATE.
TRANS TYPE

Page:1

p@ M mr')‘s Ia_q

8058791392
10725
Sale




Agenda Item 3.E
Revised Attachment A

POLICY FOR REIMBURSEMENT
FOR TRAVEL AND EXPENSES
FOR ELECTED AND APPOINTED OFFICIALS

The City Council of the City of Tracy believes that it is important that elected and-appeinted
officials_and officials appointed by the City {Council (including the City Manager, City
Attorney, Planning Commissioners, Parks Commissioners, Transportation Commissioners and
other volunteer members of boards, commissions, and committees , collectively, “Officials”) be
governed by this Policy with respect to travel and expense reimbursements. Employees not
covered by this policy shall be governed by the City of Tracy Travel Expense Administrative

Policy.)

The City Council believes that said officials should remain informed and trained in issues
affecting the affairs of the City and that attendance at institutes, hearings, meetings,
conferences, or other gatherings is of value to the City and its citizens. The benefits include:

a. The opportunity to discuss the community's concerns with state and federal officials;

b. Participation in regional, state and national organizations whose activities affect the
City;

C. Attending educational seminars improve officials' skill and information levels; and

d. Promoting public service and morale by recognizing such service.

At the same time, the City Council believes that travel expenses can be significant costs

to the City and that Officials should be judicious when making travel arrangements and

abide by all applicable laws and requlations regarding reimbursement of travel
expenses. In order to promote the notedthese endeavors, te-while protecting public resources

and fostering public trust in the use of those resources, ;as-well-as-comply-with-state-law
reguirementsregarding-reimbursementof-expenses-the City Council hereby sets forth the travel

and expense reimbursement policies for the Officials of the City of Tracy.

All anticipated conferences, conventions and professional meetings shall be budgeted for in the
current operating budget. As the trip is being paid for with public funds, it shall be the
responsibility of the Oefficial undertaking the trip to make every effort to attend the entire
conference and/or as many sessions as possible.

Elected Officials also must comply with the requirements of the Ralph P. Brown Act
(Act), during attendance at any conferences, conventions, and professional meetings,
regardless of whether such events occur outside of California. Elected Officials shall
make travel arrangements and participate at events in a manner that appropriately

complles Wlth the Act.

A. AUTHORIZED EXPENSES

Travel expenses shall be allowed or reimbursed for days actually spent on City
business, for programmed days of a conference or meeting, and for time spent in travel
to and from these events. Expenses shall be computed for the days of the conference
or event attended and for travel days not to exceed one day before and after the event
and shall be allowed only if time and/or travel schedules prohibit travel at reasonable
hours on the actual beginning and ending days of a conference and/or meeting.
Reasonable hours for purposes of this Policy are defined as the hours between 7 a.m.




ATTACHMENT A

and 11 p.m.

City funds, equipment, supplies (including letterhead), titles, and staff time must only be used
for authorized City business. Expenses incurred in connection with the following types of
activities generally constitute authorized expenses, as long as the other requirements of this
Policy are met: and are do not exceed the budget allocation of each Official, including the
cost of individual and or Citywide memberships required to secure the travel and/or

training:

1. Communicating with representatives of regional, state and national government on
City adopted policy positions;

2. Attending educational seminars designed to improve Oefficials' skill and
information levels;

3. Participating in regional, state and national organizations whose activities affect the
Ceity's interests;



ATTACHMENT A

4. Recognizing service to the City (for example, thanking a longtime employee with a
retirement gift or celebration of nominal value and cost);

5 s My ;

6.5. Implementing a CityCouncil-approved strategy for attracting or retaining
businesses te-in the City, for whichthe City Manager has requested Council
attendance and will fypicaly-involve at least one staff member;

7-6. Meetings such as those listed above for which a meeting stipend is
expresslyauthorized under this Policy;

8.7. City-Councilmembers-may-be-reimbursed-for-Internet, wi-fi and/or Cable TV

expenses related to, and used in connection with, their official duties of City Council
Members; and

9.8. Events where attendance of the Mayor and/or City Council is requested to
attend and present a certificate on behalf of the City.

Aot . . : v City G i
Expenses for mternatlonal and out- of-state travel ether—thae—theaenuaJ—@ne—\#@ee—tnp%

require prior Clty Councn approval W|th the exceptlon of the foIIowmq travel

e City’s annual Federal Lobby travel to Washington DC

e San Joaquin Council of Governments (SJCOG) annual “One Voice” travel
to Washington DC

¢ National League of Cities annual Congressional Conference travel to
Washington DC

Regardless of whether preapproved above or approved by the City Council per
separate, travel shall not exceed the adopted budget for any Official unless additional
budget authorization is granted by the City Council by formal action. Travel requests
for international and out-of-state travel from the City Council should follow the City
Council’s Meeting Protocols for placement on the City Council agendas.

For the purposes of this Policy, if the City pays directly for the expenses such expenses areitis not
considered-aeligible for reimbursement (e.g., conference fees).

B. EXPENSES-NOTELIGIBLE FOR REIMBURSEMENTUNAUTHORIZED EXPENSES

The City is subject to applicable State and federal laws regarding what constitutes
reimbursable employee expenses. Certain expenses incurred by City officials may be
deemed personal expenses and are not eligible for reimbursement by the City. Any
questions regarding the propriety of a particular type of expense should beresolved by

the approving authority before the expense is incurred. Examples of personal expenses
that the City will not reimburse include, but are not limited to:

1. The personal portion of any trip;
2. Political or charitable contributions or events;

3. Family expenses, including partner's expenses, when accompanying official on




ATTACHMENT A
agency-related business*, as well as children- or pet-related expenses;

4. Entertainment expenses, including theater, movies (either in-room or at the theater),

sporting events (including gym, massage and/or golf related expenses), or other cultural
events:

5. Alcohol/personal bar expenses;

6. Non-mileage personal automobile expenses, including repairs, traffic citations,
suraneeinsurance, or gasoline; and

7. Personal losses incurred while on City business.

8. Additional room related costs, such as early or late check out, laundry services,
and/or upgraded parking expenses (i.e., valet when self-parking is available);

9. Any extra travel fees, such as priority or preferred seating, extra luggage (more
than 2 bags), pre-boarding/early bird boarding, extra leg room, or costs incurred
for travel plan changes within 30 days of travel or after travel has been secured;

10. Memberships to organizations not approved by the City Council; and

11. Travel and related expenses that do not reflect a direct business benefit to the
City and the community.
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C. COMPENSATION FOR ATTENDANCE AT MEETINGS

Compensation for meeting attendance;fer-elected-and-appeointed-members-of city-boardsand

commissions—shall be as follows:

1. City Council members' stipends/salaries shall be set and enacted as mandated by the
California_ Government Code.

2. Stipends to the members of the Planning Commission, ParksCommission,
Transportation Commission and other Commissions appointed by Council
shall be established by resolution of the City Council for meetings of their
respective bodles as deflned by the R.P Brown Act.

No additional stlpends/salarles are pald to attend travel

D. TRANSPORTATION

When attending conferences or meetings that are of such distance that it is more economical
to take commercial transportation, if an employee proposes to drive their car in those cases,
commercial air fare will be paid and not automobile mileage. In addition, Officials are
strongly encouraged to choose the lowest cost for ground transportation, taking into
consideration reasonable travel time and other related cost factors such as parking. The
City shall reimburse for only the lowest cost option, regardless of the actual costs incurred
bv the OffICIa|

1. Airfare. Allowable costs for air travel shall be calculated by using the

shortest and most direct route with the least number of enroute stops. All air
travel shall be booked as far in advance as possible (no later than 30 days from
travel, if applicable), so as to receive the lowest fares possible except where the
lowest fare is for an overnight flight, which may be chosen by the individual but is
not required. When the use of public air carrier transportation is used, travel for
all Officials shall be in coach class or equivalent service that allows for at least
one carryon bag. The City will only reimburse up to the cost of the least
expensive ticket available via commercial air travel. Private automobile use to
and from the airport shall be reimbursed for all miles at the prevailing IRS

established rate Parklnq at the closest location to the alrport is relmbursable

2. Automobile. Automobile mileage is reimbursed at Internal Revenue
Service ("IRS") rates in effect at the time of travel. These rates are designed to
compensate the driver for gasoline, insurance, maintenance, and other expenses
associated with operating the vehicle. This amount does not include bridge and
road tolls, which are also reimbursable. Bridge or road tolls may be reimbursed with
proof of crossing (e.q. toll receipts, toll statements, travels or toll provider maps
indicating passage to destination)




ATTACHMENT A

3. Ground Transportatlon The most economlcal mode and class of
ground transportation reasonably consistent with scheduling needs and cargo space
requirements must be used, using the most direct and time-efficient route. Courtesy
shuttle services, public transit, taxis, and/or rideshares should be used between airports
and/or conference/meeting locations. Car rentals should only be used in special
circumstances where the aforementioned services are not practical. Taxis and other
local transportation may be used for travel to restaurants as associated with the
business purpose for the travel. Receipts for ground transportation must be provided
for reimbursements. A 15% gratuity with a minimum of $3 is allowed.

E. LODGING

Lodging expenses will be reimbursed;—er/-paid for when travel on official City business
reasonably requires an overnight stay. If such lodging is in connection with a conference,
lodging expenses must not exceed the group rate published by the conference sponsor for the
meeting in question if such rates are available at the time of booking. Travelers must request
government rates, when available. If the group rate is not available, reimbursement at the IRS
rate in effect at the time of travel shall apply (IRS Publication 463).

F. MEALS

The City has not adopted aA local expense reimbursement policy identifying a "per diem" of

reasonable rates for meals-is-not-adopted. Receiptsforexpenses-forlnstead, meal expensess
shall be required—Actual-expenses—shall-be-reimbursed subject to the maximum per diem for the
meal as set by the IRS rate in effect at thetime of travel. (See Cal. Gov't Code §53232.2(c) and

Publication 1542 at www.irs.gov.) Fhe-City-willnetpayforalcohol/personalbar-expenses-

Meals provided by the conference or included in the reqistration fee will not be eligible for
per diem, regardless of whether the Official utilizes such meals. A continental breakfast is
not considered a meal for purposes of calculating meal allowance. Registration materials
indicating which meals are provided as part of the registration must be submitted prior to
receipt of per diem.




ATTACHMENT A

G. MISCELLANEOUS EXPENSES

Officials will be reimbursed for actual telephone, fax, and parking expenses incurred on
City business. Telephone bills should identify which calls were made on City business.

H. TRAVEL AUTHORIZATION REQUEST

All Officials shall submit a Travel Authorization Request (through department designee)
listing the expected expenses of the trip, including membership costs required as part of
attendance. The travel request shall be submitted two weeks prior to the travel. The per
diem check will be issued the week prior to travel and will include any prepaid expenses.
Each Official must sign this request and is liable to the City for all monies advanced until
an expense report is filed. Each Official must stay within their allotted travel budget for all
costs paid by the City, including related costs (e.g., memberships and registration).

L CREDIT CARD USE POLICY

The City does not issue credit cards to individual office holders but does have an agency credit
card for selected City expenses. City office-holdersOfficals may use the Ceity's credit card for
such purposes as_conference registration, airline tickets and hotel reservations by following the
same procedures for cash-advances-allowed under the City’s credit card policy.

Receipts documenting expenses incurred on the City credit card and compliance with this
Policy must be submitted within five (5) working days of use. Except as allowed under Section
8(3), Ceity credit cards may not be used for personal expenses, even if the Oefficial
subsequently reimburses the City.




ATTACHMENT A

J. EXPENSE REPORT CONTENT AND SUBMISSION DEADLINES

All cash advance expenditures, credit card expenses and expense reimbursement requests
must be submitted on an expense report form provided by the city. This form shall include the
following advisory:

"All expenses reported on this form must comply with the city's policies relating to
expenses and use of public resources. The information submitted on this form is a
public record. Penalties for misusing public resources and violating the city's policies
include loss of reimbursement privileges, restitution, civil and criminal penalties as well
as additional income tax liability."

Expense reports must document that the expense in question met the requirements of thisPolicy.
Officials must submit their expense reports within thirty (30) calendar days of an_expense being
incurred, accompanied by receipts documenting each expense. Restaurant-receipts;-in-addition-to
cmprsrodienrd roeninle cen aloo ool of the poconenn dosiinaniotion

Inability to provide such documentation in a timely fashion may result in the expense beingborne
by the official.

All expenses are subject to verification that they comply with this Policy.

K. REPORTS TO CITY COUNCIL, BOARD OR COMMISSION

At the next regular City Council (or Board or Commission) meeting, each_Elected Oefficial shall
make a brief report (written or oral) on meetings attended at City expense. If multiple Oefficials
attended, a joint report may be made.

L. COMPLIANCE WITH LAWS; VIOLATION

City Oefficials should keep in mind that some expenditures may be subject to reporting under
thePolitical Reform Act and other laws. All agency expenditures are public records subject to
disclosure under the Public Records Act and other applicable laws. Use of public resources or
falsifying expense reports in violation of this Policy may result in any or all of the following: 1)
loss of reimbursement privileges, 2) a demand for restitution to the City, 3) the agency's
reporting the expenses as income to the elected official to state and federal tax authorities, 4)
civil penalties of up to $1,000 per day and three times the value of the resources used, and 5)
prosecution for misuse of public resources.

Failure of an appointed Board or Commission member, after forty-five (45) days written notice,
to complete the training required by AB1234 and this Policy shall result in the automatic
removal of the member from their Board or Commission position.
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