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CITY OF EL PASO 
Travel Manual 

 
 
 
1.0 Purpose of Manual 
 
 This manual outlines the administrative policies and procedures with respect to 

travel and related activities for the City of El Paso (the “City”).  Travel policies 
are approved by the City Manager. 

 
 The policies and regulations for travel set forth in this procedure shall apply to all 

activities financed by any funds for which the City has fiduciary or oversight 
responsibility including state, federal or private grants unless the terms of the said 
grant require differently. 

 
2.0 City Ordinances  – Travel  
 
 City Ordinances, originally established in 1986, governed City travel policies.   

Subsequent to this time, all related ordinances have been repealed and 
administrative regulations have been developed by the Financial Services 
Departments and approved by the City Manager that will govern travel and 
related activities for the City of El Paso. 

 
3.0 Definitions 
 

A. Actual Expenses – Expenses supported by actual receipts, detailing items 
purchased. 

 
B. Advance – Funds allotted to an employee prior to travel. 

 
C. Emergency Travel – Travel authorized by the City Manager for the 

conducting of business in an emergency. 
 

D. Expense Reconciliation – A reconciliation, usually prepared by the 
employee traveling, of the expenses incurred during a particular trip that is 
prepared after the travel, or upon the completion of the travel, to determine 
if actual travel expenses exceeded or were less than the approved amounts 
advanced. 

 
E. Local Travel/Training (Intra-City) – any same day travel to locations in 

El Paso County and in other locations such as Van Horn, Alamogordo, Las 
Cruces, Dell City which does not require overnight accommodations and 
for which approval is not required.  
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F. Necessary and Reasonable Expenses – Criteria used to evaluate 
expenses which are not supported by actual receipts such as miscellaneous 
expenses. 

 
G. P-card Purchases – Any purchases paid on behalf of the employee on an 

employees’ procurement card for any necessary and reasonable expenses 
incurred as part of an authorized trip.  See the City of El Paso’s 
Procurement Card Manual for policies and procedures related to an 
employee’s use of the P-card. 

 
H. Per Diem Allowance – Monetary allowance for lodging and/or meals. 

 
I. Reimbursement – Funds paid to an employee upon returning from travel 

when actual expenses exceed the amount advanced. 
 

J. Refund – Any advance in excess of actual expenses which must be 
returned to the City. 

 
K. Travel Request – Form prescribed by OMB and the Financial Services 

Department which is transmitted for approval to the authorizing 
department head and which is subsequently used for Expense 
Reconciliation. 
a. “Open” Travel Request – An authorized Travel Request is 

considered “open” when an expense report has not been filed with 
the Department Head and any refund of travel advance due the 
City or reimbursement due the employee has not been paid. 

b. “Closed” Travel Request – An authorized Travel Request is 
considered “closed” when an expense report has been filed, 
reconciled and any refund of travel advance due the City or 
reimbursement due the employee has been paid. 

 
L. GSA Schedules - 41 Code of Federal Regulations (CFR) chapters 300-

304, which implements statutory requirements and executive branch 
policies for travel by federal civilian employees and others authorized to 
travel at government expense; these are the schedules that are adopted by 
the City and can be found at www.gsa.gov/federaltravelregulation or 
www.gsa.gov. Click on “Per Diem Rates.” 

 
4.0 General Travel Guidelines 
 
 Each department is responsible to plan, arrange and approve requested travel of 

employees so as to achieve maximum economy and efficiency.   Travel should 
not be granted if the purpose of the trip could be handled by mail or telephone, 
available local training or other viable options.  
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 All travel requests shall be approved in advance of the travel.  Departments may 
establish different guidelines for this approval, but all travel arrangements and 
authorizations must be made in advance of the employee traveling.    Failure to 
adhere to this policy may result in the City’s refusal to reimburse 
employee(s) for any costs associated with any particular trip. 
 
Planning of trips is essential to reduce travel costs. Travel should be requested far 
enough in advance for authorization to be granted in time to take advantage of 
reduced fees offered for early registration and discount airline fares.   It is 
recommended that employees fill out a Travel Request at least fifteen (15) 
working days prior to the travel date. 
 
Generally, all travel that requires an expenditure of funds should require 
department head or budgetary authority approval.  Funds must be budgeted for 
travel PRIOR to making any arrangements for travel.  Departments should 
exercise control of travel expense by keeping costs within established 
appropriations. All Travel Request(s) should be completed prior to taking a 
particular trip and reconciled at the completion of trips to ensure completeness 
and appropriateness of expenses claimed.    
 
In general, the City assumes the following basic premises when Departments 
conduct travel: 
 

1. Departments have adequate budget to support the expenditures to 
be incurred by all individuals traveling. 

 
2. All costs for each individual trip do not exceed $5,000 in total per 

individual.   Travel costs in excess of $5,000 per person should be 
approved by the City Manager or Deputy City Manager prior to 
incurring any costs of the trip, regardless of budget authority. 

 
3.   Trips outside of the continental United States should be approved 

by the City Manager or the Deputy City Manager prior to incurring 
any costs for the trip, regardless of budget authority. 

 
 Travel shall be approved only to transact official business, attend official and 

professional meetings, and participate in conferences and training sessions 
necessary to promote the efficient conduct of the City’s affairs.  Approved travel 
also applies to “No cost” travel as off-duty hours are part of oversight.  
 
Departments should examine travel destinations to ensure that travel is to 
destinations, which are in closest proximity to the City. If there are seminars, 
conferences, etc., scheduled throughout the year at various locations and the 
determination is made to have an employee attend, choose the location closest to 
El Paso.  
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The mode of travel wherever feasible shall be air travel by commercial carrier and 
shall be the most economical available, but in any event shall never exceed coach 
fare by air.    A cost analysis may be prepared to ensure that the travel shall be the 
most economical available and where various options exist, the chosen option 
shall be the most economical as demonstrated by the analysis. 

 
 Transportation and registration expenses incurred pursuant to an approved Travel 

Request shall be paid on the basis of actual costs. Lodging accommodations may 
be paid by per diem or actual cost of conference hotel as authorized by the 
Department Head.  All other usual travel expenses will be paid on the basis of a 
per diem allowance. 

 
The City shall not pay expenses resulting from indirect routes of travel and 
arriving earlier and leaving later than necessary to conduct official business.   
Adjustments must be made for any of these types of expenses to ensure that the 
City is not incurring these types of costs. 
 
Vacation may be taken in conjunction with travel on official business at no 
additional cost to the City provided this fact is specifically indicated on the face of 
the Travel Request and is approved by the Department Head.   The necessary 
paperwork (i.e. Human Resources leave forms) must be submitted in conjunction 
with the travel. 
 
When a spouse or other members of an employee’s family attend a conference or 
meeting, none of their expenses shall be borne by the City.    The employee may 
not charge these expenses to the City either through a P-card or an advance.  
These costs should be incurred by the employee and the Travel Request shall 
reflect only those expenses incurred by the employee.   
 
In instances where use of personal automobile is allowed for the convenience of 
the employee, lodging, meals, and other expenses will be allowed on the same 
basis as if the employee had traveled by air. Travel time will also be allowed on 
the same basis as if the employee had traveled by air. The employee will charge 
the City only the time that would have been required to make the trip using airline 
transportation. All time used in excess of air travel time shall be charged to 
employee leave time.  
 
Travel requests should indicate the number of hours the employee is away from 
the duty station. Do not include weekend hours unless employee normally works 
on the weekend.   The amount of time lost from regular City duties shall be 
considered in determining the mode of travel. 
 
All travel requests should be screened to limit trips, number of individuals 
traveling, points to be visited, itineraries, and durations to those that are essential 
to the performance of department mission.   
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Departments may also limit the amount of costs allowable on the trips due to 
budgetary and other constraints.   Allowable costs are only those authorized as 
documented on the Travel Request executed for each trip. 
 
Departments should retain all files and forms related to trips authorized by the 
Department in good order and easily accessible in the event of an audit by the 
City’s internal audit or external auditor as requested by the City Manager. 
 

5.0 Methods of Payments for Travel 
 
 Generally, there are three different ways to pay for travel expenses.  A 

combination of these three methods can be used; any or all methods can be used 
to accommodate the travel expenses for employees.    Regardless, however, of the 
method(s) used, they must be reconciled in accordance with Section 13 of this 
manual.  The reconciliation process is critical to ensuring that all payment 
methods are reconciled at the completion of a travel.   In addition, original 
receipts should be maintained for all expenses incurred.     

 
 Once a Travel Request has been approved, costs may be incurred using the 

following three methods: 
 
  1. P-Card 
  2. Departmental vouchering process 
  3. Travel advance 
 
 5.1 P-Card  
 
 The P-Card method is the preferred method of payment.  All 

registration, conference fees, airline and car reservations, and hotel 
accommodations should be made using the P-Card.    These expenses 
may be charged by the Central Booking Agent as defined in Section 
14.1 of this manual or by individual P-Card holders.   If more than 
one individual is traveling, one P-Card holder may book all travel for 
the group to his/her P-Card to expedite the travel process.   This needs 
to be adequately documented in all of the corresponding related 
Travel Request(s).    This should be approved by the Department 
Head on the Travel Request. 

 
 Since the P-card program has been implemented, departments should 

not use any “Ghost Cards”.  This has been a prior practice and should 
be discontinued immediately. 

 
 Per Diem and other costs may also be reimbursed to the employee 

through the Out-of-Pocket module in the P-card system.   These types 
of costs should only be reimbursed at the completion of a trip and in 
conjunction with the reconciliation of the Travel Request.   
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 5.2 Departmental vouchering process 
 

 In the event that a P-Card is not acceptable method of payment, the next 
preferred method is the Departmental vouchering process.   This requires 
the Department to process a voucher (i.e. check) for the registration and 
other costs.   All supporting original documentation should be retained 
with the voucher with a COPY attached to the completed, approved Travel 
Request.    A purchase order may also be issued and provided to the 
employee to hand-deliver to the organization as deemed appropriate.   

 
 5.3 Travel Advance  

 
A travel advance may be prepared and processed through the 
Departmental vouchering process as indicated in 5.2 above.   Travel 
advances are authorized on the basis of an approved Travel Request.    
Generally, travel advances will be made for hotel and meal per diem 
allowances.     It is rare that a travel advance is made for the registration 
and/or seminar costs.   
 
In lieu of a travel advance, employees with P-cards should consider a 
reimbursement through the P-card’s Out-of-Pocket reimbursement system.  
See Section 13.0 for specific instructions regarding reimbursement. 

   
6.0 Local Travel/Training (Intra-City) 

 
6.1 Actual cost for registration fees (and meals if included in fee) at 

conference or meetings when attendance is approved in advance and is a 
requirement of the job or in the interest of the City because of essential 
information.    Lunches for local travel/training outside of those included 
in the registration fee are not allowed unless  strictly authorized by the 
department. 

 
6.2 If a city vehicle is available for use, employees must use this method of 

transportation rather than a personal vehicle unless employee receives a 
monthly allowance for gasoline or a car allowance as described in Section 
6.3 of this Manual.   In instances where use of a personal vehicle is 
required, the employee will be reimbursed at forty-eight and one half cents 
($0.485) or latest amount set at the Standard Mileage Rate established by 
the Internal Revenue Service. When a personal vehicle is used for the 
convenience of the employee and approved by the Department Head, 
reimbursement will be at forty-eight and one half cents ($0.485), or latest 
amount set at the Standard Mileage Rate established by the Internal 
Revenue Service. 

 
6.3 City employees who receive a monthly allowance for gasoline or a car 
 allowance shall not be entitled to receive any reimbursement for local 
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 travel expenses in addition to the said gasoline or car allowance, and is 
 prohibited from driving city-owned vehicles for other than emergency 
 purposes.  
 
6.4 Generally, a Travel Request Form is not necessary when traveling within 
 the boundaries of the City of El Paso.   
 
6.5 In any event, no payment will be made for travel expenses between a City 
 employee residence and the assigned place of work.   For example, if an 
 employee drives from his place of residence directly to the location where 
 the conference is being held and back to his residency, no payment shall 
 be made.    
 
 

7.0 Travel Other than Local 
  

 All travel other than local shall necessitate a written document indicating 
approval.  The City utilizes the Travel Request Form, or “Travel Request” to 
document such approval.   A Travel Request must be prepared and submitted in 
accordance with the guidelines in this Manual.  See Section 13.0 of this Manual 
for specific instructions on filling out the Travel Request.  No reimbursements for 
any travel will be made unless this form is filled out in its entirety and appropriate 
signatures have been obtained. 

 
 A Department Head or budget authority shall approve all Travel Requests.  In the 

case of the City Manager, the Mayor will approve the travel.   
 

In the case of the Mayor and the City Council, the City Manager or his/her 
designee will review the travel.   This review will be to ascertain the municipal 
purpose of travel, however, it is generally the responsibility of each member of 
Council and the Mayor to ensure that the travel is for such a purpose.     

 
7.1 Prior to Travel 

 
A Travel Request must be submitted in advance of the travel.  Each 
department is required to establish guidelines regarding this timeline. 
 

7.2 After Travel  
 
 After each travel, the Travel Request reconciliation shall be completed 

within ten (10) working days after the conclusion of the travel.    
 
8.0 Registration Fees 
 

Requests for attendance at conferences, training sessions, or other meetings, must 
be supported by a program or other evidence of the opening and closing dates and 
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time, the fee rate, and meals that are included.   The Department shall not pay for 
expenses for registration or tuition which are not allowed or are considered 
unreasonable.  Registration costs are authorized to the extent necessary to transact 
official business; expenses of “tour packages,” “golf excursions” or any other 
similar, extra-curricular activities offered in connection with conference 
registration are not allowed. 
 
It is preferred that registration fees be paid directly by the Department Central 
Booking Agent using an issued P-Card to the sponsoring organization if feasible.  
The next preferred method is through the departmental vouchering process.  A 
purchase order may also be issued to the employee and payment may be made 
from an invoice.    Regardless of payment method, a receipt should document the 
amount of monies paid for the registration fee. 
 
If none of these options exists, the registration fee will be advanced to the 
employee and it will be his responsibility to pay the vendor.   A receipt or some 
other proof of the fee payment shall be submitted with the Travel Request 
reconciliation when the fee is paid by the employee out of advanced funds. 
 

9.0 Transportation  
 

9.1 Commercial Air Transporation 
 
 All commercial air transportation reservations shall be processed 
 according to the following procedure:  
 

a. Travel should be planned sufficiently in advance to take advantage of 
reduced fares. Pricing may be obtained from the Internet, telephone or 
other means to be determined as the most expedient and most cost 
effective way to purchase the airfare. 

b. Coach fare shall be considered standard for air travel, however, the 
most economical available shall be utilized, i.e.,  discount fares where 
feasible. 

c. Tickets purchased from the Internet should be sent to the Department 
requesting the airline tickets.  

d. If a situation arises that during travel additional fees or fares are 
incurred they must be substantiated by a receipt and written 
justification, and will be subject to approval as provided.  

 
9.2 Vehicular Transportation 
 

All vehicular transportation shall comply with the following:  
 

a. Travel in a City vehicle may be authorized if it is in the best 
interest of the City considering such factors as time required, 
destination, travel distance, and number of persons in the travel 
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group.   Gas, oil, and other service station assistance are generally 
considered an authorized expense. The appropriate charges will be 
applied through the Internal Service Fund. 

 
b. Travel by personal vehicle for City business, at the reimbursement 

rate of $.485 or the Standard Mileage Rate established by the 
Internal Revenue Service per mile, may be authorized if 
commercial transportation is not practical and a City vehicle is not 
available. Travel by personal vehicle for the convenience of the 
employee is reimbursable at $.485 or the Standard Mileage Rate 
established by the Internal Revenue Service. Odometer readings 
from employee’s residence or official work site (whichever is 
shorter distance) to final destination and return should be used to 
calculate mileage.   Internet sites, such as MapQuest.com may be 
used to calculate mileage.  However, the reimbursement shall not 
exceed the least expensive coach fare available, at the time of 
travel, as stated previously.  

 
c. When authorized, car rental reservations should be made by the 

Department or individual traveling in advance.  A rental car may 
be authorized when determined to be necessary.  “Necessary” is 
defined as a rental car is needed to conduct official business and 
other alternatives, such as public transportation, are either more 
costly or impractical due to the exigency of travel.  Generally, a car 
rental should not exceed the full-size option and should be the 
most economical option available.  Luxury vehicles are not 
considered an appropriate option unless there is specific 
justification for the rental.  Insurance should be purchased from the 
rental car agency when personal insurance companies will not 
insure a driver using a rental car and must be supported by the 
receipt.    Gasoline is considered an allowance expense.  Travelers 
should fill up rental car gas tanks prior to returning to the agency 
in order to avoid exorbitant fuel charges. Gas receipts are to be 
submitted with the Travel Request Form when reconciling the 
form after the travel. Rental Cars are generally not an authorized 
expense if employee’s lodging is at conference hotel.    

 
9.3 Ground Transportation 
 
 Ground transportation shall be only for what is considered reasonable and 

necessary and must be supported by actual receipts.  This includes 
expenses for use of taxis or airport limousine in connection with travel.   It 
should be noted that most hotels provide a shuttle service to and from the 
airport free of charge. 
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10.0 Lodging/Hotel Accommodations 
 

The allowance for lodging must be determined from information provided by the 
hotel when reservations are made, unless otherwise approved by the City Manager 
or Deputy City Managers in emergency travel situation. Such approval must be 
obtained in advance except for circumstances beyond the control of the employee 
and must be supported by actual receipts.  
 
The City shall pay the actual cost of hotel room or use the basis of per diem as 
outlined in the GSA Schedules. When traveling abroad or outside of the 
continental United States, per diem rates for foreign travel will apply, otherwise 
use the domestic rates listed.   In the case of the City paying for the actual cost, 
the room rate must be substantiated by an original hotel issued receipt that 
indicated all charges and payments credited.     Reimbursement using the Per 
Diem rates need not have supporting receipts.  Either method should be 
documented on the Travel Request.  
 

11.0 Meals 
  

The City will only reimburse for meals using the most current GSA Schedule and 
is the maximum amount that will be reimbursed.  To determine the maximum per 
diem allowance, use the most current applicable Federal Register for that specific 
geographical destination.  When traveling abroad or outside of the continental 
United States, per diem rates for foreign travel will apply, otherwise use the 
domestic rates listed.  These schedules can be found at 
www.gsa.gov/federaltravelregulation or www.gsa.gov. Click on “Per Diem 
Rates.” 
 

 Per Diem allowance for meals shall be pro-rated for the day of departure and the 
day of return according to the number of meals the time frame of travel actually 
covers in accordance with the following schedules:  
 
 Breakfast-Between 6:00 a.m. and 11:00 a.m.  
 Lunch-Between 11:00 a.m. and 5:00 p.m.  
 Dinner-After 5:00 p.m.  
 
Reimbursement percentages should be as follows:  
 
 a)  At Designated Geographical Area  
 
  Breakfast-Between 6:00 a.m. and 11:00 a.m.  20%  
  Lunch-Between 11:00 a.m. and 5:00 p.m.   30%  
  Dinner-After 5:00 p.m.     50% 
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 b) Leaving and Returning to El Paso  
 
  (1) Flights leaving before 8:00 a.m. - Breakfast  

(2) Flights leaving between 11:00 a.m. and 1:00 p.m. - Lunch  
(3) Flights leaving between 5:00 p.m. and 8:00 p.m. - Dinner  
(4) Flights returning between 8:00 a.m. and 11:00 a.m. - Breakfast  
(5) Flights returning between 2:00 p.m. and 5:00 p.m. - Lunch  
(6) Flights returning after 6:00 p.m. – Dinner  

 
c) Meals included in registration fees, or provided by another agency 

may be deducted from the per diem reimbursement allowance. 
 

11.1 Food and Beverage Policy 
 

In order to ensure that the Food and Beverage Policy as approved by the 
City Manager is also adhered to during travel and related activities, it is 
included in this section of the manual.   It is excerpted in its entirety as 
follows:   
 
Section I – Allowable expenses  
Elected Officials and Department Heads may use their discretion in 
authorizing limited purchases of food, beverages and meals for specific 
municipal purposes with City Funds.    If a meal is an integral part of a 
function, then it is up to the Department Head to make a determination 
that the meal is allowable. Food, beverages and meals may be purchased 
in accordance with the following guidelines: 

   
1. Items must be purchased for authorized “events” that serve a 

municipal purpose.    Appropriate events include but are not limited to 
the following:  

 
a. Parks dedication ceremony  
b. City-recognized board meeting 
c. City-sponsored awards presentation 
d. Scheduled staff training session 
e. Testing sessions where volunteer assessors and employees are 

not released or breaks or meal times 
f. Council and Staff meetings held during normal meal hours 

where employees are not released from work  
g. Expenses may be authorized to pay for meals for officials, 

dignitaries and others invited to City events, as authorized by 
the Department Head. 

h. Expenses must adhere to City’s procurement, P-card and 
Travel Policy guidelines as outlined in the respective manuals.  
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2. Funds may only be used if budgeted 
 

a. Only the funded food and beverage account (503115) may be 
used with the exception of discretionary funds as outlined in 
Section III below. 

b. Prior to a purchase using petty cash or the P-card, the budget 
must be in the appropriate account. 

 
3. Items may be purchased through the City’s vouchering process, petty 

cash or using the City’s P-card.   All procedures are documented in the 
City’s purchasing, petty cash and P-card manuals and should be 
followed accordingly. IF USING A CITY P-CARD FOR FOOD, 
BEVERAGE AND MEAL PURCHASES,  THE APPROPRIATE 
AUTHORIZATION MUST BE RECEIVED PRIOR TO USING 
THE P-CARD.  Regardless of the method used, receipts must be 
retained in order to document the specific municipal purposes.     

 
a. In accordance with the P-card manual, P-Card holders must 

submit receipts on a timely basis.   If food, beverage and meal 
expense receipts are not turned in on time, they will be 
specifically disallowed and individuals will have ten days to 
reimburse the City for these expenses.  Failure to do so will 
result in the loss of P-card privileges indefinitely and 
individuals will have their paycheck garnished for the amount 
owed.   

 
Section II – Non-allowable expenses 

    
City staff is prohibited from using City funds for any personal 
financial gain.  The following must be adhered to:   
 
1. Individuals are not permitted to use City funds, P-cards or 

petty cash in El Paso area restaurants for their personal 
meal regardless of function unless the meal is an integral 
part of the function. 

2. Individuals may not seek reimbursement for meals for 
family members or non-business related guests.  

3. Under no circumstances are City funds to be used for the 
purchase of alcoholic beverages, unless otherwise allowed 
by City ordinance. 

4. Purchases of bottled water are disallowable unless a 
municipal purpose is specifically identified. 

5. City employees are not to establish working lunches where 
the City pays for the meal unless meeting the event 
conditions specified in I-1 above. 
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6. Meals where only City employees are present unless 
meeting the “event” conditions specified in I-1 above.  

 
Section III - Discretionary Funds 

 
In addition to the above requirements specifically outlined in Sections I 
and II, Mayor and Council are prohibited from using their discretionary 
funds for purchasing food locally unless it is for a specific municipal 
purchase as outlined in Section I above. 

 
Discretionary funds should generally not be used for local meals and 
entertainment purposes since Mayor and Council representatives receive 
an expense allowance for these types of purposes.  For example, a meal 
between a representative and a constituent or vendor should not be paid 
out of discretionary funds.   See the Administrative Policy on the use of 
Discretionary Funds. 
Additionally, P-cards should be used mainly for travel and related-travel 
expenses.  Meals for travel can be purchased in accordance with the City’s 
travel policy.    

  
 

Section III – Non-compliance 
 

Individuals violating this policy may be: 
 

1. Required to reimburse the City for unauthorized personal 
expenses.  If an individual fails to the reimburse the City for 
unauthorized personal expenses upon request, the following will 
apply: 

 
a. Possible permanent loss of use of P-card 
b. Garnishment from paycheck. 

 
2. Subject to disciplinary action up to suspension or possible 

termination. 
 
 

Section IV – Other issues 
 

Adequate documentation must support all expenses, regardless of method 
of payment (i.e. P-card, voucher or petty cash reimbursement).     An 
adequate description must be written on the face of every receipt to ensure 
that it may be easily identifiable as a City-related business purpose.  For 
example, a description of the meeting date, purpose and attendees should 
be written on the face of the receipt. Any P-card purchases without 
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sufficient documentation will be deemed disallowable and the provisions 
of Section III-Non-compliance will apply. 

 
All actual receipts for food and beverages must be retained by the 
department and be specific and detailed in nature to determine the actual 
items being purchased.  For example, a receipt from a restaurant should be 
detailed to determine amount of meal, meal type purchased, and beverages 
purchased.   

 
12.0 Other Expenses 
 
 12.1 Long Distance Telephone Calls While Traveling  

 
 Telephone calls shall be for what is reasonable and necessary, only for 

official City business and must be supported by appropriate 
documentations relative to cost and purchase and with the approval of the 
Department Head.  Long distance telephone charges will be allowed for 
official business calls and will be governed by the following:  

   
12.1.a Calls to City offices shall be made on a collect call basis; all other 

business related calls to locations other than City offices shall be 
paid by the employee, who will be reimbursed upon submission of 
appropriate documentation relative to cost and purpose and with 
the approval of the Department Head.  

 
12.1.b. Calls for other than City business shall not be made at City 

expense. One (1) telephone call to the employee’s family 
indicating a safe arrival is permissible for reimbursement. 

 
12.2 Miscellaneous Expenses 

 
 Other miscellaneous expenses shall be submitted along with the original 

receipts and are subject to approval if they were not documented on the 
original, approved Travel Request Form.  No unauthorized expenses or 
payments shall be made for such expenditures as entertainment or for 
items that fall under City procurement guidelines.  Items such as alcoholic 
beverages, dry cleaning service or any other personal service are not 
considered allowable and are not reimbursable. 

 
 In no event should an employee incur an expense while traveling over the 

$3,000 small-purchase threshold.  Expenses above this amount should be 
referred to the Departmental level for handling. 

 
Porter services or tips shall only be what is reasonable and necessary and 
should not exceed $10.00 total.  Items under this limit shall not require 
any receipts. 
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If miscellaneous expenses are charged to an individual’s P-card, these 
expenses will be reconciled at the time of the monthly P-card 
reconciliation and copies attached and noted on the approved Travel 
Request Form.   
 
If a cardholder needs to purchase an item with personal cash, there are two 
ways to get reimbursed by the City.  The first is to include this in the 
Travel Request reconciliation process and request the amount through the 
departmental vouchering process.   
 
The second method is to enter this information in the ‘Out of Pocket’ 
expense section of the P-Card statement. The OOP module is designed for 
DEBIT only, which means that at the end of each P-card cycle, a DEBIT 
will be provided to an individual’s checking account.   

 
 

13.0 Travel Request Preparation and Reconciliation 
 
 The most important procedure related to travel is the Travel Request and its 

preparation and reconciliation.   The Travel Request is a form prescribed by 
OMB and the Financial Services Department that is prepared either by a Central 
Booking Agent or an individual and submitted for approval to the authorizing 
department head, which is subsequently used for Expense Reconciliation. 

 
As defined in Section 3.0 of this manual, an “Open” Travel Request is one that is 
considered “open” when an expense report has not been filed with the Department 
Head and any refund of travel advance due the City or reimbursement due the 
employee has not been paid.  A “Closed” Travel Request is an authorized Travel 
Request is considered “closed” when an expense report has been filed, reconciled 
and any refund of travel advance due the City or reimbursement due the employee 
has been paid.   Only after a Travel Request is closed may it be filed for audit 
review purposes and is considered complete at the department level. 

 
13.1 Travel Request Preparation 

 
To open a Travel Request, an employee submits a Travel Request for 
travel to the Department Head for approval.  The following basic 
information is necessary in order to complete an Open Travel Request: 

 
• Name of employee traveling 
• Employee’s Identification Number 
• Position or Title of Employee traveling 
• Date submitted for approval 
• Originating location of travel (usually City of El Paso) 
• Final destination 
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• Times and dates of the trips 
• Total number of hours away from duty 
• Indication of intra-City travel 

 
After the basic information is completed, the Travel Request should list all 
of the expenses that will be incurred as a result of the travel requested.  
Transportation, lodging, meals, registration costs and any other anticipated 
expenses should be listed on the Travel Request.  Expenses requested 
should be in accordance with the policies outlined in this manual. 

 
After approval and ONLY after approval, expenses can be paid for in 
three ways: 

 
1. Expenses can be paid through the P-card. 
2. Expenses can be paid through the Department’s vouchering 

process system. 
3. A travel advance can be made to the employee traveling. 

 
 

13.1.1 Pcard charges 
 

Generally, the Pcard should be used to pay for expenses such as 
registration fees, airfare, rental car charges, gas charges and 
lodging.   Meals may be charged, however, these charges must 
NOT exceed the per diem limits allowed by the policies outlined in 
this manual.  See Section 11.0 – Meals in this manual.  If meals are 
charged, the reconciliation process is even more critical to the 
process. 

 
For expenses incurred out-of-pocket such as meals and for which 
no travel advance has been provided, employees should enter per 
diem or actual receipts (to the extent allowed by the Travel 
Request) in the P-card OOPs module.  Reimbursements through 
the OOPS module are submitted through a batch file of ACH on 
the midnight of the last day of the approval period.  It will take 4-5 
business days to reimburse the user’s account.   

 
13.1.2 Payments through Departmental Voucher (including Advances) 
 

For payments through the Department’s voucher system, the 
original receipts for lodging, transportation, and registration fees 
shall be retained with the voucher.   A COPY of the voucher and 
the receipts shall be attached to the Travel Request and noted in the 
space provided on the Travel Form.   The voucher number and 
amount should be listed in the Estimated Expenses Column under 
“PAID DIRECTLY TO VENDOR THROUGH VOUCHER.      
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Any advance shall also be listed under the AMOUNTS PAID TO 
EMPLOYEE column under Estimated Expenses on the Travel 
Request form.    A copy of the Travel Request should be attached 
to the Original Voucher requesting the advance.     A copy of the 
voucher and check should be attached to the Travel Request.  

 
Travel advances will not be made in the following circumstances: 

 
1. No travel advances shall be made to employees who have a 

prior “Open” Travel Request.   Such Open Travel Request is a 
failure to file the required Expense Report(s) and/or repay the 
unusued portion of any travel advance within the ten (10) days 
after the conclusion of travel, unless such delay has been 
authorized by the City Manager, or designee. 

2. Travel advance is less than $50.00 for the employee traveling.    
Employees will be reimbursed at the end of the trip when the 
Travel Request is reconciled.    

 
13.2 Final Reconciliation 

 
After the trip has been completed, employees should complete the 
“Expense Report” section of the Travel Request and provide all receipts 
necessary to CLOSE the Travel Request. 
 
The employee should determine the amount due to the City or from the 
City to the employee.  If funds are due to the City (i.e. if the advance 
exceeds expenses reimbursable under provisions of this directive or in the 
event of the cancellation or indefinite postponement of travel for which an 
expense advance has been issued),  monies due the City shall be paid 
within ten (10) days to the Department’s Central Booking Agent.  The 
employee should submit a check or cash for the amount due in full.    
 
If reimbursement is due, a check may be issued directly to the traveler or 
the reimbursement can be made through the P-Card’s OOPs module as 
indicated in 13.1 above.  Reimbursements under $1.00 will not be 
necessary.     If an employee does not wish to receive a reimbursement, 
then that must be indicated on the reconciliation.  
 

 The Department shall retain the applicable Travel Request along with all 
related documentation for audit purposes.   The Travel Request will then 
be considered closed.    
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14.0 Responsibilities of Department 
 
 Department Heads may establish internal guidelines in order to manage travel 
 more efficiently within their department.  Any additional guidelines may not be 
 less stringent than those outlined in this manual. 
 
 It is the Department’s sole responsibility to ascertain that funding is available for 

travel incurred by their employees as well as for travel of others traveling on 
departmental business.   

 
 It is the Department’s responsibility to ensure that both the Department Head and 

the Assistant Department Head are not absent from the Department at the same 
time or arrangements have been made to ensure coverage at the department level. 

 
14.1 Central Booking Agent  
 
 Departments may designate an employee as a Central Booking Agent in 

order to centralize all travel for employees within the department.  The 
Central Booking Agent will handle all travel and may be issued a P-Card 
through the Financial  Services Department to conduct travel transactions 
such as airline reservations,  hotel accommodations, etc.  The Central 
Booking Agent should ensure that sufficient purchasing authorization as 
well as travel authorization is set up for use on the assigned P-Card.  Refer 
to the P-Card Manual for specific procedures on the use of the P-Card. All 
authorized P-Cardholders agree to abide by the guidelines set out by the P-
card manual, and all other City procurement policies and procedures.  

 
The Central Booking Agent must also have access to the PeopleSoft 
Financials system in order to determine if adequate funding is available 
PRIOR to the approval and authorization of the travel.  The necessary 
budget transfers should be processed prior to the travel to ensure funding 
availability.   
 
The Central Booking Agent MUST fill out a Travel Request Form for 
each individual that is traveling and must obtain approval from the 
Department Head or budget authority prior to finalizing and incurring 
costs on behalf of the City.  All Travel Request Forms should be 
maintained in a central location for audit purposes. 

 
  14.2 Individually-managed Travel 

 
 Employees may also be allowed to handle travel arrangements on a 

individual basis.   Employees that travel MUST fill out and submit a 
Travel Request Form prior to making reservations.  Generally, an estimate 
of the costs of the trip should be submitted to the department head or 
budget authority for advance approval.  It is the Department’s 
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responsibility to determine whether there are sufficient funds in the 
accounts prior to approving the travel.  Only after approval has been 
obtained, should an employee proceed with incurring actual costs for the 
trip.  

 
 Employees that travel should request a P-Card to be issued under the 
 City’s P-Card procedures.      The employee (traveler) will need to gain P-
 Card authorization 4 weeks prior to the expected departure date. All 
 authorized P-Cardholders agree to abide by the guidelines set out by the 
 City of El Paso P-card Manual, the City of El Paso Procurement Manual, 
 and all other City policies and procedures.  
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Appendix A 
 
 
 

Travel Request Form 



CITY OF EL PASO

T R A V E L    R E Q U E S T

At Least 15 Working Days PRIOR to Travel, Complete Form and Submit To: Department Head

NAME:                 DEPARTMENT: DATE SUBMITTED:

MODE OF TRAVEL: DATE COMPLETED*:

DEPARTING LOCATION:
HOURS AWAY FROM 
DUTY:

FINAL DESTINATION: Intra-City Travel?
[ ] YES

Prior to travel fill out "ESTIMATED EXPENSES" section. After return fill out "EXPENSE REPORT" section.
ESTIMATED EXPENSES Expense Report

Transaction Date Amount Voucher No. Amount

Advanced/Paid 
through Voucher 
(List No/Amount)

Out-of-Pocket Module 
through Pcard

1 TRANSPORTATION: Yes/ No Amount Comments

Airfare      [ ] Round       [ ]  One way -$                    -$                   -$                    -$                       
Airline:   
Vehicle  [ ]  City           Miles: -$                    -$                   -$                    -$                       
              [  ]  Personal   Miles: -$                    -$                   -$                    -$                       
Rental Car     # Days     Rate:          -$                    -$                   -$                    -$                       
Company

Ground Transportation                      -$                    -$                   -$                    -$                       
   Describe:   

Gas Credit Card Requested   [ ] Yes -$                    -$                   -$                    -$                       
2 LODGING AND MEALS:

Lodging:  Per Diem or Actual (circle one)   

                      Nights    Rate: $/night -$                    -$                   -$                    -$                       
Hotel (specify):   
Meals           Days         Rate:  $/day -$                    -$                   -$                    -$                       

3 REGISTRATION COSTS:

Total Cost of Seminar/Registration fees -$                    -$                   -$                    -$                       
Vendor:
Address: 

4 OTHER (Describe): -$                    -$                   -$                    -$                       
 (1)  (2)  (3)  (4)

 TOTAL -$                    -$                   -$                    -$                       

$0.00

Employee: Date:

Department Head/Budget Authority: Date:

City Manager, if applicable: Date:

APPROVALS AFTER TRAVEL: EXPENSE RECONCILIATION
Date:

 TOTAL APPROVED EXPENSES -$                              
     LESS:  Amount Paid by Pcard Statement Date: -$                              
                Amount paid directly to vendor(s) -$                              

Date:                 Amount advanced to employee through voucher -$                              
               Amount paid through OOPs module in Pcard   Statement Date: -$                              
 AMOUNT DUE "TO" EMPLOYEE
 AMOUNT DUE "FROM" EMPLOYEE

Distribution: Department Head and Employee *Date Completed to be filled out upon return of travel.

Staff Assigned to Travel:

Department Head/Budget Authority:

(Items Advanced to Employee or to be Reimbursed 
through OOPs module)

Receipts?

Signature:                                                                                               Date:

     Account/Fund/DeptID/Class/Grant or Project                                

Sum of Total Columns (1+ 2 + 3 + 4)

POSITION/TITLE:EMPLOYEE NO.

PURPOSE OF TRAVEL:

From:    

Destination:    

From:    

Paid Directly to Vendor through 
VoucherITEM Expenses paid by P-Card Amounts Paid to Employee

      Date, Hour, Arrival:  

Within 10 Days AFTER Return Attach All Receipts and Submit To: Department Head

TRAVEL EXPENSES

Employee Acknowledgement:  I have received and read the City Travel Manual and 
understand that I am responsible to account for all expenses of this trip with receipts where 
appropriate.  I also understand that I have ten (10) working days from the date of my return 
to complete the "Expense Report" section of this form to request additional funds 
reimbursement from the City or pay back any unused funds that have been advanced to me. 
If I fail to do so I authorize the City to deduct any amount I owe as a salary deduction.

APPROVALS PRIOR TO TRAVEL:

Destination:   

      Date, Hour, Departure:     

      Date, Hour, Arrival:     

      Date, Hour, Departure:     


