. PARTICIPATING ADDENDUM FOR
THE STATE OF ALABAMA

NASPO

" ValuePoint

NASPO ValuePoint
PARTICIPATING ADDENDUM

TRAVEL MANAGEMENT SERVICES
Lead by the State of Oregon

Master Agrecment#: .7540 _
contractor: CORPORATE TRAVEL MANAGEMENT NORTH AMERICA,
INC. | , ,
Participating Entity: STATE OF ALABAMA

MASTER AGREEMENT TERMS AND CONDITIONS:

1. Scope: This Addendum covers the Travel Management Services led by the State of Oregon
- foruse by state agencies and other entities located in the Participating State jor State Entity]
authorized by that State's statutes to utilize State contracts with the prior approval of the

State's Chief Procurement Officlal,

2. Parficipation: This NABPO ValuePoint Master Agreement may be usad by the Department
of Finance. The Departmerit of Finance may provide services to other agencies through the
Concur booking tool. Issues. of interpretation and eligibliity for participation are solely within
the authority of the State Chief Procurement Official. : ' '

3. Pdmary Contacts: The primary contact Individuals for this Participating Addendum are as
follows {or theif named successors): :
Contracto B
Nume: Corporate Travel Management North Amerlca, Inc.
“Address: | 101 Edgewater Drive, Suite 110, Wakefiold, MA 01880
- Telephone: | 888-781-5300 —
Fax: 781-496-2008

Email: brandon.franke@travelctm.com




Name: Jaeri H, Elifs

Address: | 100N, Union St. Suite 192 Montgomery AL

Telophone: | (334) 242-7259

Fax: | (334)242-4419

Email: jeeriellis@purchasing.alabama.gov

4. PARTICIPATING ENTITY MODIFICATIONS OR ADDITIONS TO THE

MASTER AGREEMENT

These modificatioris or additions apply bniy to actions and relationships within the Participating Entity,
Participating Entity must check one of the boxos below,
[ .1 No changes to the terms and conditions of the Master Agreement are required.

[X_] The following changes are modifylig or supplementing the Master Agreement terms and
conditions, See Attachment "A” '

5
6.

8.

"Reserved™.
Subcontractors: All contators, dealers, and ressliers authorized in the State of Alabama, as
shown on the dedicated Contractor (cooperative contract) website, are approved to provide
sales and service support to participants in the NASPO ValuePoint Master Agresment. The
confractor's dealer particlpation will be in accordance with the terms ahd conditions set forth in
the aforementioned Master Agreement. .

Qrdars: Any order placed by a Participating Entity or Purchesing Entity for a product and/or
service available from this Master Agresment shall be desmed to be & sale under (and
governed by the prices and other terms and cond itions) of the Master Agreement unless the
parties to the order agree in writing that another contiact or agreement applies to such order.

Lease Agreements; "Reserved™.

ontracts or Reayests for Service: Any Contract or Request for Service Issued by an
Authorized Purchaser for a Product and/or Service avallable from this Master Agreement shal|
be deemed to be a sale under (and govemed by the prices and other terms and conditions) of
the Master Agreement unless the partios to the Contract or Request for Service agree in writing
that another contract or agreement appliss to such Contract or Redquest for Sarvice,
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Earticipating Addendui Integration; “This Addendum andthe Master Agreement set forth
the entira agreement between Confractor and Parlicipating State with respect tothe subject

matter, There are no understandings, agresments, or representations, oral or written, not
specified hereln. Any attempt to modify or add or incorporate terms and conditions inconsistent
with, and contrary to, the terms and condltions of this Addendum and the Master Agreement
through a Contract or other documentis null and void and hereby rejected. The termsand .
conditions of this Addendum and the Master Agreement shall prevall and govern in cage of any

aittempted modifications or incongsistant tarms,

IN WITNESS WHEREOF, the parties have executed this Addeadum as of the date of execution by

both parties below,
Participating Entity: Contractor: Cotporste Travel Management
ALABAMA North America, Inte.
Signature: Signature

C @g AL b
Michael A, Jories | Matthéw Cummings
Title: Title:
Porchasing Director * General Manager

~ /il

Date:

Tahe

[Additional signatures may be added if requived by the Participating Enilty
For questions on oxecuting a participating addendum, please contact:

Cooperative Development Coordinator; Tim Hay -
Telephone; ' 503-428-5705
Email: thav@nasnovainepoint.org

{Please ensatl fully executed PDF copy of this document to

fo support documentation of participation and posting in
' appropriate data bases.]




EE kDg UL VahieF viaster Avreement
TRAVEL MANAGEMENT SERVICES
: NO, 7540

Purpose: - ' . | ,
The State of Alabama desires to adjoin for Travel Management Service Nuniber 7540,

- Mandatory Source: ' _
This contract is for use by the Departmient of Finance. All other state agency's use of this

contract will only be through the online booking tool, Coneur, together with any agent
bookings needed to fulfill the Concur travel reservations. Vehicle rentals under this
agreemont shall utilize the pricing established in the Siate of Alabama mester agreement
mumber MA 999 16000000019, held by Enterprise Leasing Co South Central {(copy -
provided).

Choice of Law, Venue, Remedies: - _

This contract will be governed by the laws of the State of Alabama. Should alternative
dispute resolution be utisuccessful, the parties acknowledge and agree that the State of

- Alabama and jts departments and agencies are immune from lowsuit for money damages
under Article I, Section 14 of'the Alabama Constitution of 1901, Fyrther, the Coniract
vondor acknowledges and agrees that the sole remedy for money damages shall be the
filing of a claim with the State Board of Adjustment. The parties consent to the
jurisdiction of a state or federal court sitting in Montgomery, Alabama for regolution and
disposition of any dispute for which the courts do have Jurisdiction under either state or
federal law, ' : .

Not to Constitute g Debt to the State: '

The terms and commitments contained in this master agreement shall not consiitute a
debt to the State of Alabama, in the incutring of which is prohibited by Bection 213 ofthe
Offioe Recompilation of the Constitution of Alabama, 1901, as amended by Amendment

No. 26.

Certification Pursnant to Act no, 2006-557: :

Alabama Law (gection 41-4-116, Code of Alabama 1975) provides that every contract
executed shall contain a certification that the vendor, contractor, and all of its affiliates
that make sales for delivery into Alabama ot leases for use in Alabama are registered,
collecting, and remitiing Alabama state and local sales, use, and/or lease tax on all
taxable sales aud leases into Alabame. The contractor is hereby certifying that they are in
full compliance with Act no, 206-557, they are not barred from bidding or entering into g




contract pm:éuant to 41-4-116, and acknowledges that the awarding authotity may deolare
the conitract void if the certification is false, | ' o

Foreign Corporation - Certificate of Authority:
Alabama Law provides that a foreign corporation (an out-of-state company/firm) may not
transact businiess in the State of Alabaria unti] it obtains » Certificate of Authority from
the Secretary of State Section 10-2B-15.01, Code of Alabama 1975. To obtain forms for
8 Certificato of Authority, contact the Secretary of State, Corporations Division, (334)
242-5324,

Contract Leagth:
Section 41-16-27, Code of Alabama 1975 states that contracts for the purchase of

personal property or contractual servicey sther than personal services shall be let by
competitive bid for periods not greater than five years, This agreement shall not exceed
the original terms of the contract/agreement nor shall it exceed five (5) years whichever
comos first, : '

Vendor Subscription: o
Contract vendors must maintain a Vendor Self Service (V88) profile and be actively
subscribed and remain active with State Purchasing for the life of the contract,
Subseriptions mey be completed by following the "Pay Subscription Fee" link at
su/procurementslaars.alabama,govor follow the Vendor Self Service fink at

Alabama Immigration Law: ,

Contract vendor must comply with the requirements of the Beason-Hammon Alabama
Taxpayer and Citizen Protection Act (Act 201 1-535) and as amended by Act 2012-491,
See page 4 of Attachment A, ‘

Boycott: ‘ :

Inn compliance with Act 2016-312, the contractor hereby certifies that it is not cirrently
engaged i, and will not engage in, the boycott of a person or an entity based in ot doing
business with a jurisdiction with which this state can etjoy open trade, '

-Disclosure Statemeni:

Seotion 41-16-82, Code of Alabama 1975 requires the disclosure statement to be ,
complated and filed with all proposals, bids, contracts, or grant proposals to the State of
Alabama in excess of $5,000. In citcumstances where a contract is awarded by
competitive bid, the disclosure statement shall be required only from the person recejving
the contract and shall be submitted within ten (10) days of the award, :

Late Payments: _

Penalty for agencies paying invoices late may not exceed the rate charged by State of
Alabama Comptroller's Office. Service fees shall be invoiced at time of ticketing and/or
reservation completion and charged to the procurement oredit card provided to Contract
Vendor by agencies for such purposes.

The sole remedy for money damages shall be the State Board of Adjustment, Sections
41-9-60 et seq., Code of Alabama 1975,



Non-appropriation of funds:
Continuation of any agreement between the State and a bidder beyond a fiscal year is
contingent upon continued legislative apptopriation of funds for the purpose of this bid
and any resulting agreement, Non-availability of funds at any time shall cause any
agreement to become void and unenforceable and no liquidated damages shall acorue to
the state as a resalt, The State will not ncur liability beyond the payment of acorued
agreement payment,

Proration: .
Any provision of a contract resnlting from this bid to the contrary notwithstanding, in the
event of failure of the State to make payment hereunder as & result of partial
unavailability, at the time such payment is due, of such sufficient revenues of the State to
make such payment (proration of appropriated funds for the Stats having been declared
by the governor pursuant to Section 41-4-90 of the Code of Alabama 1975), the
contractor shall have the option, in addition to the other remedies of the contraot, of
renegotiating the contract (extending or changing payment terms or smounts) or
terminating the contract. ' '




STATE OF ALABAMA

Department of Finance
Division of Purchasing
100 North Union Street, Sulte 192
Monigoméxy, Alabama 56130-2630
‘Telophone (334} 2427250 Fax (334) 24244419
www.purobesing. alebame.goy
Kay Ivey Michae! A, Jones
Governgr Stato Purchasing Director
Clinton Carter
_ : Jorry W. Young
Diseotor of Financs . Stats Furchusing Deputy Drector

Dear Vendor:

Your company has been identified as the recommended awardeo for a procurement by the
Division of Purchasing for the State of Alabama. "The Beason-Hanmon Alabuama
Taxpayer and Citizen Proteation Act (Act 2011-535) and as amended by Act 2012-491
affects this award. This law requires that as a condition for the award of any contract by
the State to n business entity or employer that employs one or more employees, the
business entity or employer shall not knowingly employ, hite for employment, or
continue to employ an unauthorized alien within the State of Alabama, Tt firther states
that the business entity or employer who employees one or more employees within the
State of Alabama shall provide documentation establishing that the business is enrolled in
the B-Verify program. In order to coraply with B-Verify requirement of Act 2011-535,
you employ persons within the State of Alabama, it is necessary that you provide a oopy
of your E-Verify MOU signed by both your compeny and the Department of Homeland
Security. To enroll in the B-Verify program visit www.dhsgov/e-verify . The E-Verify
MOU is required within 5 ealendar days of this request. E-Verify documentation
should be identified with the bid number and buyer name, You may emait the MOU to
the buyer, The mailing address {s: State of Alabama, Division of Purchasing, PO Box
302620 Montgomery, AL 361302620 The courler ot hand delivery address is: State Of
Alabama, Division of Purchasing 100 N, Union St: Suite 192, Montgomery Alzbama
36104, -

If your company does not employ persons within the State of Alabama, sign this
letter and return to us within 3 calendar days by one of the means listed above,
Failure to provide documentation within 5 calendar days of notification will result
in the rejection of your bid, If you have-quesﬁpna please contact us at (334) 242-7250,

Corpordia. Trowel ngmc%wmu)r Lor-h ~Hmeries, Anc -

DOES NOT employ persons within the State of Alabama

i » l ;)
_ (printed nam% Q@%%ﬂ%%%\ 13

4

¢, (company name),




State of Alabama
Disclosure Statement

Required by Article 3B of Title 41, Code of Alabama 1976
B COMPLETING FORM -
~coeiecte . Wave! Wownazemonst Nerth Bmerea Loy .

190 Dack Ten Plaes Dove . SuTo Nes
ﬁ%m‘Tx ‘ 7%@%&@’“ ' AX| -315= 2100

MENT THAF WILL REGRIVE @ . SERVICE q] L AWARE
ADDRESS |
T, HATE, ZIP TELEBHONE NUMBER e

Thig fopm Is provided with: '
. ﬁ‘zqntqact [ Proposat L] roquest for Proposal [ ] ivitationto e~ [ vt Proposal

Have you anlﬂ of your partners, divisions, ot any refated husiness units previously performed work or provided goods to any State
AgencylDapartment in the ourment or last fiscal year? -
) l:] Yas M Ne

If yes, Identlly below the State Agenoy/Department that recelved the goods or services, the tysels) of goods or servicas previcusly pro-
vidad, and the amount tecelved for the provision of such goads or services.

TYPE OF GOORSISERVICES AMGINT RECEIVED

STATE AGENGYDEPARTMENT

Have you or any of your partners, divisions, or any related business units previously applied and received any grants from any State
Aganuyfﬂaparﬁnant%e surpant or last fiscal year?

D Yoy - No

if yes, identify the Blate Agonoy/Deparimant thed awarded the grant, the dale such grart was ewarded, and the smourt of fhe grant.

STATE AGENCYOEPARTIIENT DATE GRANT AWARDED AVDUNT OF GRANT

1. List below the name{s) and address(es) of all public officials/public employees with whom you, members of your Immediate family, or
any of your employees have a famlly refationship and who may directly personally beneft financlally from the proposed transaction,
ldentity the Siate BepartmatttAgency for whioh the public officlals/public employacs work, (Attech additionsl sheefs if NEcessary.)

ADDRESS

STATE DEPARTMENTIAGENCY

NAME OF PUBLIC OFFICIAL/EMPLOYEE

Page 1 of 2




2, List below the name(s) and address(es) of all family members of public officials/pubilc ompivyaes with whom you, members of your
immediate family, or any of your employees have a family relationship and who may directly parsonaily beneftt financially fom the
proposed transaction, ldentlfy the publie officlals/public employess and State Department/Aganay for which the publio officisls/public
empioyees work, (Attach additional shests if necesaary,) -

NARKIE OF PUBLIC QFFICIALL SIATE DEPARTRENT!
PUBLIC EAPLOYEE AGENCY WHERE EMPLOYED

NAME OF

FARMILY MEMBER ADDRESS

o

It you Identified individuals In itams one and/or two above, desaribe In detall below the direct financial beneft to be galned by the publio
offictals, public employess, and/or their family members as the result of the contract, proposal, request for proposal, Invitation to Hd, or
grant proposal. (Attech additional shaets if necessary,)

Desotlbe In detall below any indireot financlal benefts o be galned by any publio offiolel, public employes, andior family members of the
publi offiial or public amployse es the result of the contract, proposal, request for proposal, nvitation to bid, or grant proposal, {(Aftech
addifional sheets if necassary.} _ .

List below the name(s) and addtess{es) of all pald consultants and/or loblyists uliilzed to obiain the contract, proposal, requaest for pro-
posal, Invitation to kld, or grant proposal: .

| NANE OF PAID CONSULTANTILQERYIST ADDRESS

By signing helow, | certily under oath and penally of parfury that alf statoments on or attached to this form are true and coirect
to the best of my knowledgo. I further understand that a civil penally of fen percent (10%) of the amount of e transacifon, not
10 excood $10,000.00, Is appllad for knowingly providing incorrect or misleadtng Information.

%MMM ahg

Signatura — / J’ - Date - Notary Public
Commonwealth of Massachusetts
"‘ \ a\\ g ) ; My Commission Expires

P

: , October 31, 2019
Noiary’isignatura O Date Data Notary Explras

Arifole 3B of Title 41, Code of Alsbama 1975 requires the disclosura statement to he vompleted and fed with all prz’npasaia, bids;
doiriracts, of grant proposels to the Slafe of Afabama It exesss of 35,000,

Page 2 of 2 Ravtser: 002013




State of Alabaina

" Départiient of Fhianee” T v e e

Division of Purchasing
Master Agreement

Modification

MAS’I‘ER AGREEMENT NUMBER'  MA 999 16000060019 _ NOTTO EXCEED AMOUN‘I‘ ‘
Begin Date: 12/11/2015 - _ Provurement Foldor: 13307

Expiration Date: 12/16/2018 Procurement Type: Master Agreement
Solicitation Number: Replawes Award Document:
Award Date: Ropleced by Award Docisnent:
Modiffcation Date: 10/03/17 . Version Numbee: 5

Patrick Hemme - o Patrick Hemme - : © o+ Patvick Hemme -
3342427173 . 3342427173 34240173
Pu.!ﬁmme@pmhmmg.a!nbamu.gov Pammm@pumhasiﬁ_-gw Pat.Humm.pm'ohasing.alubammgov

thlalekemd TISHR

Ship Fo _ ' kéﬂﬁll To:

L-.F A AT TR i 3
i 5 gﬁm‘qv}u‘ﬁ‘ ;-f‘uc T gt

T

VCO00D04759: ENTERFRISE LEASING CO S0UTH CEN

eSS
100 CAPITAL COMMERCEBLVD Parker Huobexts@ehi,.com

. |SUITE 550
MONTGOMERY AL 36117

TntoPeited:  Coatnfrec 08,2017 ) Pogs Number:  {




TS S e T COMMODIEY 7 SERVILE INFORMATION - T ST e SR TR

Line Unit Price Servieo Amount. | Sorvice From | ServiesTo |... Linie Sub Total ..i.. . . Liue T;tnl-l

| 7 DAY 34000000 Y ' $0.00 T R
97514000000 - DO NOT USE: Lse &-digit code.
Vehicle Rentat , '
Vehicle Rental, Compact Car, Daily* NotwAlort Pickup Onily.
Tine | Quantity | UOM | Uai¢ Frice Bervies Amount | Service From | ServiosTo | Lime Sub Toril Line Total
3 R L3 $422.000000 $00 $0.00 oy
87514000000 - DO NOT USE: Use B-dight code,
Vehicle Renta _ _ ,
Vehicle Rental, Compact Car, Waakly * Non-Alrport Piokup Only.

.Lina, Quantity | YOM Unit Price Service Amownt | Service Prom | . Service To Line Sab Total Line 'ﬁ,m
B ) DAY $30,00000 | $0.00 ' w50 oY)
7614000000 - DO NOT USE; Use S-digit code, ' - —

1Vehicls Rental
Vishiole Rentsl, Intsrmediate car, Dally * Non Alport Pickup Oniy.
Line | Quantity { UOM Uit Price. Servico Amount | Service From | Servies To Liue Sob Total Lire Totak
[l ¢ Wil $234.000000 T : $0:00 oy
97614000000 - DO NOT USE: Use 5-digit code, " ' —
Vehiole Rerital ' ager,
Vehicle Rental, Infermediate Car, Weekly * Non-Aliport Pickup Only. ﬂ
Line | Quantity | TOM Unit Price 1 Service Amount ﬁi« From: Seﬁi« To | Line Sub Totat Ldne Totul
5 ¢ DAY _ 344500000 3000 peemy D “En
§7814000000 - 3O NOT USE: Use S-digit cods,
Vehiole Renfal '
Vehidie Rental, Full-8ize Car, Dailly * Non-Altport Pickup Orly.
Line | Quantity | UOM Unit Price’ Service Amount Service From | Serviee To Line Suby Total ' Line Totn}
v I WK §246,000000 TR - ' $000 00D
87514000000 - DO NOT UBE: Use §-digt aode, :
Vahicle Rental
Vahicle Rental, Full Size Gar, Weekly * Non-Alrport Plckup Only,
" Linc_| Quantity | UOM | Unit Price Service Amount | Service From | SorviesTo | Line Sub Toter” Line Total
i I DAY $70.000000 3000 ) $0.00 (i
97514000000 - DO NOT USE: Use B-digit cuda. : T
Vehicle Rantal .
Vehicle Rental, Full-Bize Luxury Gar, Dally * Non-Alport Plokup Only,
Line | Quantity | UOM Unit Frice Bervies Amount | Sufﬁco From | Serviee To Line Sub ‘Tatal Line Fotud
! o TWE $o0000000 | 50,00 000 £
97614000000 - DO NOT USE: Use S-digit cade.
Vehicle Rental .
Vehicle Rental, FullStze Luxury Car, Waekly * Non-Alrport Pickup Only.
Line | Quantity | DOM Unit Price Service Amount Survice From | Servies To Line Sub Total Line Total
v B DAY $65.000000 So.00 ' oo o
97614000000 - DO NOT USE: Use B-diglt code,
Vehicle Rental
Vehicle Rental, Mid-Size 8UV, Dally * Non-Alport Fickup Only,
Dot Belntod:  Ovctobior 03,2017 [




R T

-+ CONHIGDITY | SERVICE INPORMRTION T~ 77 R

T A ":_':-:. ) g-'j,‘nl._‘.’!f; W

¥

Jdne .| Qnantity L UOM-} - Unit Prics. . .| - :ServiceAmouwat . | ServiceFrom-|-SorvicoTo | .. le;Sub"‘ra‘l’a! oy . - LIna:Toti'al‘ Ve
% ? WE $190.000000 600 ‘ i 0.0 Y
187614000000 - DO NOT USE: Use 5-igit cods,
Vehicle Rental
Vehicle Rental, Mid-Sfza SUV, Woekly * Non-Alrport Pickup Grly,
Lite | Quautity | YOM it Prive ﬁm» Amount: Service ¥rom | Scrvica To Lite Sub Total Litte Tota]
i1 7 DAY | $S0.000000 w0 0.0 w00
87514000000 - DO NOT USE: Use S-dlgit code.
Vohicle Rental _
Vohicle Rental, Full-Size SUV, Dally * Nen-Airport Piokup Only.
[ Line Quentlly | VOM | Unit Price Seryiee Amoupt | Service From | Service To Ling Sub Fotal Line Total
T 3 WK 540000650 00 w00 .00
97614000000 ~ DO NOT USE:; Use S-digh cods, ' :
Vehicls Rental
{Vehicla Rental, Full-Size SUV, Weskly * Non-Alport Plokup Oniy,
Line | Quantity | UOM Unit Price Service Amount Service From | Servies To Lite Sub Total Linie Total
i ] DAY | 364000000 T 00 #0400 W10
97514000000 - DO NOT USE: Use 6-diglt code, '
Vahicle Rental . ' ) _ .
Vehicla Rental, Mini-Van, Dally* Non-Alrport Plckup Only,
Line | Quantily | UOM | UnltPrice | Bervies Amet Service'Te | Tino Sub Total Lie Total
i 8| Wk 300000000 000 ' 00 0
97614000000 - DO NOT USBE: Uss 5-diglt eode,
Vehioje Rantal . _
Vehicke Rental, Mink-Var, Weekly * Non-Alrport Plokup Only.
Line | Quantity | UOM |  Unit Price Service Amount | Serviee From | Service To Ling Suh Yotal Line Tomd
T o DAY $99.800000 $0.00 : [y .00
" Jg7514000000 - DO NOT USE: Use S-tligit code. '
Vehicie Renlal .
Vehicle Rental, 16-Passenger Van, Dally Non=Alrport Plokup Ony,
Line | Quantity | UOM | Unit Pries Sorvies Amount | Service From | ServiceTo | Ling Sub Tomsd Yine Total
15 i WK $3594.000000 - $0.00 ' 000 000
7514000000 - DO NOT USE: Usa S-dlight code, o
Vehicle Rentdl
Vehicle Renfal, 16-Passenger Van, Weakly * Non Alrport Pickup Only,
. Line Qu#nﬂty UoM Unit Frice Service Amount Servico From § Service To Line Sub ‘Total Line Total
7 o DAY 00000 | 5000 - Y W00
H7614000000~ DO NOT LISE: Use G.dight coda,
Vetilclo Rentat _ -
Vehicie Rentsl, Gargo VEn, Dally * Non Alrport Plckup Only,
Line | Quuniity | VOM Unit Prics Service Amount Sorviee From | Service'T's Line Sub Tﬁm Line Tofal
o 0 ] WK $300,000000 $0.00 5000 000
97514000000 - DO NOT USE: Usa 5-dight code,
Vshicle Rental
Vahicle Rental, Gargo Van, Weekly * Non-Airport Pickup Only,
DretoPrintock  Dotobpr 03,2017 Pags Nunbert 3
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s o S T R e .
Bl I YRR gt fe e T e

- i o e o T
: ServiceAmonnt | Service From |- Servico To [~ Lino Sub Totab .. |-
B ¢ DAY 000000 1000 3000
97514000000 - DO NOT USE: Usa t-digit code,
Vehicle Rental
Vehicle Rental, Compact Car, Dally* Almport Pickup Only.
Lioe | Quawtity | UOM | Unit Price Service Amount Service From | Bervice To Line Sub Total Line Total
20 [ W 264000000 $0.00 $0.00 .00
87814000000 - DO NOT LUSE: Use 5diglt code.
Vehicle Renial
Vehicle Rentd, Compact Car, Weekly * Alrport Plokup Only,
"Lins_ | Quantily | UOM | Unit Price Servics Annenst__ | ServiesTrom | SoriseTo | Timesen Total LinaToinl
21 0 DAY $a0de000 | 00 ' 00 5
97614000000 ~ DO NOT USE; Use 5-digif coda,
Vehlele Rental
Vehicle Rental, Intermadiate Car, Dally * Alrport Plckup Only,
Line | Quantity | YOM |  UnitPrico Servios Amount Service From | Servieo To Line Sub Total Line Total
T [ WK $270,000000 000 7 0o Y000
87614000000 - DO NOT USE; Use S-digit code. '
Vehivle Rardal, _
| Vehicle Rental, intermecdiate Car, Weekly * Airport Pickup Only.
Line | Quantity | UOM Uhnit _P:;ice | Serviee Amount - Service To Line Sub Total * Line Total
) 0 DAY 347000000 .00 "$0.00 ' T
87514000000 - DO NQT USE: Use S-diglt coda, '
Veticle Rental ‘ o -
Vehicle Rental, Full-Slze Gar, Dally * Airport Pickup Only.
Line | Quantity | UOM | Unit Priee Servies Amount__ | Sevvice From | ServiceTs | Line Suls Tots) Line "I‘om'l -
Y] 0 WE S282.000008 900 - .00 Y
47514900000 - DO NOT USE! Use S-digit code.
Vehicle Rental :
Vehicle Rental, Full-Size Gar, Weekly * Arport Plokup Only.
e | Quatity | UOM [ Unit Prics Serviee Amount | Servico From | ServicsTo | Ling Sub Total Line Total
2% 4 DAY | £80.000000 _ s 3000 T
87614000000 - DO NOT USE: Use 8-igit code, o -
Vehicls Rental
Vehicla Rental, Full-Size Luxury Car, Dally * Alrport Plokup Only
Line { Quantily | VOM T Unit Price Service Amonnt Sarvice Froms | Service To Lins Sub Total Line Totul
% 0 WK, $480. 000000 .00 ‘ e ot
87544000000 - DO NOT USE: Use B-digit code,
Vehicle Rental ‘ _ .
Vehicle Rettal, Full-Size Luxury Car, WeeKly * Airport Plskup Only,
Ling | Quontity | vOM |  UnitPrice Serviee Awount | Sovvies From | Servies To Line Sub Tatal Line Total
] 0 DAY $7500000 $0.00 5000 oy
97614000000 - DO NOT USE: Use 5-diglf code, -
Vehiele Rental .
Vehlcle Rental, Mid-Sizo SUV, Dally * Alrport Pickup Only,
Dato Prioted:  Clobuber 03,2047 o v




T T T CONMODTY ] SOROICR INFORMATION., - = Lo e S T
UOM.| - Unit Price- 1 - Service Amount- | Service Brom-{-ServiceTs | - Line: Sub 'l‘otnl u“ 'l‘ot*nt .
‘ WK | $450.060000 10.00 ' .00 T
97514000000 DO NOT USE: Use 5-diglt code.
Vehick Rental
Vehiolo Retal, Mid-Size SUV, Weekly * Airport Plckup Only,
 Kine Qnanﬂty oM | Unit Price Service Amount | ServiceFrom | ServiceTe |  Line Sub Total Line Total
29 DAY $104:600000 YT 20,00 $0.00
97514000000 - Da NOT USE: Use S.digit code,
Vahicle Rental
Vahiole Rental, Full-Size 8UV, Dally * Airort Pickup Only,
Line | Quuntity | UOM. | Uni Price Servies Awmount | ServicaTrom | Servico To | Line Sab Tordl Yiwo Toted
30, ] WK $52,000000 : LT Shon Y
87614000000 - DO NOT USE: Usa 5-diglt code. -
Vahinle Rental
Vehicle Rental, Full-Size SUV, Weakly * Alrport Pickup Only,
Live | Quntity [ UOM | Vit Prics | Servico Amouat_| Servies From | ServicsTo | LineSeb Tota Line Tatal
3 DAY $73.000000 40,00 $0.00 w0
97614000000 - DO NOT USE: Use S-dight oode. .
Vahicle Rental P
Vehicle Rental, Mini-Van, Daily * Airport Blokup Only. o
Line Quautity UOM | Unit Price Service Amonnt o From s§wien To Line Sub Tatal Line Total
32 WE $450,000000 $0.00 T T
67514000000 - no NOT UBE: Use #-4igit code. -
Vehicle Rental
Vehiole Rental, Mini-Veh, Weekly * Alrport pickup Only,
Line Quanﬁ!y VOM UnttPrice Service Amount Service From | Seyvice To Line Swh Total L‘inc Total
E ' DAY $114,000000 $0.00 .00 YT
GTE1A000000 - DO NOT USE: Use 5-diglt code. )
Vehicle Rentaf
Vehicle Rental, 15-Passenger Van, Dally * Airport Pickup Only.
Line .Qusnﬁty VOM Unit Price Servi@oztmouni - S_wl':‘.e.B_‘rﬁm Service To Ling Sn.b Toial Lina Tatal
n WE SE54.000000 $0.00 600 S—
* 97514000000 - DO NOT USE: Use Sgit cods,
JVehicle Rental
Vehicle Rantal, 15-Pageanger Vian, Waekly * Alrnott Plokup Only,
Live Qualti‘lr TuoM | Unit Price Serviee Amount | Bervice From | Serviee To | Elas Bab Tora Line Total
8 DAY $34, 000000 $0.00 ' e T
97514000000 DQ NOT USE:! Use 5-digif cods.
Vehicle Rental _
'Vehicle Rental, Cargo Van, Dally* AlmOF’t Pickup Only.
Line | Quantity | UOM | Unit Price _Serviee Amount | Service From | Seevico To Line Sab Tdatal Line Totsl
1 ] WK $143.000000 0 T g
97514000000 ~ DO NOT USE: Use E-digﬂ@ode
Vehlole Rental
Vahiele Rental, Gargo Van, Weakly * Alrport Plckup Only.
Lplo Mdoted:  Ootober 13,2007 [T —



D R AT T A L Ty s RFGRUATON - 7 % I
~Line |- Quantity | UOM | Unit Price - | - Serviee Amonnt | Servics From |- Sevvice To | .- Ling Sub Fotal- - {-
N L $0.060900 $i.06 ' T

9633633 - FEES (NOT OTHERWISE CLASSIFIED)
FEES (NOT OTHERWISE GLASSIFIED)

These Include butare not limited to:
Customer Facliity Charge, Conoesalon Fee Recovery, Vehicle Rental Tax-and Sales Tax.

Use this line to pay any Out of Stete fees and taxes added on to your coritract renal prics when renting a vahiols outside of Alabama,

All tormy, eonditions, and sny amaendiments to solicliation ar prart of this contract.ax if fully reprodwend korel .

Approved: . Wﬁ‘k__

Purchasing Divector

DetsPrintod:  Ctobor 19,2017

Page Number: 6




F.  PAYMENT FOR REIMBURSEMENT OF TRAVEL EXPENSES

This saction detafls the policies and procedures for the pre-approval and reimbursament of travel
axpanses of persons iraveling on official business for the state or any of its departments, institutions,
boards, bureaus, commissions, councils, committees, or other like agencies, Travel approvale and

1. IN-STATE PER DIEM TRAVEL

Emplayess who traval In state should subimlt travei vouchers to the department as soon ga possibla after
fravel concludes. Expenses sholid be itemized on an In-sfate travel Form FRMS-B. The expensa form
must ba signed by the traveler by elther ofiginel or acceptable electronio signature. If the signature is not
legible, the fraveier must print their name below the signature. The Conptroliar's Office raguiies that the
paints of trevel ba shown for reimbursement of mileage. Tha points of ravel must be notated ag the city.
In addltlon, the hour of departure from and the hour of retum to base should be shown o the trave|
expensa form, ONLY when the emplo?ree i8 away from base for six hours or more and g enfiied fo per
diem, Thesa fimas should be notated In the stendard time format, not military time. For travel refated

&. Per Diem Allowance and Providing Meefs with Public Funds

Alabama law gives authority to the Governor to fix the amount aliowable to 8 pereon fnaveling in-state in
service of the state at not less than $75 per day, Code of Alabamag 38-7-20(=).

e curenk allowance for ovemight per diem Is $65.00 or $100.00 per day, depending on the length of
the trip, For travel recquiring ona overmight atay, tha traveier will ba pald $86.00 pet day. For travel
requiring stays of two or mére nights, the fraveler will be pald $100.00 per day.

The par diem i not to be paid to an amployae staioned at the same place in the State for a perod in
excess of two consecutive months, Affer two consecufive motiths, the per diem Is reduced to $75,00 per

Under no circumstances will an employee be paid an overnight travel allowance at the official station or
base or primary residence. For travel refated expenses, your base Is defined ss g clty or town, ¥ state
business raquires the traveler to be away from the base of officlal statior on weekends or hofidays, the
travelor wil be enfitfed to relmbursament for trave! for those days,

If the individual's travel s Interrupted for persanal convenlence or through the taking of leave, the travel
allowance may not exceed the costs that would have been Incurrad for authortzed uninferrupted traver,



This has bean Interpratad by the Nfomey Genefa! 28 applying to mileage and per dier, AG Oplnilon 8-
00371. The mileage claimed can chly be the amount claimad had the traveler left and returned to their

base,

No travel allowance shall be pald for a trip of lags that six Hours' duralion, For travel that does not regulre
an avemight stay, the traveler shall he paid & meal aliowance of $12.75 (#6% of the reguiar per dlem rate
of $85.00) for a trip of six io twelve hours' duretion, For travel in excess of twelve hours' duration, the
travaier shall be pald $34.00, which tepresents one meal allowance and one-fourth of the per diem
allowance,

No meal allowance will be paid i the traveler remains in the city where his/er hotme or base is lovated,
For trave! related experises, your base is defined ag a ity or town.

The general rule is that the State may not purchass meals for state employses using public funds,
However, there ara limited excaptions to the general rule. The state may provide meals when an
employee is requirsd to.attend tralning sassions, seminars, or other like group functions of when an
employes Is required to remain et thelr duty station to prepare for or fespond 1o an emergency event,
Gode of Alabama 36-7-20(e); AG Opinlon 2014-054. Publie funds mey also be used fo pay for meals and
‘refreshments served at & businees meating when the meeting lasts gil day and the partleipants work
through lunch, AG Opinion 2014-072. Fooq may be provided for shorter meetinge when the employee
would oftisrwise be entitled to a per dism allowanee, AG Opinlon 2014.072, It g meal is provided, the
state employes may not claim a meal allowance and e cost of the meals and refrsshments provided
throughout the day may not excead the amount allowable to an individual amployee for in-state travel, AG
Opinlons 88-00340; 2001 ~188. For quastiong regarding when thase specffic, limited exceptions right
apply, pieass contadt the Dapartmant of Finance, Legal Division at (334) 242-4220,

b. Reimbursement for Mileage Expenses |
Effective January 1, 2018, parsons traiveling on official business for the state or any of its depariments,

institutions, boards, bureaus, commissions, councils, commiltees, or other like Bgencies in privately
“owned vehloles shall recaive $.545 permile Ins liew of their achyal expensas for transportation, Officars
and empioyoes of the state are antiled to mileaga allowance from their base to destination and retum or
for mites actually traveled from home to destination and return, whichever is less. For fravei-related

expenses, your base is defined a3 a ciiy or town,
Milsage is 10 be reported i whole ml!as, 'ro_unded to the nearest whole numiber, To calculete the 'amount'

Internal Revenue Code for income tax datuctions, Employees based In the city of Menigomery are
required to use State Motor Pool vehlcles rather than privately owned vehicles, Reimbursement for
mileage will not be paid unfess the employee has a “for cause" exemption approved by the Diractor of
State Motor Pool or a certification from the State Motor Pool that no motor pool car was avajlable for uge,
A copy of the applicable document should be submitied with the travel claim, An exception applies when
the traveler wiil be away from his base a maximum of 50 miles (one-way). In this case, it Is not necessary
fo obtain a State Motor Pool sxamption, .

An etiployse who Ia elther called In alter hours or required to work an scheduled off days, due to.an _
emergency or other exceptional duty, Is entitied to relmbursement for necessary mileage Incurred in the
parformance of that duty, AG Opinlon 81-00345, When this oceurs, it should be notated on the travel
form so that it is verified that-only “allowable" commute miles are being claimed,

This has been Interpreted by the Aftomey Ganeral as applying to mileage and per diem. AG Opinion 8§~
00371. The milaage claimed can only be the amournt claimed had the traveler left and returnad to thelr




Note: Any metor poo! exemptions will need to be resubmitted and approved by the Director of State Motar
Pool for the time frame of one fiscal year (Ootober 1 - September 30), and should be Hmited In scopa.

¢. Required Receipts

Racelpts antor proof of payment are required to support the following expenses, éxoept whan the
disclosure of the Identity of the travéler would be defrimental o the Stale's intarest;

Registration fees « Include tomizec breakdown, if appliceble.

Oparating sxpenses of state-owned vehloles, such as gasoline and oll, emergency repairs or
Expenses of these vehicles, auch as punctures, parts, ete, Receipts for repairs must be temized
and conforn te the requirements of Purchasing (Section 6-5, B). The State tag number must also
be referenced on the Teceipt, : :

Travet releted foes such as paﬂﬁng, toll andfor taxi fess with notation of "t &nd “from",

Miscelianeous expenses. Recsipts must be itemized and conform to the mqﬁlrements of
Purchasing (Section 8-5, B),

d. Travel Document Comections
1. Correct Travel Errors Before Fayrolt Pick Up _
document (GAXT1) has beer: finalized and it has been veriiad with the Complotler's

If &an in-state travel

Office that Payroll has not captured the fravel filo yet, the document In STAARS can be edited to croate
a modified version of the original document, The nacessary changes can be mada to the document and
resubmitted to the Comptroller's Office for procassing. It is very important to contast the Accounts
Payable gection directly so the modified payment daocurment can be processed with the same payrolt fila

a3 the oniginal, Incorrect document
2 Corract Trave| Ervors After Payroll Plek Up

a. If a dupficate fravel document was paid or if & travelor was overpald for travel
- Expanse, & negative in-state travel docurment should be created in STAARS, This
gliows the averpayment to process through payrolf to include BNy nevasaary tax

effects that may be related, :

k. If an instate travel document was finallzed using an. Incorrect object code, the
correction will need o be made on a new GAXT1 document. This aliows the
gansacﬁon to process through payroll to include any necessary tax effects that may

o related,

2. TRAVEL QUALIFYING FOR ACTUAL AND NECESSARY EXPENSE REIMBURSMENT
- IN-STATE AND OUT-OF-STATE

a. General Guidance

- The guiding piinciple behind the policies and pracedures goveming travel is o travel respongibly, The
word "responsibly" means that the travaler axercises the same care in incurding expenses for travel in
service of the state that a prudent person wold exercise If fraveling at persanal expanse,



Travgler Responsibllite. An Individual treveling In service of the siate is responsible for 1) obtaining
. authorization and any reguired cartiftoations from the head of his or her agenay prior to traveling; 2)

Agency Head Responsibility, Agency heads are expectoat] to exercise good Judgment and sound fiacal
policy when approving travel. The traveler's agency head must authorize, In writing, any trave! for which
a iraveler intends to-seek relmbursetment from the state. The writien authorization must contaln the
agency head's certification that the trevelar's estimated reimbursable travel expenses have besn
reviewsd and approved by the agency head as being necessary, Additionaily, for in-state trave| where
actual axpenses are authorized, the agency head must certify 1) that the person is traveling ih saivige of
the state for the purpose of attanding or assisting In hosting a convention, conference, seminar, or other .
meeting of a state, regional or nationaf organization; and 2) the State of Alsbarmg orpersen fravellng Is a
duss-paying mambaer of the state, regional, or natlonal organtzation and has documentation of
membership on file, '

Travel by agency heads will continite to requlre tha Governor's appreval prior to departure. Other
parsons will seek pre-approval from their &gency head following the pollcies and procedures outlined
below. : '

008 Website, The out-of-stete travel wabsite (oos.alabarme.gov). will be utilized for gli travel pre-.
authorizations and relmburerment requests, with the exception of In-state par dism travel, Agency heads
Wil use the website for pre-authorization of trave| ang for all cartifieations or justifications that might be
required before and after officlaf fravel, Individuals must Litilize the wabslte for &l travel pre-authorizations
and posttrave! reimbursement requests ralating to reimbursemant of actual and necessary expenses,
whether for insate- or aut of atate travel events,

causing the traveler to incur additional travel axponses, suich as an extra night In a hote!, In order for

such unforesean expenses o be reimhbursed, a traveler should provide raceipts along with an explanation

of the circumstances when submitting a request for reimbursement, Additionafly, the agency head shouid
- cartify the Increased expense as nacassary. :

b. Guidancs for In-State Travef far Actual and Necessary Reimbursement

In-state travel for reimbursement of actual and Necessary expenses is authorized In§ 36-7.21 Code of
Alabarma 1975, as amendad, which states:

"Persons traveling In the service of the atate or any of its deperiments, institutions, boards, burenus,
commissions, councils, committess or other agencies...within the State of Alabama for purposes of
altending or asiisting in hosting a convention, confarence, semingr, or other meeting of o state, regional,
o natlonal arganization of whith the state or individual Is a dues-paying merber that Is held within the
state shall be allowed all of thelr actual and nacessary expenses in addition to the antual expenses for



tansportation, in-state travel authorized under this sectlon Is subject to the same documentation
requirements as out-of-stats travel.”

The law was emended by Act 2018203 which requires the head of the traveler's agancy, not the
Govemor as underthe previous law, to authorize any fravel for which a traveler Intends to seek
relimbursement from the state befora the traveler's departure, The traveler's Agency head must also
corilfy that the person is traveling i service of the state to 1) atterd or assist in hosting a convention,
conference, seminar, or other meeting of a state, ragional, or nationa! organization 2) of which the State
or fravaler Ia & dues-paylng member and hias documentation of membership on file,

o. Travel Authorization for In-State Actual and Out-of-State

Act 2018-203 amended Alabama Code§ 36-7.21 to raquire agency heads o approve all travel for which
a traveler intends to sesk reimbursemant from the state prior to the traveler's departure,

Traval by agency heads will continue 1 require the Goverrior's approval prior fo departure, Other
parsnns will- seek pre-approval from thelr agency head following the policles and procedures outlined
ow; ‘ : : '

For In-state travel to attand or asslst hosting anational, regional, or state organization conference or

similar function, In addition to the above requirements, an 2gency head must cerlify that the person fg
traveling In service of the state to 1) altend or assiat in hasting & convention, conference, seminar, or
other mesting of a state, reglonal, or national organization 2) of which the State or traveler ks & dues-

paying member and has documentation of marmbership on file,

Individuals traveling out-of-state in servics of the state or in-state to attend or assist hosting a national,
reglonal, or state corferance will utllize the out-of-state travel wabsite {vos.alabama.gov) to request
agency head pre-authorization. Agancy heads will utiiize the webslte to review and approve trave!
requests end provide any required certifications. :

Any existing trave! exemptions (excluding motor pool exemptons) must be resubmitted and approvag by
the Finanice Director for the fime frame of one flscal year (Qctober 1 - September 30), and should b

limited in scope.
d Travel Expenses for In-State Actual and Out-of-State

Individuals traveling out-of-state in sarvice of the stite or in-state to attend or asslst hosting a national,
regionat, or stete confarence will utilize the out-of-state trave| website {oos.alabama.gov) o submit
reimbursemerit raquests. Requests for relmbursemant should Include all requirad forms, recelpts,
itineraries and offier required documentation, The slestronic request and relmbursement forms can be
acrassed & oos.alabama.gov, These forms, recelpts, itinerary and any other altachments to the
payment request should bie audited by the employes's department before submission to the Comptrollar's
Office. Agency haads will utiliza the wabslie to review and approve fravel requests and provide any

raquired cerifications,

Mosls and incidental Expensas. Individuals traveling under this section wil receive a daily per diem for
meals and Incidental expenses (M&IE) bassd upon tha lacation (city) of duty in an amount that
corresponds with the U.S. General Servioes Administration MEIE per diam rates for the continental Unfted
States ("CONUS"). Current per dien rates can befound at iftos: iy 123, 0eviravel/olan-boalkde
dlemdates. Per diem Is a flat-rate sliowance Intsnded to cover costs for meals and incldenta] expenses.
Atraveler will not be required to submit racelpts for thesa items, nor will they be allowed to claim any
extra expanse related 1o them, A traveler will receive per diem, a8 outfined above, regardless of actual

expenses.




Incldental expenses include tips and sarvica oharges related to lodglng, baggegs, and transportation.

On travel days, e traveler will be entitied to per dism for M&IE &t a rate of seventy-five percent (75%)
the daily rate, For all other days for which the Individusl is iraveling, full per diem for MIE wiil be paid,
ME&IE wilt not be paid for personal days,

‘Travel-related expenses other than meals and i_nmdeﬁtal expenses require a recelpt for relmbursamant of
aclual expenses,

Repartura and Refurn. An individual fraveiing under this section wilf be allowed to depart home base oie
day Before the event for which the individual Is traveling bagins and retum to home base ane day after the
event concludes, regardisss of the event start time or end time If it is determined by the agency head to
he necessary, Agency heads are expected t exercise goud Judgment and sound fiscal policy when
approving frave] departure and teturn dates, The Complroller's offive may require written juesification in
casas where departure and retum dates oppear excessiva,

Social Events & Aofivitlas, Individuals traveiing under this section will be allowedto participate in social
events or activities that are par of the event for which the |ncividual s traveling (l.e. a confererice
sightseelng activity) 80 long as the sost of the soclal event or activity Is included In the overal cost of the
conference (La. ragistration fee). The State will not pay addifional foes for & travelsr fo attend such
events, Additionaily, if the soclal event or activity requires addltional fiie away from home base that
would not boour but for the social event or actiity, the travel ‘pre-approval must include written Justification
from the agency head, _

Baggage. For fravel under this section, the state will relmburse baggage feus charged by commercial
carriers based upon the duration of travel, For frips that last two nights/three days, the atate will
raimburse a traveler the actual cost for one checked bag. For trips that last three nightsfour days to six
nighta/saven days, the state will relmburse a fravelar the actual cost for fwo chacked bags. For trips that
last longer than seven days, the state will reimburse a traveler the actual cost Tor two checked bags plus

the sctual cost of laundry service,

A travaler will be required to-submit receipts for the cost of checked baggage and laundiy service, if
applicabils, to be reimbursed,

If a traveler Is entitled to relmbursemant for two chécked bags (L.e. If a trip lasis thres nights/four days or
tonger), but Instead chooses to chack ane overweight bag, the siate will reimburse the actuat cost of the
overweight fee provided that It does not exceed the cost of checking a second bag. Recelpts for the cost
of overwaight baggaige are required for reimbursement,

Tips for sieycaps or baggage handiers are included in per dier for MBHE and will not be reimbursed as a
travel-related expenses, ,

Transportation. The traveler Is responsibla for selecting the mode of transportation, preferably the lesist
coslly to the State, and obtaining approval from agency hoad. The traveler is entitied to raimbursemant
for actual and neocessary exponses Incurved baged on the authorized mode of transportation. Below ara
policies and procedures regarding fransportation. If a travel scenaric exials that is not specifically
addressed In the following policles and procedures, agency heads will use discretion In declding whether
fo approve a mode of transportation considering the best Interast of the state and sound fiscal Judgment.

For shott distahes travel (i.e. ieas than 8 hours travei ime via vahicle), the order of preference for mode of
transportation Is 1) an agency-owned vehicle; 2) state motor pool vehlcle; and 3) the travaler's personal
vehicle. Commercial alrfare may ba utllized for fong distanca trips, Parsonal vehiclas may be ulifized for
long distance trips only ¥f the mlleage cost for the trip is less than the cost of a round-rip commercial
girline ticket or motor pool costs fo the trave! destination.




An agancy head may pre-approve up to $150 for a traveler o utliize local transit such as taxi or subway
service while ut the travel iocation, A traveler must subrmit receipts. for local transit in order to qualify for
ralmbursement. A traveler who spends more than $150 on local fransportation may be relmbursed for
actual expenses In excess of $150 by providing recelpts and additional wiltten Justification for the local
transit in excess of the pre-approvad amount,

If & traveier has an agency-owned vehicle, a motor pool vehicle, or a personal vehicle at ihe trave! oite,
the traveler may stil be authonized by the agency head to utifize local transit during the travel provided
that the use of loval transit is work-refated, reasonable and not excassive, For example, golng fo dinnar
while in trava! status or to an off.site conferance-sponsored event will qualify for reimbursament; going fo
a nightelub, bar, or sightsseing will not qually for reimbursement, In.cases that qualify for
reimbursement, & traveler will be expeotad to provide an explanation for the expenditure, provide receipts,
and will be relmbursed for actual expenses incurred. This ie infended to provide flexibllity to travelers who
are working In a location whera driving or parking Is particulatly difficult or onarous.

The State will reimburse reasenable parking fees. An agenoy head shovid only authorize self-parking
uniess valst parking is 1) the only aption available; or 2) no more coetly than self-parking; 3} medical,
. safefy or ather reasons justify paying for allemative parking options. If othor than selt-parking is
authorized, the reimbursement should contain an expianation and Justification for Incurving a greater
expense for parking, ' : '

Tips related-to transportation (shuttle, UBER, taxi) exe included in par diem for MBIE and willnot be
reimbureed as a travel-related expanse,

Milsage Expenges. Relmbursement for mileage axpenses for parsons traveling in privately owned
vehicles is covered by Code of Alabama§ 38-7-22, as amended. Effactive January 1, 2018, the mifeage
reimbursement rate Is $.546 per mile. The approved slectronio map with miteage calcutation must be
aftached. Mileage relmbursement must he approved by the agency head on the Reguest for Out of State
Travel, Employees who are authorized to travel In alther a State or privately-owned vahicls shall be
raimbursed for the amount of parking pald while on travel status, Aftorney General's Opinlon issusg
Soptember §, 1052, :

Mileage Is to-be reported in whole miles, The total number of miles fs to be caloulated and then multiplled

by the ourent mileage rate for the entire fravel statement,

Lodging. A traveler should stay at the hotei that Is hosting the conference or event for which fravel
occurred and obtaln the gavemment or conference lodging rete, A traveler may choose a less-expensive
hotet provided that the choice of hotel will not substantially Increane fransportation costs, Incurring
lodging coats that exceed the conference or government rats must bo Justified In writing and approved by
the agency head prior totraves. - '

Tips for bekthop and maid services are Included In per diem for M&IE and wil fiot be reimbursed as a
travel-related expenge. | _ .

Annual Leave of Parsone 2 2efore or After an Official Travel Event, Indivicuals fraveling under this
seciion may deslre to take annual leave or personal time befora or after official travel, I such tHges, the
State will reimburse a traveler for costs incurred as if the personal time were not included. For sxampls,
traveler attends a conference in service of the state In Scottsdale, Arizona, The conference begins on
Monday and concludes on Friday, The traveler desires to spend the weekend sightseaing in Sooltsdals,
end ratums fo Monigomery on Sunday, The State will reimburas the fravaler the lesser of 1) actusl costs
of airfare; or 2) for the cost of a tound-trip alrline tioket as If the traveler departad on Sunday befora the
conferance and retumed to Montgomery on Saturday followlng the conference. The traveler will nof ba
entitled to reimbursement for any expsnses Incurred following the officlal fravel day. In the hypothetical
involving travel to Scoltsdale, the travaler would be entitied to Teimbursement for fadging casts on Friday
night, and partial per diem for Saturday (he cfficial retumn travel day), but na other expenses would be
raimbursed.




Recelots Raguired. Recsipts will he raquired for the following expenditures, except whare the disclosyre
of the identity of the traveler would be detrimental to the State's inferest:

COmmerblal transportation (sconomy fare), vehicls rental {the State does not pay for rental
insurance), and gassiine purchases,

Motelf hote! lodging (single rate only).
- Reglstration fees with ifemized breakdown.

- Opetating expanses of state-owned vehloles, such as gasoline, ofl, and amergency repalrs,
Repalrs must ba temized and conform to Purchasing requirements (Section -8, B).

Travel related fees such as parking, toll and/or tax] faes andl miscellaneous expenses, Recelpte
must be itemized. Tax! foes should be sharad whenever possible during an event, Miscellansous
expanses must.conform o Purchasing requirements (Section 6-5, B),

uest, The Comptroller's Ofiice requires that the hour of

_ imiol shown on the ltemized travel form for audli purpoges.
The approved travel request, pre-authorization, and any requlred reGelpts should be altached to requests
for reimbuirsement, If the offiolal travel Is attendance at a conference or other planned event, silach g
copy of tha itinerary. All pre-approval fravel requasts should be submitted via oos.alabama,gov and
reimbursement requasts should ufiiize the form generated byOOs, - :




