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RPQIJESTEP ACTION

Pursuant to RSA 21-1: 14, 1 (b) (7); RSA 541-A: 1, XV and RSA 4:15, ttie
Department of Administrative Services requests approvai ot two chafers of
ttie Department of Administrative Services Manuai ot Procedures (DAS MOP ),
Chapter 1301 "Reimbursement of Travei" and Chapter MCP 1302 Purchases of
Food, Meais and Beverages While Not on Travel Status," effective 60 days after
approval by the Governor and Executive Council. Approvai of this request
would result in new DAS MCP Chapter 1301 reading as shown iri Attachment A
hereto and new DAS MCP Chapter 1302 reading as shown in Attachment B
hereto.

PXPLANATION

in 2006, prior to the establishment of the DAS Manual of Procedures in its
current format, the Governor and Executive Council adopted an item known as
the "Department ot Administrative Services - Manual of Procedures, Section
1100 ' Reimbursement of Travel, Meals and Lodging Expense. Section 1100 isiot nuSed or structured in accordance with the current Mariual and covers^
a multitude of fairly complex issues relating to employee travei. It
the intention ot the Department of Administrative Services to update and redraft
"Section 1100" in a manner which conforms to the current structure of the
Manual of Procedures. Cver the course ot several years, the Department of
Administrative Services, working in conjunction with the Department of Justice,
has endeavored to clarify, organize and update the state s directives
concerning employee travei, meals and lodging, working within the structure of
federal and state statutes, and the terms of collective bargaining agreernents.
In the course ot the departments' efforts, it became dear that it would be
advisable to divide matters relating to travel, meals and lodging into several
discrete chapters of the Manual of Procedures, one (MOP 1300) deahng withSpensatSn ?o° Travel ̂ me," one (MOP 1301) dealing with "Reimbursement
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of Travel" and one (MOP 1302) dealing'with "Purchases of Food, Meals arid
rodainq When Nof on Travel Status." Based upon the State s fpenence n
applying the former travel rules In practice, the ^^S^nen^
ServlLs and the Department of Justice have endeavored to include Pertinent
pSns of the pre existing travel rules ("Section 1100") into the PW new or
revised chapters of the MOP, expanding upon those provisions as deemed
necessary fdeally, DAS MOP chapters 1301 and 1302, which are closely rdated,
should be adopted simultaneously, preferably at the
amendments to Chapter MOP 1300, relating to compensation for travel time.

ProDOsed Chapter 1301 (Attachment A hereto) generally address rules on
the business use of privafely owned employee vehicles, including whatconSs relmburTobte mLoo.: the Vpes of V, in
Gbvernor and Council predppiovol (see Soctions "O' ° „„enses
Attnrhment Al, the method of requesting reimbursement for travel expenses,
rules associated with air travel, the use of the state s travel agent contract,
reimbursement for food, meals, lodging and Incidentals while an employee is
travelling, and the method for requesting guidance on travel directives.

proposed Chapter 1302 (AttacbmenLB hereto) generally address w^^^^ an
flmolovee who Is not traveling may be reimbursed by the State for (or be
provided by the State with) food, beverages or meals. The
aeneral oollcies on food, meal and beverage reimbursemenfs and addresses
emergency work In excess of fhe normal work day; affendance at
Sgs^or meetings where a meal Is served; food provided to board and
commission members; and a prohibition on reimbursement for dcohoi c
beverages. It further highlights the requirements of 15-B (relat ng to
employee gifts, honoraria and expense reimbursements) and s®tf torth
orocedures for requesting reimbursement and making inquiries regarding
niinwnble exoenses For the purposes of transparency, the Chapter also
requires that agencies generally budget food or meal expenses under a speci
"class code."

^  . rhnntprc MOP 1301 ond 1302 would supersede and replace the
e«n?'Seclion 1100 Irbvel iuies" in Mi, with the exception of provisions 'elP'hOfo compSton lot trovei time, which wili be oOdressed by omendm.nts to
existing Chapter MOP 1300.

Respectfully submitted,

Charles M. Arlinghaus,
Commissioner
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STAFF AND PA YROLL '

MOP 1.^01 Reimbursement of Travel

I. Purpose and Scope

A. Purpose

The purpose of this chapter is to set forth the policies and procedures that govern
reimbursement of Executive Branch officials or employees for travel (that is, mileage
reimbursement for the use of a personal vehicle for State business purposes or
reimbursement for travel by another mode of transport, such as an airline). It also
addresses reimbursement for other expenses induing but not limited to meals, lodging
while an employee is on 'Wei status." The chapter does not address policies relating to
wages paid for time spent in travel. That matter will be addressed in Chapter MOP 1300.
It also does not address reimbursement for the purchase of meals, snacks or refreshments
for use in official business when an employee is not on travel status, which will be
addressed in MOP 1302.

This Chapter, together with the adoption of MOP 1302 supersedes and replaces the
former "Section 1100 - Reimbursement of Travel, Meals and Lodging Expense" adopted
in 2006 and amended in 2006 and 2014, except as to provisions on compensation for
travel time, which will be addressed in Chapter MOP 1300.

The replacement of "Section 1100" with this chapter and DAS MOP 1302 is not intended
to alter the rescission of certain motor vehicle insurance requirements formerly found in
Chapter MOP 1300. This chapter does not impose any insurance requirements for
privately-owned vehicles beyond those which are otherwise required by law.

B. Scope

This chapter shall apply to all officials and employees in Executive Branch ageiicies,
whether classified, unclassified or nonclassified, and whether fiill time, or part time. It
shall also apply to all volunteers who are specifically authorized by an Executive Branch
agency to perform services on behalf of the State, if the agency's agreement with the
volunteer specifically provides for the reimbursement of expenses.

C. Interpretation and Relationship to CoUective Bargaining Agreements

The provisions of this chapter shall be construed in a manner that seeks to avoid conflicts
with controlling statutes, regulations, case law, operative collective bargaining

Page 1 of 13 Adopted: _/_/21
Approved: / /22



agreements of the State, other provisions of the Man^ and requirements that may
simply be described in the MOP but which may originate from other sources. To the
extent that provisions of this chapter may conflict with provisions of operative co lective
bargaining agreements, the provisions of the collective bargaining agreement, mcludmg
past practice established thereunder, shall control. State officials responsible for
conducting collective bargainiilg shall consider the provisions of this and other chapters
of the Manual of Procedures when engaged in collective bargaining.

n. Definitions

For the purposes of this chapter (DAS MOP 1301). the following definitions apply:

A "Certificate of Travel" The form (hard copy or electronic) prescribed by DAS for use
* by a Department Head or Designee when authorizing an Employee to travd to or from

their Residence to or from work at a location other than the employee s Official
Headquarters, also known as an "A-38" form. The niost recent version of this form is
incorporated into this chapter by reference. See Section XIV below.

B. "CoUective Bargaining Agreement" (CBA) The current, in-force bargaiimg agreement
with the State Employees Association of New Hampshire or other applicable bargaimng
unit.

C "Department Head or Designee": An offrcially appointed, elected, or designated
*  individual who directs, and who is ultimately responsible for, the overdl operato^ of an
Executive Branch agency, institution, board or commission, or an employee who has
been granted power of attorney or limited power of attorney from that person to act in
regard to matters addressed in this chapter.

D "Employee" The governor; executive councilors; elected, appointed, classified,
' nonclassified or unclassified Executive Branch employees or officids; members of any

state commission or board; and volunteers who are specifically autho^d by an ^
Executive Branch agency to perform services on behalf of the State, if the agency s
agreement with the volunteer specifically anticipates the reimbursement of expei^es.
Inclusion of an individual under the definition of "Employee" for the purposes of this
chapter shall not be used to indicate employee status for any other purpose.

E. "Mileage Reimbursement Rate" The current Mileage Reimbursement Rate as
determined by the U.S. Internal Revenue Service.

F "Official Headquarters" The address or addresses designated by the department head ordesSee of the hiring authority as the Employee's eurrent workplaee(s) that are mtended
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to continue indefinitely, fl-om which adtoss or addresses an agency conducts official
State business.

G. "Overnight Stay" Remaining, for the entire night, at a place or destination on official
business when such place or destination is more than 50 miles from the Employee s
official headquarters and also more than 50 miles from the Employee s residence.

H. "Request for Authorization for Travel" The form (hard copy or electronic) prescribed
by DAS for use by an agency when requesting that the Governor and Council approve (1)
cash advances for travel or (2) out-of-state travel over 300 miles away if the travel will
not be by means of economy class air transport, also known as the "A-24" form. The
most recent version of this form is incorporated into this chapter by reference. See
Section XIII, below.

I. "Request for Alternative Travel Arrangements" The form (hard copy or electronic)
prescribed for the use of employees who wish to make travel arrangements without the
use of the statewide travel agent contract, if any, as further described in Section VIII,
below (also known as an "A-24A" form).

J. "Residence" or "Home" The primary residence of any Employee. In no instance shall
an Employee's residence be deemed the Official Headquarters of th^ Employee without
the prior written approval of the department head or designee. Mere approval of an
Employee's ability to telecommute sh^l not constitute a designation of the Employee s
residence as the Employee's Official Headquarters.

K. "Standard Commuting Distance" The one-way distance traveled routinely by the
Employee between his/her residence and Official Headquarters.

L "Travel Status" The authorized status of an Employee when conducting state business
' at a location other than the Employee's Official Headquarters that is more than 50 miles

from the Employee's official headquarters and also more than 50 miles from the
Employee's residence.

M. "Reimbursement Request (RR)" The prescribed form (hard copy or electronic) used to
report and claim travel, lodging and meal reimbursement, specifically, the most recent
version of the "A-4" or "A-4M" form incorporated into this chapter by reference. ̂
Section Xin below.

N. "Valid Receipt" An itemized bill or billing printout that clearly details the items for
' which reimbursement is being requested. A credit card receipt does not constitute a valid

receipt for travel expenses unless sufficient information is provided on the receipt to
support the Reimbursement Request.

in. General Policies on Reimbursement
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A. It is the Staters policy to limit costs only to those expenses that are necessary to conduct
State business.

B. Employees who are on Travel Status are required to keep costs within reasonable limits.

C. These policies are intended to provide clear and consistent guidelines and procedures to
reasonably ensure: ^

1. Employees are reimbursed fairly and in a consistent manner,
2. Employees are provided with clear and consistent travel expense reimbursement

instructions,

3. Compliance with applicable state and federal regulations (RSA 4;15,OMB Circular
A-87, etc) so as to meet the Internal Revenue Service (IRS) defimtion of an
"accountable plan."

4. Expenses and reimbursements that conform to this policy are not reported as taxable
income to the Employee, with the exception of call back commuter mileage under
paragraph IX, L below and any other circumstances in which the reiinbmsement
would be income under the Internal Revenue Code or its related regulations.

D. Only travel performed in the course of State duties shall be reimbursable under the
provisions of RSA 4:15.

E. Employees shall not be allowed the expense of travel between their Residence and their
OfBcial Headquarters.

F. Travel reimbursement shall not include any costs that are incurred solely for the
convenience or enjoyment of the Employee.

G A cash advance to an Employee for the purpose of travel req^es prior approval by &e
Governor and Executive Council and shall be made on the Request for Authonz^on for
Travel ("A-24") form, regardless of whether it is for in-state travel or out of state travel.
The most recent version of the A-24 form is incorporated herem by reference. See
Section XIII below.

H. Any amount of a cash advance, in excess of expenses incurred, must be returned to the
state within 60 days of receiving the advance.

rv. Travel Matters Requiring the Approval of the Governor and
Executive Council

Page 4 of 13 Adopted: _/_/21
Approved: / /22



A. The following matters relating to travel require the approval of the Governor and
Executive Council:

1. A request for a cash advance to an employee for the purpose of travel,

2. Authorization for travel by any mode of transportation other than economy class air
travel when work is to be performed outside of a 300-mile radius of the Employee s
Official Headquarters;

3. Authorization to pay a vendor an advance covering the cost of more than one mght s
lodging; ■

4. Authorization to stay at a hotel which is located less than 50 miles from either an
Employee's Residence or Official Headquarters;

5. Any matter which would involve a deviation from the terms of Chapter 1300, Chapter
1301 or Chapter 1302 of this Manual of Procedures which has not been approved by
the Commissioner of Administrative Services or his or her designee.

B. All requests for Governor and Executive Council approval under paragraph A above shall
be transrrtitted through the DAS Budget OfBce.

V. Reimbursement Requests

A. All requests for reimbursement of travel expenses shall be submitted on a Reimbursement
Request.

B Reimbursement Requests shall be completed properly, signed by the Employee, approved
by the Department Head or Designee and submitted in accordance with paragraph F
below.

C. An Employee seeking reimbursement based on actual expenditures for travel expenses
must submit valid receipts with a completed Reimbursement Request.

D. The Employee shall certify, by signing fhe Reimbursement Request, the accuracy of all
information and the legitimacy of the travel.

E The Department Head or Designee shall certify, by signing the Rehnbursement Request
that the travel was necessary for State business and that the requested reimbursements are
proper.
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F. Employees are required to file reimbursement requests within 30 days after the trip with
the exception of fiscal year-end (June 30). when Employees are required to submit
requests immediately upon return firom ;the trip.

G. All travel-related expenses are subject tO'detailed audit by the Division of Accounting
' Services, in accordance with the Division of Accounting Audit Guidelines, to verify that

the costs incurred are appropriate, reasonable and in accordance with these policies.

VI. Out Of State Travel Reimbursement Requests

A All requests for out-of-state travel requiring authorization of Governor and Council shall
* be made on the prescribed "Request for Authorization for Travel" form, also known ̂  an
"A-24" form, showing the full detail of expenses to be incurred and the justification for
the request.

B. The mode of travel for work performed within a 300 mile radius of the Employee s
Official Headquarters shall be at the discretion of the Employee's Department Head or
Designee.

C. The mode of travel for work performed outside of a 300 mile radius of the Employee s
Official Headquarters shall be economy class airfare on commercial airlines.

D. Governor and Council approval shall be required for travel" by any mode of transportation
other than economy class air travel when work is to be performed outside of a 300-mile
radius of the Employee's Official Headquarters.

VII. Air Travel Reimbursement

A. As a general matter, employees shall make use of the State's contract with a travel
agency, if any, when booking air travel. ̂  Section Vm, below. In any event.
Reimbursement Requests for direct payments to airlines for airfare shall have the purpose
of the travel, and the Employee's name(s) recorded on the Reimbursement Request.

B Employees are normally required to travel using economy class air travel and shall make
*  every effort to plan the trip early and/or be flexible in their flight times so as to take
advantage of the best rate available.Time spent in travel to or firom an Overmght Stay is
compensable as provided in MOP 1300. UI, 0.

C. Requests for Extra Davs Awav for Personal Reasons

1. If any employee who has traveled, or will be traveling, by air to a destination for
work wishes to use his or her leave time to arrive at the destination earlier, or to stay
at the destination later, than the time that is required for the work, and if a leave
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request was granted by his or her supervisor prior to the time of lus or her depa^e,
the Employee may only be reimbursed for a cost of travel which is equd to or less
than that which normally would have been incurred if the trip had only involved state
business, whichever is less. Booking travel so as to accommodate an employee's _
personal preferences may result in a price for the travel that is different than if me tnp
involved solely state business. In such cases, the Employee must, prior to the time of
travel, submit to his or her Department Head or Designee a comparison of the cost of
the airfare if the time away included only state business and the cost of airfare
including the time away for personal reasons, together with quotes or other
supporting documentation substantiating the comparison.

2. When requesting reimbursement for air fare in the_se circumstances, the Employee
shall attach to the Reimbursement Request the comparison noted in subparagraph VII.
C.l. above. The employee shall be reimbursed for only the lesser of the actual cost
incuned or the cost of travel if the trip included only state business.

3. Reimbursement shall not be made for meals consumed, or other expenses incurred, on
any day or portion of a day when an Employee is away for purely personal reasons.
For example, an Employee who stays at a location for an exfra day, although tos
extra day is not necessary for his or her work, will not be reimbursed for meals or
other expenses incurred on that extra day away.

D. Employees are directed to seek out the least expensive reasonable mode of transportation
(bus, hotel shuttle, etc.). including when getting to and from airports.

E. When traveling from an airport. Employees shall park in lots, such as "long term
parking," which are available at the least expensive rate.

VIIL Use of State Travel Agent Contract

A The Department of Administrative Services may at times enter into a contract a
travel agency to provide services to multiple state agencies. Pursuant to RSA 21-1. 17-c,
agencies are generally required to make use of contracts entered mto by DAS for more
than one agency when procuring commodities or services that are available to th^ency
unless granted a waiver from this requirement by the Com^ssioner of the
Administrative Services ("DAS"). The law provides that the Comnussioner of DAS sMl
grant a waiver when he or she concludes that to do so would be m the best mterests of the
state.

B Agencies shall generally make travel arrangements usmg the services of the travel agency
contract secured by DAS, if any. The existence of such a statewde a^eement with a
travel agency may be determined by consulting the website of the DAS Division of
Procurement and Support Services at:https;//das.nh.gnv/pnrchasmg/r.nntracts DOsteddte.asp?sort-cna or contocting the
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Division of Procurement and Support Services itself at (603) 271-2201. If an Employee
beUeves that he or she may obtain similar travel services (such as air fare or hotel rates)
at a lower rate than that available by using the services provided under the state's travel
agency contract, he or she may do so fat his or her initial expense) by requesting such
approval from the Department Head or Designee.

C. Authorization for use of services not obtained through the state s travel agent, if any,
shall be requested by submitting to the Department Head or Designee a Request for
Alternative Travel Anangements form (also known as an "A-24A" form), together with
such substantiating documentation as is required by that form. The form shall require
submission of at least the following:

1. A description of the services available through the travel agent that the Employee
proposes to obtain by a method other than through the travel agent contract,

2. The price for the services quoted by,the state's travel agent;

3. The price for the services quoted by the proposed altemate source;

4. Confirmation that the state's travel agent is unable to obtain the prices quoted by the
alternative source; and

5. Confirmation that the travel agent has been informed that altemative anangements
are under consideration for the travel in question.

D. If the Department Head or Designee approves the altemative travel arrangements, he or
she shall so indicate on the A-24A form.

E An Employee who wishes to seek state reimbursement for an expenditure made under the
' provisions of paragraphs A through D above shall attach a copy of the approved A-24A

form, together with all supporting documentation, to his or her Reimbursement Request.

F. In such instances, it shall be assumed that the Commissioner of DAS has granted a
waiver from the use of the statewide contract.

G. To the extent that the terms of the statewide contract may be contrary to the provisions
set forth above, the terms of the contract shall control.

IX. Automobile Travel Reimbursement

A. Employees shall not be allowed the expense of travel between their Residence and their
Official Headquarters.
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B. Except in an emergency, no person shall be transported in state-owned veWcles other
than state Employees or persons officially engaged m busmess for or necessary to the
State.

C. Travel by rental car shall be allowed at the discretion of the Employee's Department
Head or Designee, with written justification, only when no other mode of transportation
is available at a lesser cost or the utilization of other available transportation is of such
inconvenience as to cause hardship for the Employee to carry out an assignment.

D. Privately owned motor vehicles should not be used for business-related tovel when state-
owned vehicles are available and when use of a state vehicle is authonzed by the
Department Head or Designee.

E. Employees using their private vehicles for official state business shall be reimbursed for
mileage incurred in accordance with this policy.

F. The reimbursement per mile, for privately owned vehicles, shall be at the Mileage
Reimbursement Rate.

G Travel mileage shall be computed based on odometer readings or internet map service
calculations that are acceptable to the DAS Division of Accountmg Services. Bureau of
Accounts (for example "Google Maps" or "Mapquest" or siimlar application or program).
Travel shall be by the most expedient cpmmonly traveled direct routes.

H. A Valid Receipt is required for the reimbursement of tolls. Otherwse. reimbursement
will be at the lowest toll rate available (for example, the "EZ Pass" rate).

I. Expenditures for parking while on official state business related travel shall be
reimbursable and receipts for such parking shall not be required unless the eharge is
greater than $5.

J A Certificate of Travel is required if a work assignment is away firom the Employee sSS Headquarters and it is more efficient for the Employee to proceed directly ̂ om
and/or to the Employee's Residence to or fi:om an assigned work site other than the
Employee's Official Headquarters.

K. Should an Employee pass through the border of the town or city iii which their Offidd
Headquarters is located while on a business assignment travelmg directly to
work site from and /or to their Residence, the one way or. if applicable round tnp Standard
Commuting Distance shall be deducted from the miles to be reimbursed.

L To the extent provided in the CBA. in the event that an Employee is required to report to
his or her Official Headquarters location on either scheduled time offer on a weekend
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day without prior notice (i.e. callback), the Employee's Standard Commuting Distance is
reimbursable.

M. Travel mileage for work purposes within the city/town limits of the Official Headquarters
is reimbursable.

X. Food and Meal Reimbursement While on Travel Status

A. Meal Reimbursement Generally

1. Reimbursement for room service meals are not allowable unless extenuating
circumstances can be proven to the satisfaction of the DAS Division of Accounting
Services, Bureau of Accounts.

2. When breakfast is included as part of a lodging fee, the Employee may either
consume the breakfast offered or may seek an alternative breakfast. If an alternative
breakfast is taken, the employee shall be reimbursed for breakfast at the current
General Services Administration (GSA) Travel Per Diem Rate for breakfast in the
locality if they do not submit Valid Receipts. If Valid Receipts are submitted, the
employee shall be reimbursed for the reasonable cost of the meal plus tips up to 20%,
as approved by the Department Head or Designee.

3. Except as provided in subparagraph 2, above, reimbursements for meals are not
allowed when on travel status if meals are included as part of the registration fee for a
conference, workshop, or training session, unless medically necessary or otherwise
proven to be reasonably required.

B. Meal Reimbursement While on Travel Status

1. In State Travel: Reimbursement for meals shall be made when an Employee is on
travel status. An Employee may be reimbursed, without receipts, for authorized meals
in an amount not to exceed the amount set forth in the cunent collective bargaining
agreement. Alternatively, Employees' shall be reimbursed, upon presentation of Valid
Receipts, for the reasonable cost of meals, plus tips up to 20%, as approved by the
Department Head or Designee.

2 Out of State Travel: Reimbursement for meals shall be made when associated with
state business as required for the performance of the Employee' s assigned duties out
of state Employees shall be reimbursed for meals at rates consistent with the General
Services Administration (GSA) Travel Per Diem Rates, in effect at the time of travel
without a receipt. Altematively, Employees shall be reunbursed, upon presentation of
Valid Receipts, for the reasonable cost of meals, plus tips up to 20%, as approved by
the Department Head or Designee.
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3. T;.;mh..r.P.ment or Dhvs nf Travel: On tKe first day that an employee is
placed on travel status and begins traveling, and on the last day of travel when
returning fiom travel status, an employee shall be reimbursed for 75% of the total
General Services Administration (GSA) Travel Per Diem Rate for that day, and no
greater amount.

XI. Lodging

A. Lodging expenses incuned by Employees are reimbursable if authorized by the
Department Head or Designee in connection with an Overnight Stay.

B. When advance pajmient is required for lodging reservations the State shall make advance
payment for one night to the vendor.

C. Governor and Council approval is required if advance payment is sought for more than
one night.

D When booking lodging, an agency shall not be required to book facilities at the lowest
■ available rate in the area. However, lodging, costs shall be kept withm reasonable tote.
The following factors shall be considered in determmmg the reasonableness of lodging.

1. Employee safety;

2. Proximity to work location; and

3. Cost.

E Costs of lodging shall not exceed the current U.S. General Services Admimstiation per
SS fo, ih. .ppll»ble Tie us GSA ™ b. «https://www.gsa.gov/travel/plan-book/per-diem-rates (Per Diem Rates | GSA).

F. Lodging shall be booked at the lowest base rate reasonably available m the^'®ct®d
facility. Additional expenses and/or room upgrades, mcurred for fanuly or friends
accompanying the Employee, are not reimbursable.

G. Original hotel invoices must be submitted with a Reimbursement Request and personal
and other non-allowable expenses must be deducted from the total.

Xn. Incidentals
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The maximum allowable reimbursable dally rate for
elven to porters, baggage carriers, hotel staff and staff on ships.) shall be the GS A Travel Per
Diem Rate for "Incidental expenses" based upon destination. This reimbursable dlowance is to
be used at the Employee's discretion for business-related travel services and shall not prohibit an
Employee from offering a greater, nonreimbursable, amount for such services.

Xin, Inquiries Regarding Travel Reimbursement Issues and
Commissioner's Guidance

Fmr^lovees should initially address any inquiries that they have regarding travel policies to theirageLy Department Head or Deslgnee. If that representative .Is ̂
questions, the agency Department Head or Designee should contact the DAS. Division
Accounting Services, Bureau of Accounting.

The Commissioner of Administrative Services or his or her designee may give the agency

Executive Council.

XIV. Incorporation by Reference

Several travel-related forms are mentioned In this chapter of the Manual of Procedures.
The most recent versions of the foUowlng forms are mcorporated mto this Manual of
Procedures by reference:

A Reimbursement Request form A-4;

B. Reimbursement Request form A-4M;

C. Request for Authorization for Travel, also known as the A-24 form;

D. Request for Alternative Travel Arrangements, also known as an "A-24A" form;
E. Certificate of Travel, also known as the A-38 form.

These forms may be found In the directory located at;
I
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Il^tf/Zsunsoot,

most recent version of these forms.

XV. Effective Date

This Chapter shall take effect 60 days after app^val by the Governor and Executive Council.
XVI. Other Sources and Information

A. State Statutes

RSA 21-1:14.1 (b) (7) (DAS Manual include provisions
relating to reimbursement of travel, meals and lodgmg).

RSA 4:15.

B. Federal Sources

"Federal Travel Regulation." 41 Code of Federal Regulations (CFR). Chapters 300
through 304.

C. Other Sources
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STAFF AND PA YROLL

vrnp i^n? Pnrphflses of Fnnd. Meals anH Beverages,While. Not on Travel Status.

I. Purpose and Scope

A. Purpose

The purpose of this chapter is to set forth the policies and procedures that govern both;
1 When it is and is not allowable for a State official or employee to pwchase

food meals or beverages for consumption by a State employee, or for
Sr^mnption by State employees, using -
employees are not on Travel Status as defined m DAS MOP 1301.

2 When a State employee or official may be reimbursed by the State for the
purchase of food, meals or beverages either for their o^ consumphon or
Lnsumptlon by other State employees, when the ̂ ployee or employees are
not on Travel Status as defmed by DAS MOP 1301

The State does not purchase food, meals or beverages for individuals who are not state^^Wfes norToes it reimburse for such expenditures, except when such purchases are
made as part of an Organized Meeting.

This chapter of the Manual does not address issues "
beverages when an employee is on Travel Status, as defined m DAS MOP 1301.

It is not the intent of this chapter to allow reimbursement for food or driidc P^^^ed m

in conformity with state laws, includmg but not limited to RSA

i. 2006 20.4, ™p.» » p™™™ o. f
travel time, which will be addressed in Chapter MOP 1300.



The replacement of "Section 1100" with this chapter and DAS MOP 1301 is not mtended
to alter the rescission of certain motor vehicle insurance requirements formerly found m
Chapter MOP 1300. This chapter does not impose any insurance requirements for
privately-owned vehicles beyond those which are otherwise imposed by law.

B. Scope

This chapter shall apply to all officials and employees in Executive Branch agencies,
whether classified, unclassified or nonclassified, and whether full time or part time. It
shaU also apply to all volunteers who are specifically authorized by an Executive Br^ch
agency to perform services on behalf of the State (in the case of reimbursements, only if
the agency's agreement with the volunteer specifically provides for the reimbursement of
expenses).

C. Interpretation and Relationship to Other Law and Collective Bargaining
Agreements

The provisions of this chapter shall be construed in a manner that seeks to avoid conflicts
with controlling statutes (including but not limited to those relating to Gifts, Honoranums
and Expense Reimbursements found at RSA 15-B and the Executive Branch Code of
Ethics found at RSA 21-G:21 through 35), regulations, case law, operative collective
bargaining agreements of the State, other provisions of the Manual and requiremente that
may simply be described in the MOP but which may originate from other sources. To the
extent that provisions of this chapter may conflict with provisions of law or operative
collective bargaining agreements, including past practice established thereunder, the
provisions of the law or collective bargaining agreement shall control.

' I

State officials responsible for conducting collective bargaining shaU consider the
provisions of this and other chapters of the Manual of Procedures when engaged in
collective bargaining.

II. Definitions

For the purposes of this chapter (DAS MOP 1301), the following definitions apply:

A. "CoUective Bargaining Agreement" (CBA) The current, in-force bargaining agreement
with the State Employees Association of New Hampshire or other applicable bargaimng
unit.

B. "Department Head or Designee": An officially appointed, elected, or designated
individual who directs, and who is ultimately responsible for, the overall operator of an
Executive Branch agency, institutioni board or commission, or an employee who has
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been granted power of attorney or limited power of attorney from that person to act in
regard to matters addressed in this chapter.

C "EmDlovee" The governor; executive councilors; elected, appmnted, classified,
' nonclassified or tmclassified Executive Branch employees or officids; members of any

state commission or board; and volunteers who are ^
Executive Branch agency to perform services on behalf of toe State, if toe agency
aereement with toe volunteer specifically anticipates toe reimbursement of expense .Eon oSindividual under toe definition of "Employee" for toe purposes of this
chapter shall not be used to indicate employee status for any other purpose.

D. "Organized Meeting"

1  A conference, workshop, training session, and toe like, as further descnbed in toe
most recent version of the Department of Administrative S®3®^g^5oEch
Handbook, incorporated into this Maiiual by reference m Chapter MOP 150, which
involves:

a) The attendance of non-State employees (as either a speaker or a participant)
b) The conduct of official State business; and

c) The provision of food or drink to State employees or others which is of only "de
minimis" value under toe U.S. Internal Revenue Code; or

2  A work-related meeting, conference, workshop, training session or oth^ortrela^^^^
gathering at which State business is conducted, whether or not attended by non
employees, and which:

a) Is at least three (3) continuous hours in duration,

b) Is held at a location at which it would be unreasonable under the circumstances for
attendees to independently obtain food and drink,

c) Involves at least 10 attendees; and

d) Normally occurs no more than twice a year.

F "Reimbursement Request (RR)" The prescribed form (hard copy or electronic) used to
■  report and claim travel and meal reimbursement, specifictoly, the most f®®®
the "A-4" or "A-4M" form incorporated into this chapter by reference. See Section XII
below.

H "Valid Receipt" An original itemized bill that clearly details the items for whichreifement is being fequested. A credit card receipt does not constitute a valid



receipt unless sufficient information is provided on the receipt to support the
Reimbursement Request.

HI. General Policies on Purchase or Reimbursement for Food,
Meals or Beverages

A. It is the State's policy to limit costs only to those expenses that are necessary to conduct
State business.

„S«b«.nB fot te 1"
itself, rather th^ by an employ authorized to make such an expenditure, an

expenditure.

c. When an employee is not on Travel Smtas ̂  „ ote^^^Ihl^eilt^^paid for at the
not entitled to have his or Smsement for Lh
expense of the state, nor wil ̂  m ^ ^ employees may

of a normal work day, regardless of where the work is performe .

D. Food, Meal and Beverage Payment and Reimbursement Generally
Payment or reimbursement for meals, food mid beverages when not on Travel Status shall
generally be allowed only In the foliowmg circumstances.
1. Emergency Work In Excess of Normal Work Day.

for,.. <», "
=«•«'"» ""

of the collective bargaining agreement.

2. Required Attendance at a Meeting at which a Meal Is Served
Reimbursement for an Employee's.pieal (but not the meal of another person) may be
authorized when;.) A. Employ,. B npipd to .Wd th. .1 »hibb . «.«! 1. .b>vrt



b) Such attendance is authorized in advance, in writing, by the Department Head or
Designee; and

c) The attendance at the meeting associated with a meal is related to official state
business.

3. Meals and Snacks for Board and Commission Members

A meal or snack authorized from an agency's applicable available appropriation,
which meal or snack is provided to appointed members of boards or commissions
while on official business, is allowable and an employee may be reimbursed for
making such an expenditure if authorized by the Department Head or Designee,
provided that such expenditure is not unreasonable under the circumstances, as
determined by the Department of Administrative Services.

4. Meals, Food and Beverages Provided For An Organized Meeting

a) The State may pay for (or an Employee may be reimbursed for), meals, food and
beverages provided in the course of his or her work when.

(1) The expenditure has been approved in writing, in advance, by the
Department Head or Designee;

(2) The food or drink is provided for an Organized Meeting, as defined in
paragraph 11, D; ,

(3) The agency is the host of the Organized Meeting; and
I',

(4) The expenditure is reasonable imder the circumstances.

b) Attendees of Organized Meetings shall not be reimbursed for food or beverage
expenditures.

E. Prohibition on Payment or Reimbursement for Alcoholic Beverages.

State fimds shall not be used to purchase, nor shall reimbursement be made for, the
provision of alcoholic beverages at an Organized Meeting nor m any other circum^ce
where the purchase of (or reimbursement for) food, meals and beverages is general y
allowed.

F  Gifts Honorariums and Expense Reimbursements. When receiving or proving food
or drink to or from any source, an employee must abide by the terms of all applicable
laws, including but not limited to RSA 15-B ("Gifts. Honoranums and Expense
Reimbursements")
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IV. Procedures for Requesting Reimbursement

A. General Provisions

1. All requests made by an employee for reimbursement of food, meals and
beverages when not on Travel Status shall be submitted on a Reimbursement
Request form.

2. Reimbursement Requests shall be properly completed, signed by the Employee,
approved by the Department Head or Designee and submitted in a timely manner.

3. An individual shall not approve his or her own Reimbursement Request. In the
case of a Reimbursement Request submitted by a department head, the request
shall be subject to the approval of the department head's designee.

I

4. An Employee seeking reimbursement of food, meal and beverage expenses while
not on Travel Status must submit v£did receipts with the completed Reimbursement
Request.

5. The Employee shall certify, by signing the Reimbursement Request, the
accuracy of all information and the legitimacy of the expenditure.

6.The Department Head or Designee shall certify, by signing the Reimbursement
Request, that the expenditure was necessary for State business and that the
requested reimbursements are proper.

7. Employees are required to file reimbursement requests within 30 days after the
event at issue with the exception of fiscal year-end (June 30), when Employees
are required to submit requests immediately upon incurring the expense.

8. All expenditures for food, meals and beverages while not on Travel Status are
subject to detailed audit by the Division of Accounting Services, in accordance
with the Division of Accounting Audit Guidelines, to verify that the costs incurred
are appropriate, reasonable and in accordance with these policies.

B. Specific Provisions

1, If the total reimbursable expense for an Organized Meeting exceeds the
threshold for direct Governor and Council approval of costs associated
with an "Organized Meeting," as set forth in MOP 150, V, A, Governor
and Council approval shall be required in order to make the expenditure.
Any reimbursement for that amount must also go to the Governor and
Council for approval.
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2. Employees seeking reimbm-sement for under III D, 1-4 above shall submit
the following to DAS: '

a) A fully completed Reimbursement Request

b) The written approval of the Department Head or Designee
allowing the employee to make the expenditure on behalf of the
agency.

c) An itemized list of the expenditures made, together with receipts.

d) If the reimbursement request relates to an Organized Meeting, or a
Meeting At Which A Meal Is Served under D 2 or 4 above, a
statement specifying:

(1) The purpose of the Organized Meeting or the Meeting at Which
A Meal Is Served, including a description of the work-related
topics that were addressed at the meeting;

(2) The date of the meeting;

(3) The specific location at which the meeting was held;

e) If the reimbursement request is for a Meeting At Which A Meal Is
Served:

(1) The names and official titles of other attendees;

(2) Verification from the Employee's supervisor, the
Department Head or the Department Head's designee that
the individual was required to attend the meeting;

(3) Written approval by the Department Head or Designee,
dated in advance of the meeting, stating that the employee
may attend the diimer; and

A statement of how attendance at the dinner is related to
the employee's work for the State.

(4)

f) If the reimbursement request is for an Organized Meeting.
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(1) Whether or not one or more non-State employee(s) attended as
either a speaker or a participant, and if so, as which.

(2) If the meeting was attended by one or more non-State
employees, the approximate per-person value of any food or drink
provided

(3) If the meeting was not attended by one or more non-State
employees;

(a) The frequency of Organized Meetings of this nature;

(b) The hours during which the Organized Meeting was
held;

(c) The number of persons who attended the Organized
Meeting;

(d) A list of the names of all persons attending the
Organized Meeting and an identification of the entity with
which each person is affiliated;

(e) A copy of the agenda for the Organized Meeting, if
any, or a brief description of the matters addressed.

H. Budgeting of Food and Meals

As a general matter, an agency's food and meal expenses shall be budgeted as Class Code
21, in the expense account for non-institutional food. Should an agency not believe that
Class Code 21, expense account for non-institutional food, is the proper source of
funding for food or meal expenditures or reimbursements, it shall contact the Departrnent
of Administrative Services, Division of Accounting Services, Bureau of Accounts and
comply with such advice as may be given by that bureau.

XIII. Inquiries Regarding Food, Meal and Beverage Issues -
Commissioner's Guidance

Employees should initially address any inquiries that they have regarding food, meals ̂ d
beverage purchases or reimbursements while not on Travel Status to their Depaitorat Head or
Designee If that representative is unable to answer the Employee's questions, the Department
Head or Designee should contact the DAS, Division of Accounting Services. Bureau ot
Accounting.
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The Commissioner of Administrative Services or his or her designee may give the agencyThe Com^ssion ^K-ation of this chapter of the Manual of Procedures in particular

review Any matter which would involve a deviation &om the terms.of this Chapter of

XrV. Incorporation by Reference

The most recent versions of the following forms are incorporated into this Manual of
Procedures by reference:

A Reimbursement Request form A-4;

B. Reimbursement Request form A-4M;

These forms may be found in the directory located at:

most recent version of these forms.

XV. Effective Date

This Chapter shall take effect 60 days after approval by the Governor and Executive Council.

XVI. other Sources and Information

A. Federal Statutes

26 use Sect. 132 (a) (4) (portion of U.S. Internal Revenue Code)

B. State Statutes

RSA 21-M4 I Cb) (7) (DAS Manual ofProcedures may include provisions
relating to reimbursement of travel, meals and lodging).



RSA 4:15 {Department Expenditures)'.

RSA 15-B {Gifts, Honorariums and Expense Reimbursements)

RSA 21-G: 21 through 35 {Executive Branch Code ofEthics)

C. Other Sources

Department of Administrative Services Administrative Handbook,
incorporated into Chapter MOP 150 by reference and found in the
directory located at:

http-//..m.innt.nh.gov/DASManualProoednres/IngQrPQrated,fl?ps
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