
ORDINANCE NO.·, ·'352 

CITY OF LACEY 

AN ORDINANCE REGARDING PER DIEM ALLOWANCES AND TRAVEL 
EXPENSE CLAIMS FOR OFFICIALS AND EMPLOYEES OF THE CITY 
OF LACEY ENGAGED IN OFFICIAL TRAVEL AND AMENDING SECTIONS 
2.58.080, 2.58.100, AND 2.58.110 OF THE LACEY MUNICIPAL 
CODE. 

THE CITY COUNCIL OF THE CITY OF LACEY DOES ORDAIN AS FOLLOWS: 

Section 1. Section 2.58.080 of the Lacey Municipal 

Code is hereby amended to read as follows: 

"2. 58. O 80 Exceptions· to full per diem a:11owances: 

If the registration or tuition fee, or any other fee paid by 

the City in connection with.attendance at any meeting, seminar, 

course bf instru6tion or other official gathering includes 

lodging, or when lodging expenses are not incurred, but the 

fee does not include meals, the per diem rate will be $Hh·08 

$12.50 per day, for each day the registrant remains at the 

destination. If meals are included in the registration fee 

but lodging is not included,· lodging shall be reimbursed at 

the actual cost of the lowest available single accomodations 

provided by the meeting attended~ If meals are included in 

the fee, in addition to lodging, there shall be no per diem 

allowed for the days the registrant remains at the destination. 

In either case, the per diem rate'for time spent in traveling 

to and from said destination shall be allowed in accordance 

with Section 2.58.030. 

Exceptions not properly addressed by this section 

shall be allowed as administrative decisions of·the Department 



-
Head and 8l,:i:e£-Eixeet1.-e:i::"e-e££:i::ee:E City Man·ager provided there 

is no conflict with other sections of this ordinance or 

payment in excess of the rates set forth in this ordinance." 

Section 2. Section 2.58.100 of the Lacey Municipal 

Code is hereby amended to read as follows: . 

"2. 58 .100 Claims: Within -eer,.-•f-3:et forty-five ( 45) 

days after completion of authorized travel, or within ten (10) 

calendar days if an adva:nce :travel payment has been· made, 

the traveler will submit a claim to the City Clerk/Treasurer 

for expenses and allowances as specified herein, in the form 

prescribed by the Clerk in accordance with RCW 42.24.090. The 

form will include purpose of travel, date and time of departure, 

date· and time of return, fflet~-ffl!i:ieB actu:a·1 miles traveled by 

the· shortest practical route to and from destination, itemized 

listing of miscellaneous expenses as defined herein, amount 

of travel advance (if any) and any other information required 

by the Clerk. Receipts for lodging, registration fees, toll 

and ferry charges, and other special fees shall be attached. 

Receipts for meals are not required. Any .days leave taken either 

during or in conjunction with the travel shall be clearly iden

tified so that per diem is not computed nor allowed for leave 

time. Expense claims require the signature of the employee, 

the department head and the eft:i:e£-e~eett-e:i:"e-e££:i:ee:E- City 

Manager or his· delegate, all of whom certify to the validity 

of the claim." 
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Section 3. Section 2.58.110 of the Lacey Municipal 

Code is hereby amended to read as follows: 

"2.58.110 Travel adv:ances: An advance travel 

payment, not .~o exceed two-thirds of the anticipated cost of 

travel, may be made pursuant to the requirements of RCW 42.24.120 

RCW 42.24.160 if the traveler submits a request for such an 

advance. 'i1ee-a:m.e't:lH-e-e£-s't:1ei't-aa'lfaHee,;,.w:i:-3:±-1'e-aea't:le-eea-£:Eem--ei'te 

.f.i:c..a.l._.s.e:.t±l..emeD:.t-.c.f-.:.t.ra.~.e.l.-.r.e.i;w;i:i.i.-~.em.e.R.t.... The ·request will 

be in the format and will include all information required by 

the Clerk/Treasurer to comply with regulations prescribed 

by the State auqitor •. Tr~vel adv~nces shall be paid from 

the Advance Travel Expense Revolving Fund.established by 

Section·3.10.010. 

·on o·r before the 10th day fo1:1owing the· close of 

the :author:ized travel :p·er·iod for which expense·s have been· 

advanced, the off.fcer or employee shall submit in accordance 

with Section 2.58.100 a :tra,vel expens:e voucher, ·accompanied 

by the unexpended portion of such advance, ff: any. • :The 

city shall have a prior :lien against and a• right to withhold 

any and all funds payable or •to become_payable by the city 

to ·such of•f icer o·r employee to -whom such adva;nce ha•s be•en 

given :up to the· amount of such :aavan·ce and inte'rest at the 

rate of 10% per annum,• after said advance or the balance 

thereof is due,: until such time as repayment or justification 

has been made. No additional travel advance of -any-kind shall 

be made to any of-f•icer or employee', at any time when he is· 
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delinquent :in :accounting :for :or '.::_E:paying :a prior advanc·e. · . 

A travel advance made purs:-i.1ant to this> section·. 

shall be considered :as ha:vin:g been made to such officer ·or 

employee to· be :expended by: him as :an agent of the city for 

the city •·s purposes on:1y:·,: and :s:pecifically to :defr:ay necessary 

costs while· performin:g his offic:ic;1'l duties.· : No :such advance 

shall be··conside·red as a :per:sonal loan :'t'O' such officer or 

employee :and any expenditure :ther_e·of, other than for: offic•ial 

·business purp·oses, shall be ·considered a misapp·ropriation ·of 

public funds." 

PASSED 

_·_/lo_1~--J __ - ·-.· : __ , 1974. 

~' 
BY THE CITY COUNCIL THIS . cl{J · DAY OF 

PUBLISHED: 
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