Reporting Service Subscription Agreement
For Internet Access
to SafeMeasures®
#805-S0811

This Agreement is between the National Council on Crime and Delinquency, a non-profit
corporation organized under the laws of New York, with business offices in Madison,
Wisconsin, USA ("NCCD"), and the County of El Dorado, a political subdivision of the State of
California and its Affiliates (collectively, “Customer”).

BACKGROUND AND
PRODUCT DESCRIPTION

A. NCCD has developed and owns all rights, title, and interest in a certain child welfare
reporting service identified as the NCCD Internet Reporting Service, and referred to as
SafeMeasures®. SafeMeasures® uses case level data from a child welfare agency’s
management information system (MIS) and publishes it via a conventional web-browser
in a series of concise, interactive management reports.

B. SafeMeasures® is a subscription reporting service which permits cusiomers to monitor -
service delivery activity by navigating an extensive set of reports presented in graph and
chart format. These reports permit them to estimate current workload demand, plan more
effective service interventions, and monitor certain performance indicators established by
state or federal regulatory requirements. SafeMeasures® includes case level quality
control displays which agencies may employ to improve compliance with state or federal
performance audits.

Acknowledging the sufficiency of the consideration exchanged, the parties agree as follows:

1. Provision of Service.

1.1 Web Based Reports. During the Term of this Agreement, NCCD will provide
Customer with interactive web-based management reports, (“Management
Reports’) which permit the Customer to categorize agency compliance with
various measures, and permit Customer to identify the specific cases within each
category. NCCD will specifically:

(a) Provide Management Reports within 45 business days after first receiving
raw MIS data from the Customer, and

(b) Provide regular updates of Management Reports, provided that Customer
or another agency regularly submits raw MIS data to NCCD for
processing and analysis. Such updates will be provided within three
business days of receipt of the MIS data by NCCD.
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1.2

1.3

1.4

1.5

1.6

1.7

Access to Customer Data: If requested by NCCD, Customer will supply a copy
of the CWS/CMS databases, or specifically designated data tables therein, that
store agency data to be used by NCCD. If data is supplied by a third party,
Customer will authorize and facilitate release of the data to NCCD.

Access to Website Restricted: The right to access the SafeMeasures® website is
agency-specific to the El Dorado County Human Services Department. Only this
Department and its employees or agents may access or use the SafeMeasures®
website for the Department’s monitoring and reporting needs. Specifically, and
without limitation, the Department and Customer may not act as a relay or
intermediary allowing access to the SafeMeasures® website to any third party
jurisdiction, agency, individual, or business for any purpose.

Internal Business. Customer may only use SafeMeasures® for its own internal
purposes. Customer’s internal purposes do not include extending this service to
third parties, except that data may be provided to state and governmental
authorities if required by law. '

Competing Services or Products. Customer shall not use all or any part of
SafeMeasures® or its documentation to create a service or product that competes
with, or is used in a product that competes with, all or any part of SafeMeasures®,
regardless of whether such service or product is distributed with or without
consideration.

Copyright Ownership and License. Customer acknowledges that NCCD owns the
copyright in all graphic interfaces, reports, displays and formats, (“Original
Works™). NCCD grants Customer a fully-paid up license to display, reproduce,
and distribute the Original Works for its internal purposes for the Term of the
Agreement.

Training. NCCD will provide training as specified in Exhibit A. Customer will
provide training facility, equipment, and access to NCCD Internet training site.

Data Transmission. Customer, or other party supplying MIS data, shall use one of the

following methods to send weekly extracts of agency MIS data to NCCD for processing

and analysis:
2.1 Compact Disk. Customer or supplying party will copy data onto one or more

2.2

compact disks and mail to NCCD via overnight delivery service; or

Secured File Transfer Protocol (SETP) over Secure Shell (SSH). Customer or
supplying party will send data over a secure channel to NCCD’s secure SSH
server. This transfer may be made using a dedicated SSH file transfer client.

Reporting Service Subscription Fee. Customer will pay NCCD the fees (“Reporting
Service Subscription Fees™) according to the payment schedule specified in attached
Exhibit A and all applicable taxes related thereto unless Customer provides evidence that
Customer is exempt from such taxes.
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Fiscal Considerations: The parties to this Agreement recognize and acknowledge that El
Dorado County is a political subdivision of the State of California. As such, County is
subject to the provisions of Article X VI, Section 18 of the California Constitution and
other similar fiscal and procurement laws and regulations and may not expend funds for
products, equipment, or services not budgeted in a given fiscal year. It is further
understood that in the normal course of County business, County will adopt a proposed
budget prior to a given fiscal year, but that the final adoption of a budget does not occur
until after the beginning of the fiscal year.

County recognizes that SafeMeasures® is a subscription service. Once the annual
subscription fee has been paid, this fee 1s non-refundable except for provisions provided
in Section 5 of the Agreement. If County gives notice of cancellation of the Agreement
in the event of adoption of a proposed budget that does not provide for funds for the
services, products, or equipment subject herein, such notice shall become effective upon
the adoption of a final budget which does not provide funding for this Agreement and this
Agreement shall be automatically terminated at the end of the subscription year and
County will be released from any further liability hereunder.

In addition to the above, should the Board of Supervisors during the course of a given
year for financial reasons reduce, or order a reduction, in the budget for any County
department for which services were contracted to be performed, pursuant to this
paragraph in the sole discretion of the County, this Agreement may be deemed to be
canceled in its entirety at the end of the subscription year in which cancellation occurs.

Updates. During the Term of this Agreement, NCCD will provide to Customer updates,
error corrections, and modifications to SafeMeasures® displays (“Updates™) as such
Updates become available. Updates do not include modifications to displays specifically
requested by Customer. Any Customer requested modifications must be made by NCCD
at NCCD’s published service rates. NCCD reserves the right to use the displays created
for Customer, and analyses to produce such displays for other parties whether such
displays were suggested by NCCD or the Customer. NCCD shall not use any Customer
data in its publishing for other parties without Customer’s permission.

Term and Termination.

5.1 Term. The Term of this Agreement shall commence on July 1, 2008 and end on
June 30, 2010 unless earlier terminated pursuant to Section 5.3. Afier expiration
of the current Term, NCCD will not provide any Updates to Customer, and
Customer must cease all use of SafeMeasures®.

5.2  Renewal. If Customer is not in default of this Agreement, Customer and NCCD
may renew this Agreement for an additional one period (“Renewal Term”). Prior
to the expiration of the current Term, NCCD may, in its discretion, issue a
quotation of the Reporting Service Fees for the Renewal Term. Renewal of this
Agreement will be effective upon (2) NCCD’s issuance of a quotation of the new
Reporting Service Fees, and (b) NCCD’s acceptance of Customer’s corresponding
purchase order.
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In order to ensure continuous access to the SafeMeasures internet reporting
service, the effective date of any renewal contract will begin one day after the
previous contract expires. If a renewal contract is not fully executed and received
by NCCD within 30 days of contract expiration, NCCD reserves the right to
discontinue access to the SafeMeasures internet reporting service until a renewal
contract is in place.

5.3  Termination for Cause. A party may terminate this Agreement if the other party
commits a material breach that is not cured within 30 days of a written notice of
such material breach. This Agreement may be terminated immediately for a
breach of Customer’s obligation to pay fees under this Agreement or a breach of
Sections 1.3, 1.4, or 1.5 of this Agreement.

6. NCCD Warranty, Disclaimers, and Remedies.

6.1 Warranty. NCCD warrants that:

(a)  Provided that Customer or another designated party regularly submits the
required raw MIS data to NCCD, SafeMeasures® will perform
substantially as described in this contract and SafeMeasures® promotional
material.

(b)  Itis not presently debarred, suspended, proposed for debarment, declared
ineligible, or voluntarily excluded from participation in covered
transactions by any federal department or agency. Confractor also
warrants that it is not suspended or debarred from receiving federal funds
as listed in the List of Parties Excluded from Federal Procurement or Non-
procurement Programs issued by the General Services Administration.

(¢)  NCCD will utilize all reasonable means and due diligence to protect the
confidentiality and security of Customer data.

(d) Except for the foregoing express warranties, NCCD neither makes nor
grants any other warranties, express or implied. NCCD excludes all
implied warranties including specifically any implied warranty arising by
statute or otherwise in or from a course of dealing or usage of trade
including any and all implied warranties of merchantability, merchantable
quality, or fitness for any purpose, particular, specific or otherwise. The
foregoing express warranty is the only warranty of any kind for
SafeMeasures®. NCCD makes no warranties whatsoever for any Original
Works® that have been modified by Customer nor does NCCD warrant
that SafeMeasures® will be offered without interruption.

(e) Customer acknowledges that NCCD provides no monitoring, analysis or
review of the accuracy or quality of the Customer’s data accessed through
SafeMeasures®.

6.2  Remedies. If SafeMeasures® does not operate substantially as warranted
(hereinafter describe as "Noncompliance™), Customer will provide NCCD with
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sufficient details available to Customer about the Noncompliance to allow NCCD
to reproduce it. As Customer’s exclusive remedy for any Noncompliance, and as
NCCD's entire liability in contract, tort, or otherwise of such Noncompliance,
NCCD will either:

(a) correct the Noncompliance; or

()] if NCCD is unable to correct the Noncompliance after a reasonable
opportunity to do so, Customer may;

(1) Request that NCCD cease publication of any demonstrably
incorrect information and request a pro-rata reduction in the
Reporting Service fee; or

(i)  Terminate the Reporting Service Subscription and receive a pro-
rated refund of the Reporting Service Subscription Fee.

7. Intellectual Property Indemnification by NCCD.

7.1

7.2

Indemnification. If a third party claims that SafeMeasures® infringes any
copyright, patent, trade secret, or other rights of any third party, NCCD will (as
long as Customer is not in material breach of this Agreement) defend Customer
against such claim at NCCD's expense and NCCD will pay all damages that a
court finally awards based solely on such claim, provided that Customer notifies
NCCD in writing of such claim within 21 days of Customer's receipt of notice of
the existence or possible existence of such claim, and further provided that
Customer allows NCCD sole and exclusive control over the resolution of such
claim and that Customer cooperates fully with NCCD, at NCCD’s cost, in the
defense of such claim and in any related settlement negotiations.

Replacement. Refund. If such a claim is made or appears possible, NCCD may,
using reasonable business judgment, either secure Customer’s right to continue to
use SafeMeasures® by modifying or replacing the portion of SafeMeasures® that
is the basis for the claim so that such portion of SafeMeasures® is no longer
infringing, or NCCD may provide Customer with a credit equal to the portion of
previously paid Reporting Service Fee prorated to the remainder of the Term or
Renewal Term of the Agreement.

8. Limitation of NCCD’s Liability, Consequential Damages. The cumulative liability of

NCCD to Customer for all claims relating to SafeMeasures® and any services rendered
under this Agreement, will not exceed the total amount of all Reporting Service
Subscription Fees paid to NCCD by Customer for SafeMeasures® during the one-year
period prior to the date NCCD is notified of such claim. This limitation will not apply to
third parties indemnification obligations set forth in Section 7. In no event will NCCD be
liable for any special, indirect, incidental or consequential losses or damages even if
NCCD has been advised of the possibility of such potential loss or damage. Except as set
forth in Section 7, and solely to the extent provided therein, NCCD will not indemnify
Customer in any way against any claim.
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10.

Customer Warranties. Customer warrants that:

9.1

9.2

10.1

10.2

10.3

10.4

10.5

10.6

Customer will only allow access to SafeMeasures® as permitted under this
Agreement. If Customer wishes to extend its use of SafeMeasures® beyond this
Agreement, Customer will obtain NCCD’s prior written consent and pay the
applicable Reporting Service Subscription Fees.

Customer will provide the requested case-based MIS data to NCCD using one of
the methods described in Section 2, or if data is supplied by another party, execute
all necessary agreements and permissions to release this data to NCCD.

General.

Installation. Customer is responsible for providing access to the SafeMeasures®
website via the Internet to its users. NCCD will, as requested, provide reasonable
assistance (up to three hours) with set-up of user workstations and use of
SafeMeasures® via telephone, fax, or email at no additional charge to the fees as
outlined in Exhibit A. Customer may hire NCCD to provide additional training or
assistance at the prevailing published rates plus travel expenses.

Notification of Rights. In copying SafeMeasures® web reports as authonzed
under the terms of this Agreement, Customer will not remove, suppress, or
modify any notice of copyright, trademark, or other proprietary rights that appear
in SafeMeasures®. Customer will use reasonable efforts to keep persons with
access to SafeMeasures® from modifying or suppressing any of the copyright
notices that appear on SafeMeasures® media, documentation, files, and banners.

Service Fees. NCCD reserves the right to charge additional service fees if
Customer seeks assistance for any other matters not explicitly covered by this
Agreement.

Complete Agreement, Modification of this Agreement. This Agreement contains
the complete and final agreement of the parties and supersedes previous
understandings related to the subject matter hereof whether oral or written. This
Agreement may only be modified by an amendment signed by authorized
representatives of NCCD and Customer. Any term in Customer’s purchase order
that is in addition to or different from terms of this Agreement other than
acceptance of the Reporting Service Fees for the Renewal Term, are not part of
this Agreement.

Non-assignment. Neither this Agreement nor the nights of Customer under this
Agreement may be transferred, leased, assigned, or shared without NCCD's prior
written consent.

Confidentiality. Customer will not disclose SafeMeasures® Original Works to
anyone other than its employees, consultants (who are bound by a written
confidentiality agreement), volunteers, and interns except for information that is
or later enters the public domain through no fault of Customer.
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10.7

10.8

10.9

10.10

10.11

10.12

Waiver. The waiver by either party of any default or breach of this Agreement
does not constitute a waiver of any other default or breach of this Agreement or a
subsequent waiver of that same default or breach.

Governing Law and Severability. The laws of the State of California and the
United States govern this Agreement. Customer consents to jurisdiction and
venue in the courts of El Dorado County, California or in the Federal District
court in the Western District of California, for any claims arising out of this
Agreement. If any part of this Agreement 1s held to be invalid, that part will be
omitted, but the balance of the Agreement will remain in full force and effect.

Survival. All provisions of this Agreement relating to warranties, confidentiality,
non-disclosure, proprietary rights, limitation of liability, indemnification
obligations, and payment obligation survive the termination or expiration of this
Agreement.

Headings. The headings used herein are for reference and convenience only and
will not be used to interpret any provision of this Agreement.

HIPAA Compliance. NCCD will utilize all reasonable means and due diligence
to protect the confidentiality and security of Customer data. Customer
acknowledges that the privacy and security regulations issued pursuant to the
Health Insurance Portability and Accountability Act of 1996 (the “HIPAA
Privacy and Security Rules”) do not apply to the Customer data which is the
subject of this Agreement, because the data is not subject to requirements of
HIPAA. However, NCCD acknowledges that the Customer data may include
health information and other information of a personal and sensitive nature, and
will adopt and keep current confidentiality and security procedures that are
reasonably consistent with the current professional standards recommended by the
HIPAA Privacy and Security Rules.

Notices. All notices or other communications required or permitted under this
Agreement will be in writing and will be delivered by personal delivery, email
(with delivery receipt), registered mail return receipt requested, a "Next Day A"
delivery service, or by facsimile transmission, addressed to the parties indicated
below:

Ifto NCCDx. NCCD
426 South Yellowstone Drive, Suite 250
Madison, Wisconsin 53719
Attn: Peter Quigley
Phone: (608) 831-8882
Fax: (608) 831-6446
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If to Customer: COUNTY OF EL DORADO
Human Services Department
3057 Briw Road
Placerville, CA 95667
Atin: DeAnn Osborn, Staff Services Analyst
Phone: (530) 642-7300
Fax: (530) 626-7734
E-mail: DeAnn.Osborm@edcgov.us

Direct invoices to:  El Dorado County
Human Services Department
3057 Briw Road
Placerville, CA 95667
Attn: Accounting Department
Phone: (530) 642-7300

Administrator: The County Officer or employee with responsibility for administering this
Agreement is DeAnn Osborn, Staff Services Analyst, Human Services Department, or successor.

REQUESTING CONTRACT ADMINISTRATOR CONCURRENCE:

3
S -
By: /ffé?” 7e I@{éﬁfb Dated: };” {%j-"ﬂ LG Zovg

DeAnn Osborn s

Staff Services Analyst

Department of Human Services

REQUESTING DEPARTMENT HEAD CONCURRENCE:

By: wa oD 2 Dated: f;] 1a(0%

Doug Nowka
Director
Department of Human Services
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IN WITNESS WHEREOT, both parties have caused this Agreement to be executed by their
respective duly authorized representatives.

—~COUNTYOFELDORADO--

Dated:

By:
Chairman
Board of Supervisors
“County”
ATTEST:
Cindy Keck
Clerk of the Board of Supervisors
By: Date:
Deputy Clerk
-~-CONTRACTOR--

Dated: 7?1,?2 7 7; V 2o0f

NATIONAL COUNCIL ON CRIME AND DELINQUENCY
A NEW YORK CORPORATION

By: % %MM

Chris Baird
Executive Vice President
"Contractor”
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Exhibit A

Reporting Service and Additional Fees

Reporting Service
$20,000
Payment Schedule

50% of Reporting Service Fee ($10,000) on contract effective date. Remainder of Reporting
Service Fee ($10,000) on anniversary date of contract.

Training (if requested by Customer)

Up to 2 remote training sessions via the internet to train supervisors, managers, and
administrators as requested by the County.

Additional/Onsite Support/Training (if requested by Customer)
Time and Materials at $125 per hour :
All travel expenses such as lodging, meals, mileage, etc., shall be in accordance with El Dorado
County’s Board of Supervisor Policy Number D-1, marked “Travel”, incorporated herein and
made by reference a part hereof.
County Responsibilities

o Designate at least one local SafeMeasures® administrator to maintain user IDs and to

coordinate with CRC the handling of questions or problems regarding SafeMeasures®
e Provide access the Internet SafeMeasures® site htips://www.safemeasures.org/ca/
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EXHIBIT B

COUNTY OF EL DORADO, CALIFORNIA
BOARD OF SUPERVISORS POLICY

Subject: Policy Number Page Number:
D-1 1 of 14
TRAVEL Date Adopted: Revised Date:
12/22/1987 05/25/1999
BACKGROUND:

This policy applies to County officers and employees as well as members of boards and

commissions required to travel in or out of county for the conduct of County business. This

policy also provides for expenses of public employees from other jurisdictions when specifically

referenced in policy provisions set forth below.

For ease of reference, the Travel Policy is presented in the following sections:

U

a
b
c.
d
e

General Policy

Approvals Required

Travel Participants and Number
Maode of Transport
Reimbursement Rates

Maximum Rate Policy
Private Auto

Meals

Lodging

Other

Advance Payments

Compliance — Responsibility of Claimant

Procedures



COUNTY OF EL DORADO, CALIFORNIA
BOARD OF SUPERVISORS POLICY

Policy Number Page Number:
D-1 2 of 14

Date Adopted: Revised Date:
12/22/1987 05/25/1999

POLICY:

General Policy

County officers and employees should not suffer any undue loss when
required to travel on official County business, nor should said individuals

gain any undue benefit from such travel.

County officers or employees compelled to travel in the performance of their
duties and in the service of the County shall be reimbursed for their actual
and necessary expenses for transportation, parking, tolls, and other
reasonable incidental costs, and shall be reimbursed within maximum rate
limits established by the Board of Supervisors for lodging, meals, and
private auto use. “Actual and necessary expenses” do not include alcoholic

beverages.

Travel arrangements should be as economical as practical considering the
travel purpose, traveler, time frame available to accomplish the travel
mission, available transportation and facilities, and time away from other

duties.

Employees must obtain prior authorization for travel, i.e., obtain approvals

before incurring costs and before commencing travel.

Receipts are required for reimbursement of lodging costs, registration fees,
public transportation and for other expenses as specified, or as may be
required by the County Auditor-Controller.



COUNTY OF EL DORADO, CALIFORNIA
BOARD OF SUPERVISORS POLICY

- Subject:

TRAVEL

Policy Number Page Number=
D-1 dof 14

Date Adopted: Revised Date:
12/22/1987 05/25/1999

2.

Requests for travel authorization and reimbursement shall be process ed

using forms specified by the County Auditor and Chief Administrative Office.

The Chief Administrative Officer may, at his or her sole discretion, authorize
an exception to requirements set forth in this Travel policy, based on
extenuating circumstances presented by the appropriate, responsible
department head. Any exception granted by the Chief Administrative Office
is to be applied on a case-by-case basis and does not set precedent for
future policy unless it has been formally adopted by the Board of

Supervisors.

Approvals Required

Department head approval is required for all travel except by members of
the County Board of Supervisors. Department heads may delegate
approval authority when such specific delegation is approved by the Chief
Administrative Officer. However, it is the expectation of the Chief
Administrative Officer that department heads take responsibility for review

and approval of travel.

Chief Administrative Office approval is required when travel involves any of

the following:

(1)  Transportation by common carrier (except BART), e.g., air, train,
bus.

(2) Carrental

(3)  Out-of-county overnight travel.

(4)  Members of boards or commissions, or non-county personnel.



COUNTY OF EL DORADO, CALIFORNIA
BOARD OF SUPERVISORS POLICY

Subject: Policy Number Page Number:
D-1 4 of 14
TRAVEL Date Adopted: Revised Date:
12/22/1987 05/25/1999
(5)  Any exceptions required for provisions within this policy, e.g., travel
requests not processed prior to travel, requests exceeding expense
guidelines or maximums.
It remains the discretion of the Chief Administrative Officer as to whether or
not costs of travel which were not authorized in advance will be reimbursed,
and whether or not exceptional costs will be reimbursed.
3. Travel Participants and Number

Department heads and assistants should not attend the same out-of-county
conference; however, where mitigating circumstances exist, travel requests
should be simultaneously submitted to the Chief Administrative Office with a

justification memorandum.

The number of travel participants for each out-of-county event, in most

‘ instances, should be limited to one or two staff members, and those

individuals should be responsible for sharing information with other

interested parties upon return.

If out-of-county travel involves training or meetings of such technical nature
that broader representation would be in the best interest of the County, the
department head may submit a memo explaining the situation to the Chief
Administrative Office, attached to travel requests, requesting authorization

for a group of travelers.

Board of Supervisors members shall be governed by the same policies

governing County employees except for the following:



COUNTY OF EL. DORADO, CALIFORNIA
BOARD OF SUPERVISORS POLICY

Subject:

TRAVEL

Policy Number Page Number:
D-1 5 of 14

Date Adopted: Revised Date:
12/22/1987 05/25/1999

(1) A member of the Board of Supervisors requires NO specific

authorization.

(2) The following expenses incurred by a member of the Board of

Supervisors constitute a. County charge:

(&) Actual expenses for meetings and personal travel,

necessarily incurred in the conduct of County Business. This

includes but is not limited to mileage incurred while traveling
to and from the Board members' residence and the location of
the chambers of the Board of Supervisors while going to or

returning from meetings of the Board of Supervisors.

Non-County personnel travel expenses are not normally provided for since
only costs incurred by and for county officers and employees on county
business are reimbursable. However, reimbursement is allowable for
county officers (elected officials and appointed department heads) and
employees who have incurred expenses for non-county staff in the following

circumstances.

(1)  Meals for persons participating on a Human Resources interview
panel when deemed appropriate by the Director of Human

Resources.

(2)  Conferences between County officials and consultants, experts, and
public officials other than officers of El Dorado County, which are for



COUNTY OF EL DORADO, CALIFORNIA
BOARD OF SUPERVISORS POLICY

Policy Number Page Number:
D-1 6 of 14

Date Adopted: Revised Date:
12/22/1987 05/25/1999

the purpose of discussing important issues related to County

business and policies.

(3) Transportation expenses for a group of County officers and
employees and their consultants, and experts on a field trip to gain

information necessary to the conduct of County business.

{4) Lodging expenses for non-county personnel are NOT reimbursable
except when special circumstances are noted and approved in
advance by the Chief Administrative Office. Otherwise, such

expenses must be part of a service contract in order to be paid.

4, Mode of Transport

a. Transportation shall be by the least expensive and/or most reasonable

means available.

b. Private auto reimbursement may be authorized by the department head for
county business travel within county and out of county. Reimbursement
shalt not be authorized for commuting to and from the employee's residence
and the employee’s main assigned work site, unless required by an
executed Memorandum of Understanding between the County and a
representing labor organization, or one-time, special circumstances

approved by a department head.

C. Out of county travel by county vehicle or private vehicle may be authorized
if the final destination of the trip does not exceed a four (4) hour driving

distance from the County offices. Any exception to this policy must receive



COUNTY OF EL DORADO, CALIFORNIA
BOARD OF SUPERVISORS POLICY

Policy Number Page Number:
D-1 7 of 14

Date Adopted: Revised Date:
12/22/1987 05/25/1999

prior approval from the Chief Administrative Officer. If air travel would be
more economical, but the employee prefers to drive even though travel by
car would not be in the County’s best interest, the County will reimburse
transportation equal to the air travel; transportation costs over and above
that amount, as well as any extra days of lodging and meals, etc., will be

considered a personal, not reimbursable cost of the traveler.

d. Common carrier travel must be in “Coach” class unless otherwise
specifically authorized in advance by the Chief Administrative Officer.
Generally, any costs over and above coach class shall be considered a

personal, not reimbursable expense of the traveler.

(1)  Rental cars may be used as part of a trip using public transportation
if use of a rental car provides the most economical and practical
means of travel. The use of a rental car must be noted on the
Travel Authorization in advance and authorized by the Department
Head and Chief Administrative Officer. Justification for the use of
the rental car must accompany that request. Rental car costs will
not be reimbursed without prior authorization except in the case of
emergencies. Exceptions may be granted at the sole discretion of
the Chief Administrative Officer or designated CAO staff.

5. Reimbursement Rates

a. Maximum rates for reimbursement may not be exceeded unless due to
special circumstances documented by the department head and approved
by the Chief Administrative Officer. The amount of any reimbursement



COUNTY OF EL DORADO, CALIFORNIA
BOARD OF SUPERVISORS POLICY

Policy Number Page Number:
D-1 8 of 14

Date Adopted: Revised Date:
12/22/1987 05/25/1999

above the maximum shall be at the sole discretion of the Chief
Administrative Officer.

Private Auto
Travel by private auto in the performance of “official County business” shall
be reimbursed at the Federal rate as determined by the Internal Revenue

Service.

Mileage for travel shall be computed from the employee’s designated work

place. [f travel begins from the employee’s residence, mileage shall be
calculated from the residence or work place, whichever is less. (For
example, an employee who lives in Cameron Park and drives to a meeting
in Sacramento, leaving from the residence will be paid for mileage from the

residence to Sacramento and back to the residence.)

The mileage reimbursement rate represents full reimbursement, excluding
snow chain installation and removal fee, for expenses incurred by a County
officer or employee (e.g., fuel, norma!l wear and tear, insurance, etc.} during

the use of a personal vehicle in the course of service to El Dorado County.

Meals

Actual meal expenses, within maximum allowable rates set forth below, may
be reimbursed routinely out-of-county travel, and for in-county overnight
travel. Meals will not be provided for in-county travel or meetings which do
not involve overnight lodging, unless special circumstances are involved

such as the following:



COUNTY OF EL DORADO, CALIFORNIA

BOARD OF SUPERVISORS POLICY

Subject:

TRAVEL

Policy Number Page Number:
D-1 9of 14

Date Adopted: Revised Date:
12/22/1987 05/25/1999

(1)

(2)

(3)

(4)

When meals are approved as part of a program for special training

sessions, conferences, and workshops;

when employees traveling from the western slope of the county to
Lake Tahoe and vice-versa are required to spend the entire work

day at that location;

when the Director of Human Resources deems it appropriate to

provide meals to a Human Resources interview panel;

when Senior Managers and/or Ekecutives of El Dorado County or
the El Dorado County Water Agency meet with executives of other
governmental agencies, community organizations, or private
companies in a breakfast, iunch or dinner setting in order to conduct
County business. While such meetings are discouraged unless
absolutely necessary to the efficient conduct of County or Water
Agency business, such expenses for County managers require
approval by the Chief Administrative Officer.

Actual costs of meals may be reimbursed up to a total of $40 per day
without regard to how much is spent on individual meals (e.g., breakfast,

lunch, dinner, snacks), and without receipts. If an employee is on travel

status for less than a full day, costs may be reimbursed for individual meals

within the rates shown below.

Breakfasts may be reimbursed only if an employee's travel consists of at

least 2 hours in duration before an employee’s regular work hours. Dinner
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may be reimbursed if travel consists of at least 2 hours in duration after an

employee’s regular work hours.

Maximum Allowable Meal Reimbursement

Breakfast $8.00

Lunch - $12.00

Dinner $20.00

Total for full day $40.00/day
d. Lodging

{1 Lodging within county may be authorized by a department head if
assigned activities require an employee to spend one or more nights
in an area of the county which is distant from their place of residersce
(e.g., western slope employee assigned to 2-day activity in South
Lake Tahoe). -

(2)  Lodging may be reimbursed up to $125 per night, plus tax, single
occupancy. The Chief Administrative Office may approve
extraordinary costs above these limits on a case by case basis when
the responsible department head and Chief Administrative Office
determine that higher cost is unavoidable, or is in the best interest of

the County.

(3)  Single rates shall prevail except when the room is occupied by more
than one County employee. However, nothing in this policy shall be
construed to require employees to share sleeping accommodations
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6.

while traveling on County business. In all travel, employees are
expected to secure overnight accommodations as economically as

possible and practical.

(4) Lodging arrangements should be made, whenever possible and
practicable, at hotels/motels which offer a government discount, will
waive charges to counties for Transient Occupancy Tax, or at which
the County has established an account. When staying at such a
facility, the name of the employee and the department must appear

on the receipt of the hotel/motel bill.

Other Expenses

All other reasonable and necessary expenses (i.e., parking, shuttle, taxi,
etc.) will be reimbursed at cost if a receipt is submitted with the claim.
Receipts are required except for those charges where receipts are not
customarily issued, for example, bridge tolls and snow chain installation and
removal fees. When specific cost guidelines are not provided by the
county, reasonableness of the expense shall be considered by the
department head and Chief Administrative Officer before deciding whether

io approve.

Reasonable costs for snow chain installation and removal may be claimed
and reimbursed. The purchase cost of snow chains would not be an

allowable charge against the county.

Advance Payments
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The Auditor may provide advance funds for estimated “out of pocket” expenses up
to seventy-five percent (75%), but no less than $50.00. The “out of pocket”
expenses may include meals, taxi and public transportation, lodging, parking, and

pre-registration costs.

Compliance - Claimant Responsibility.
It is the responsibility of the claimant to understand and follow all policies and

procedures herein in order to receive reimbursement for mileage, travel and

expense claims. Any form completed improperly or procedure not followed may

result in the return of a claim without reimbursement,
Procedures:

a. Authorization to incur expenses must be obtained as set forth in this County
policy, and as may be directed by the depariment.

b. Requests for advance funds for anticipated travel expenses itemized on the
Travel Authorization Request form are obtained by indicating this need on

that form prior to processing the request.

C. Forms which require Chief Administrative Office approval should be
submitted to the Chief Administrative Office, after department head
approval, at least 7 to 10 days prior to travel to allow time for processing

through County Administration and Auditor's Department.

d. Cancellation of travel, requires that any advanced funds be returned to the

Auditor Controller’'s office within five (5) working days of the scheduled
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departure date. If the advance is not returned within this time frame, the

employee could jeopardize their standing to receive advances in the future.

Travel Claims are due to the Auditor within 30 days after completion of
travel. Personal Mileage and Expense Claims are due to the Auditor within
15 days after the end of each calendar month. The due date may be
extended if deemed appropriate by the County Auditor. Claims must
itemize expenses as indicated on claim forms, and must be processed with

receipts attached.

Reimbursements will be provided expeditiously by the County Auditor upon
receipt of properly completed claim forms. The Auditor's Office shall
promptly review claims to determine completeness, and if found incomplete,

will return the request to the claimant noting the areas of deficiency.

Personal Mileage and Expense Claim forms should be completed for each
calendar month, one month per claim form. These monthly claims are due
to the Auditor within 15 days following the month end; however, the
deadline may be extended if deemed appropriate by the County Auditor. If
monthly amounts fo be claimed are too small to warrant processing at the
end of a month (i.e., if cost of processing would exceed the amount being
claimed), the claims for an individual may be accumulated and processed in
a hatch when a reasonable claim amount has accrued. In any event, such
claims shall be made and submitted to the County Auditor for accounting

and payment within the same fiscal year as the expense was incurred.

Expense Claim Form
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For the purpose of travel and meeting expenses, the claim form is to be
used for payments to vendors. The employee must obtain Department
Head approval and submit the claim to the Auditor’'s Office within sixty (60)

days of the incurred expense.



