RESOLUTION NO. 2020-79

AMENDING CHAPTER 656 “TRAVEL POLICY AND PROCEDURES” OF THE
CODIFIED RULES AND REGULATIONS OF THE GREATER CLEVELAND
REGIONAL TRANSIT AUTHORITY

WHEREAS, pursuant to Resolution No. 1989-176, the Board of Trustees of the Authority
codified the resolutions establishing its policies and procedures; and

WHEREAS, the travel policy was last updated in 2004; and

WHEREAS, the Authority has conducted a review and determined that, particularly in
light of the changes in the travel industry since 2004, certain portions of Chapter 656, Travel
Policy and Procedures, must be revised.

NOW, THEREFORE, BE IT RESOLVED by the Board of Trustees of the Greater
Cleveland Regional Transit Authority, Cuyahoga County, Ohio:

Section 1. That Chapter 656, Travel Policy and Procedures, is hereby amended to read
as specified in Attachment A hereto.

Section 2. That the Board of Trustees hereby waives the fourteen-day period provided
for in Article XI, Section 2 of the Bylaws.

Section 3. That this resolution shall become effective immediately upon its adoption.

Attachment: A. Chapter 656
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Attachment A to Resolution

CHAPTER 656
Travel Policy

656.01 Purpose/Scope.

656.02 General Provisions
656.03 Internal Audit

656.04 Authorization of Travel

CROSS
REFERENCES

Reimbursement of Board member for reasonable expenses — see Ohio R.C.
306.33

Authority of Board of Trustees to manage and conduct affairs — see Ohio R.C.
306.34

Rules for administration and operation of transit facilities — see Ohio R.C.
306.35

Reimbursement of members of Board of Trustees and officers and employees of
the GCRTA for properly incurred expenses — see Bylaws Art. IV, Section 7
Airline frequent flyer miles — see Ohio Revised Code Sections 102.03(D) and
(E); Ohio Revised Code Sections 2921.42(A)(4)and 2921.43(A); Ohio Ethics
Commission Opinion No. 91-010; Ohio Ethics Commission Staff Advisory
Opinion to Sheryl King Benford Dated March 31, 2020

Credit card rewards programs — see Ohio Revised Code Sections 102.03(D) and
(E); Ohio Ethics Commission Informal Opinion No. 2003-INF-0224-1; Ohio
Ethics Commission Staff Advisory Opinion to Sheryl King Benford Dated
Mazrch 31, 2020; Ohio Ethics Commission Staff Advisory Opinion to Sheryl
King Benford Dated May 6, 2020; Ohio Ethics Commission Opinion No. 2011-
08; Ohio Ethics Commission Staff Advisory Opinion to R. Brent Minney dated
March 27, 2012

656.01 Purpose/Scope.

(a) This policy concerns travel on official Authority business to attend and
participate in conferences, seminars, meetings and other events or
field visits that are in the Authority's best interest. It is designed to
ensure the accurate and efficient handling of travel and other related
expenses incurred by members of the Board of Trustees and the staff
of the Authority consistent with applicable laws and the public




(b)

interest.

This policy provides guidance to those traveling on Authority business
that will permit low cost, convenience, ease of administration, overall
cost-effectiveness, consistency of reimbursement, and compliance with
federal, state and local law and GCRTA policy.

656.02 General Provisions.

(@)
(b)
(©
(d)

@)

®

All travelers are required to be fully knowledgeable regarding
GCRTA's travel policies and procedures.

Use of public transportation during Authority travel, including travel
to and from the airport, is strongly encouraged.

Employees with disabilities will be accommodated pursuant to
the Americans with Disabilities Act.

GCRTA Board members and officers and employees of the GCRTA may not
accept, solicit, or use the authority or influence of their position to obtain a
discounted or free “frequent flyer” airline ticket for personal travel or other
benefit from an airline if they have obtained the ticket or other benefit from
the purchase of airline tickets for use in official travel by GCRTA. GCRTA
Board members and officers and employees of the GCRTA may not use such
a discounted or free “frequent flyer” airline ticket or other benefit for
personal travel. Authority Board members, officers and employees may
not use personal frequent flyer accounts for Authority travel.

An Authority Board member or officer or employee of the GCRTA
whose duties for the Authority include negotiating or authorizing
Authority contracts with financial service providers and who are
aware that their personal rewards program credit card is issued by a
bank that is doing or seeking to do business with the Authority may
not use the rewards program credit card issued by a vendor bank to
pay for expenses incurred while engaging in public business for the
Authority. An Authority officer or employee who is either, (1) unaware
that their personal rewards credit card is issued by a bank that is an
Authority vendor, or (2) has no duties that include negotiating or
authorizing Authority contracts with financial service providers, is not
prohibited from using a personal rewards card from any issuing bank
while engaging in public business for the Authority and receiving
benefits of the card’s reward program, which could include frequent
flyer credits, unless the card’s use results in a higher cost for the
Authority or reimbursement that is greater than the debt owed to the
card issuer.

Travelers will be reimbursed for lodging expenses up to the CONUS
index established by the U. S. General Services Administration
(“GSA CONUS rate”) plus 25% for each evening in the destination
city. Up to the GSA CONUS rate plus 25% forlodging does not include
taxes.



(8)

(b)

@)

Travelers will be reimbursed for actual expenses up to a daily per

diem based on the destination city's GSA CONUS rate plus 25%, for

meals and other incidental expenses for each full day of travel and

75% of that amount for the first and last days of travel.

Travel to locations outside the United States will be reimbursed by

the international GSA CONUS rate plus 25%, for lodging, meals and

otherincidental expenses foreach day of travel. Reimbursement will be

made at the published daily average exchange rate for each

individual day of travel.

The following types of expenses are non-allowable:

(1) Travel, lodging or other expenses for spouses, families and
friends of GCRTA personnel;

(2) Valet service (except for extended trips of one week or more);

(3) Alcoholic beverages;

(4) Entertainment (including movie rentals);

(5) Contributions and donations with Authority funds.

() The General Manager is authorized to issue and make modifications to

administrative procedures to implement this policy.

656.03 Internal Audit. Travel expenses will be subject to afinal compliance

review by the Internal Audit Department.

656.04 Authorization of Travel.

(a)

(b)

Insofar as practical, travel by the General Manager/ and members of
the Board of Trustees should receive prior approval by the President of
the Board of Trustees, or the Vice-President of the Board of Trustees in
the absence of the President.

Travel by all other staff requires prior approval of the traveler’s
department director. It is the responsibility of the department director
to determine the business necessity for travel and that all appropriate
procedures are followed. The General Manager or designee must also
approve staff travel.

Res. 1996-185. Passed 12-17-96; Res. 1999-147. Passed 10-26-99;
Res. 2004-123. Passed 9-21-04. Res. 2020-XX. Passed XX-XX-XX.)
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STAFF SUMMARY AND COMMENTS

TITLE/DESCRIPTION: Resolution No.:
2020-79
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PURPOSE/SCOPE: This resolution will amend Chapter 656 of the Codified Rules and
Regulations (“Code”) of the Greater Cleveland Regional Transit Authority.

DESCRIPTION/JUSTIFICATION: The travel policy applies to travel by members of the Board of
Trustees and Authority staff. It was last updated in 2004. At the direction of Internal Audit, a task
force was established to review the policy in light of changes in the travel industry since 2004.
The task force consisted of representatives from Operations, Human Resources, Internal Audit,
Accounting and Legal. As a best practice, it is recommended that the procedural details that had
previously been included in the policy should be removed and included in an administrative
procedure authorized by the General Manager, Chief Executive Officer. Guidance from the Ohio
Ethics Commission regarding frequent flyer miles and rewards program credit cards are also
being included.

PROCUREMENT BACKGROUND: Does not apply.
AFFIRMATIVE ACTION/DBE BACKGROUND: Does not apply.

POLICY IMPACT: Adoption of the resolution will bring the Authority’s travel policy up to
date to be consistent with current travel industry practices and Ohio Ethics Commission
guidance.

ECONOMIC IMPACT: Does not apply.

ALTERNATIVES: Not adopting this resolution. Not adopting this resolution would result in a
travel policy that remains out of date and inconsistent with Ohio Ethics Commission guidance.

RECOMMENDATION: This resolution was discussed at the October 6, 2020
Committee of the Whole meeting and recommended for consideration by the full Board
of Trustees. It is recommended that this resolution be adopted.

ATTACHMENTS: A. Red-line of proposed amendments to Chapter 656
Recommended and certified as appropriate to the availability

of funds, legal form and conformance with the Procurement
requirements.

Gé(feral Manager, Chief Executive Offieef




Attachment A to Staff Summary

CHAPTER 656
Travel Policy and-Procedures

656.01 —EXPENSE REIMBURSEMENT.
{a) Purpose/Scope.
B——The-656.02 General Provisions
656.03 Internal Audit

656.04 Authorization of Travel

CROSS
REFERENCES

Reimbursement of Board member for reasonable expenses — see Ohio R.C.
306.33

Authority of Board of Trustees to manageFraselPoliesand Procedures-
established-herein and conduct affairs — see Ohio R.C. 306.34

Rules for administration and operation of transit facilities — see Ohio R.C.
306.35

Reimbursement of members of Board of Trustees and officers and emplovees of
the GCRTA for properly incurred expenses — see Bylaws Art. IV, Section 7
Airline frequent flyer miles — see Ohio Revised Code Sections 102.03(D) and
(E): Ohio Revised Code Sections 2921.42(A)(4):and OhioRevised Code-Seetion
2921.43(A): Ohio Ethics Commission Opinion No. 91-010; Ohio Ethics
Commission Staff Advisory Opinion to Sheryl King Benford Dated March 31,
2020

Credit card rewards programs — see Ohio Revised Code Sections 102.03(D) and
(E): Ohio Ethics Commission Informal Opinion No. 2003-INF-0224-1; Ohio
Ethics Commission Staff Advisory Opinion to Sheryl King Benford Dated
Mauxch 31, 2020; Ohio Ethics Commission Staff Advisory Opinion to Shervl
King Benford Dated May 6, 2020: Ohio Ethics Commission Opinion No. 2011-
08: Ohio Ethics Commission Staff Advisory Opinion to R. Brent Minney dated
March 27, 2012

656.01 Purpose/Scope.
(a) This policv concerns travel on official Authority business to attend and
participate in conferences, seminars, meetings and other events or
field visits;—which that are in the Authority's best interest. It is




designed to assureensure the accurate and efficient handling of travel
and other related expenses incurred by members of the Board of
Trustees and the staff of the Authority consistent with applicable laws
and the public interest.

2—TheseTravel Polied (b) This policy

provides guidance to those travehng on Authority business that will
permit low cost, convenience, ease of administration, overall cost-
effectiveness, consistency of reimbursement, and compliance with
federal, state and local law and GCRTA policy.

£)656.02 General Provisions.
(+a) All travelers are required to be fully knowledgeable regarding
GCRTA's travel policies and procedures.
(2b) Use of public transportation during Authority travel, including travel
to and from the airport, is strongly encouraged.
(3¢) Employees with disabilities will be accommodated pursuant to the
_Americans with Disabilities Act.

B(d)  GCRTA Board members and officers and emplovees of the GCRTA may

not accept, solicit, or use the authority or influence of their position to obtain
a discounted or free “frequent flyer” airline ticket for personal travel or other
benefit from an airline if they have obtained the ticket or other benefit from
the purchase of airline tickets for use in official travel by GCRTA. GCRTA
Board members and officers and emplovees of the GCRTA may not use such




(e)

a_discounted or free “frequent flyer” airline ticket or other benefit for
personal travel. Authority Board members, officers and emplovees may
not use personal frequent flver accounts for Authority travel.

An Authority Board member or officer or emplovee of the GCRTA

@

whose duties for the Authority include negotiating or authorizing
Authority contracts with financial service providers and who are
aware that their personal rewards program credit card is issued by a
bank that is doing or seeking to do business with the Authority mav
not use the rewards program credit card issued by a vendor bank to
pay for expenses incurred while engaging in public business for the
Authority. An Authority officer or emplovee who is either, (1) unaware
that their personal rewards credit card is issued by a bank that is an
Authority vendor, or (2) has no duties that include negotiating or
authorizing Authority contracts with financial service providers, is not
prohibited from using a personal rewards card from anyv issuing bank
while engaging in public business for the Authoritv and receiving
benefits of the card’s reward program, which could include frequent
flver credits, unless the card’s use results in a higher cost for the
Authority or reimbursement that is greater than the debt owed to the
card issuer.

Travelers will be reimbursed for hetellodging expenses up to the
CONUS index established by the U. S. General Services
Administration (*GSA CONUS rate”) plus 25% for each evening in
the destination city. Up to the GSA CONUS indexrate plus 25% for
hotellodging does not include taxes. Thehotel receipt—must—be
submitted-with-the-final travel and-expensereport:

{6(g)Travelers will be reimbursed for actual expenses up to a daily per

diem based on the destination city's GSA CONUS indexocated—at
http:lpolievworks.gcowryrate plus 25%, for meals and other 1nc1denta1
expenses for each full day of travel-Ine S

eop¥75% of the-CONUSindexthat amount for the fe%ﬁea:—we-c—}t—\—m&b%
be-attached-first and last days of travel.

(#h) Travel to locations outside the United States will be reimbursed by

the international GSA CONUS indexrate plus 25%leecated—at

http/pelievworks.cov{chckon-dark blue boxatthetop%. for lodging.
meals and other incidental expenses for each day of the-page—-where—it

mdicatesforeignratesktravel. Reimbursement will be made at the

published daily average exchange rate for each individual day of
travel.

(&) —AH-employvees—travehng on-behalf of the-Authority—arereminded-of

the-1) The following tvpes of expenses are non-allowable-type-of




A-(1)Travel, lodging or other expenses for spouses, families and
friends of GCRTA personnel;

B-(2)Valet service (except for extended trips of one week or more); C-
(3) Alcoholic beverages;
D.(4) Entertainment (including movie rentals);
-(5)Contributions and donations with Authority funds.

99— (1) The €£0O/General Manager hﬁs—the—&&bheﬂtﬂs authm 1zed to 1ssue
and make mod1f1cat10ns to part ‘ :
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{£)656.03 Internal Audit. Travel expenses will be subject to afinal
compliance review by the Internal Audit Department.

656.04 Authorization of Travel.
(Za) Insofar as practical, travel by the CEO-—General

Manager/Seeretary—Treasurer and members of the Board of Trustees
should receive prior approval by the President of the Board of Trustees,
or the Vice-President of the Board of Trustees in the absence of the
President.

(2b) Travel by all other staff requires prior approval of hisfherthe
traveler’'s department director. It is the responsibility of the
DepartmentDireetordepartment director to determine the business
necessity for travel and that all appropriate procedures are followed.
The General Manager or designee must also approve staff travel.













Res. 1996-185. Passed 12-17-96; Res. 1999-147. Passed 10-26-99;
Res. 2004-123. Passed 9-21-04. Res. 2020-XX. Passed XX-XX-XX.)




