Cognizant

STATEMENT OF WORK FOR
TRIZETTO QNXT APPEALS AND GRIEVANCE WORKFLOW
IMPLEMENTATION ADVISORY SERVICES

This Statement of Work for TriZetto QNXT Appeals and Grievance Workflow Implementation Advisory Services
(“SOW") is made as of the last date stated in the signature block below (the “Effective Date”) by Cognizant
TriZetto Software Group, Inc., f/k/a TriZetto Corporation (“Cognizant”) and the County of Ventura as owner and
operator of the Ventura County Health Care Plan (“County”). This SOW is part of, and incorporated into, the
Master Software License and Services Agreement dated January 10, 2012, as amended (collectively
“Agreement”). To the extent that there is any inconsistency between this SOW and the Agreement, this SOW
will control with respect to the Services to be provided under this SOW.

1. Definitions. Capitalized terms in this SOW are either defined below or in the Agreement. The definitions
for terms defined in this SOW apply only to this SOW unless expressly indicated otherwise. If a defined term in
this SOW is inconsistent with a defined term in the Agreement or another SOW, the defined term in this SOW will
take precedence for purposes of this SOW.

Appeal(s) means a Member or provides rights for re-examination of a claim or authorization determination
pursuant to a health plan’s operating rules and regulatory compliance from governing organizations like CMS.

Change Request Form means the document used to amend this SOW with changes mutually agreed to by the
parties pursuant to the Change Process (mentioned in Section 4 Change Process below and further defined in
Section 4.5 Change Process of the Agreement).

CMS means the U.S. Department of Health & Human Services Centers for Medicare & Medicaid Services.

Complaint(s) means a Member or provider rights to submit an objection to a health plan, usually in relation to
quality of service where the health plan follows specific operating rules and regulatory compliance from governing
organizations. Often used interchangeably with Grievance, but a Complaint as it relates to government programs
is an entity filing a Complaint with CMS that CMS passes on to the health plan to address within required
timeframes.

Cognizant Project Team means the Cognizant personnel who will perform Cognizant’s tasks in connection with
the Services described in this SOW.

County Project Team consists of County’s personnel who will perform County’s tasks in connection with the
Services described herein.

Deliverable means work product or a work of authorship (e.g. software code, documentation, reports) that
Cognizant delivers to County during the performance of Services under this SOW.

Environment means an instance of applications and the applicable, unique databases that hold a single set of
primary data tables.

Extract(s) means a function that regularly reads and extracts data from a specified source database and writes
it to a target database at specified time increments.

Go-Live means County’s first production use of Implementation Software in a Production Environment.
Go/No-Go Criteria means the set of decisions and criteria that need to be met in order for Go-Live to occur.
Grievance(s) means a Member or provider rights to submit an objection to a health plan, usually in relation to

quality of service where the health plan follows specific operating rules and regulatory compliance from governing
organizations like CMS.
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Cognizant

Implementation Software means TriZetto® QNXT™ Appeals and Grievance Workflow Software (“Appeals &
Grievance Workflow”) licensed to County in accordance with the terms of the Agreement.

Interface means a mechanism for the exchange of data between Implementation Software and County’s
systems and/or vendors.

Itinerary means preconfigured workflow defined by County for routing Appeals, Grievances, or Complaints.
MRDTs means Master Reference Data Tables.

Production Environment means any Environment that is provided for the exclusive purpose of executing
County’s live business operations.

Project Schedule means the documented tasks and the effort associated with those tasks, milestones, and
Deliverables related to the Services performed under this SOW. The Project Schedule will be updated
throughout the term of the Services.

QNXT Software means the TriZetto® QNXT™ Software licensed to County under the Agreement, as amended.
Qualifying Events means claim limits, claim edits, and / or total charges.

Report(s) means the electronic and/or hard copy display of selected information and data generated by the
Implementation Software.

Scenarios means business situations identifiable by Qualifying Events. Examples of Scenarios include workflow
gueues, queue roles, queue rules, routing rules, qualifier groups, and reasons.

Services Manager is defined in Section 8 Services Management.

Services Start Date means the date on which the Services required under this SOW will commence as set forth
in Section 6 of this SOW.

System Integration Testing and SIT means testing to assess validations of County’s requested integrations with
the Implementation Software; including Interfaces, Extracts, or Reports.

User Acceptance Test and UAT means testing which serves as the final validation of the required business
functionality of the system, emulating real-world usage conditions on behalf of County. This requires County to
approve the results prior to Go-Live.

2. Scope of Work. Cognizant will perform the implementation advisory tasks identified in the table below
in this Section 2 as Cognizant’s responsibility (“ Services”) to support County’s project to implement Appeals &
Grievance Workflow. Each party is responsible for management of its respective project team, assigned tasks,
and obligations required to complete its respective tasks under this SOW. Cognizant’s Services in scope for this
effort consist of the following work efforts and responsibilities (subject to the details and limitations documented
throughout this SOW). Tasks not specified in this SOW are outside the scope of this SOW and will not be
performed by Cognizant unless subsequently agreed to by the parties in writing pursuant to the Change Process.

The tables included in this Section 2 list the tasks to be performed by the parties. The “Resp Party” column
indicates which party is responsible for performing each task. An “X” in the “CTSG” column indicates that the
corresponding task is a Cognizant responsibility. An “X” in the “County” column indicates that the task is a County
responsibility. The column on the far right indicates whether the party responsible for performing the task is
expected to deliver something to the other party when the task is complete. Not every task will have a
corresponding Deliverable.
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Cognizant

Table 2
Scope of Work

Identify and assign Cognizant Project Team members.

Resp
Party Expected Cognizant

Deliverable
8 -or-
5 County Materials/Info
X

Identify and assign County Project Team members.

Meet with County Services Manager and County project
manager to review the SOW in order to confirm scope and
Deliverables. Review Services logistics and reporting structures,
including project team member roles and responsibilities. Any
changes to Services required will be subject the Change
Process.

Meet with Cognizant Services Manager and Cognizant project
manager to review the SOW in order to confirm scope and
outcomes. Review Services logistics and reporting structures,
including project team member roles and responsibilities. Any
changes to Services required will be subject the Change
Process.

Procure equipment as necessary and install hardware and
software components necessary per the technical documentation
for Implementation Software installation.

Install Implementation Software in the applicable Environment(s)
per the Project Schedule.

Conduct end-user training for County processes.

Coordinate a central repository for the majority of control items
for the Services that require updates on a regular basis.

Project Work Space

Document the tasks, Deliverables and milestones required for
implementing the Services. Maintain the Project Schedule
throughout the term of the Services.

Project Schedule

10.

Assist Cognizant in documenting the tasks, outcomes and
milestones required for implementing the Services. Assist
Cognizant in maintaining the Project Schedule throughout the
term of the Services.

11.

Prepare project status reports and conduct status meetings with
the joint project teams weekly, or as otherwise agreed, to discuss
the status of the Services, upcoming activities/tasks, budget,
issues and risks.

Project Status Reports

12.

Assist Cognizant in preparing Project Status Reports and
conduct status meetings with the joint project teams on a weekly
basis or as otherwise agreed to discuss the status of the
Services, upcoming activities/tasks, issues and risks.

13.

Document and conduct the Services kick-off meeting to
communicate Services methodology and approach, Services
details, governance, logistics, roles and responsibilities and
scope of work for the Services.

Project Kick-off
Presentation

14.

Participate in the Services kick-off meeting to communicate
Services methodology and approach, Services details,
governance, logistics, roles and responsibilities and scope of
work for the Services.
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Cognizant

15.

Table 2
Scope of Work

Perform discovery sessions and business requirements for the
Implementation Software.

Resp
Party

Expected Cognizant
Deliverable
_or_
County Materials/Info

16.

Participate in discovery sessions and business requirements for
the Implementation Software.

17.

Provide business requirements and/or other documentation as
requested by Cognizant. This includes any regulatory compliance
guidelines associated with the line of business being
implemented.

Business Requirements
Document

18.

Provide County with the Appeals & Grievance Workflow
Configuration Design Document sample and product consulting
support to assist County in completing the Appeals & Grievance
Workflow Configuration Design Document.

Appeals and Grievance
Workflow Configuration
Design Document

19.

Complete Appeals and Grievance Workflow Configuration
Design Document.

Appeals and Grievance
Workflow Configuration
Design Document
(Updated)

20.

Assist County in completing Appeals and Grievance Workflow
Configuration Design Document.

21.

Define all workflows for the Implementation Software.

Workflows for Appeals &
Grievance Workflow

22.

Instruct County by demonstrating configuration and unit testing of
Scenarios for the Implementation Software subject to the
following configuration scope limitations (“Configuration
Scope”):

Appeals and Grievance Workflow:
a. design of up to 5 ltineraries;
b. design of up to 5 routing rules;
c. design of up to 5 queues.
d. design supporting Appeals and Grievance Workflow
MRDTs for 5 Scenarios if needed:
i. up to 5 case reasons;
. up to 5 set aside reasons/routing reasons;
iii. attributes/attribute groups; and
iv. note types.

23.

Complete County configuration activities, provide test Scenarios,
and participate in unit testing for Appeals & Grievance Workflow.

24,

Review and approve documented requirements for the
Implementation Software.

25.

Participate in the solution application design working and review
sessions.

26.

Review and approve the application design and usage for the
Implementation Software.
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27.

Table 2
Scope of Work

Prepare for and schedule Implementation Software configuration
design sessions.

Expected Cognizant
Deliverable
_or_
County Materials/Info

28.

Perform all Appeals and Grievance Workflow design and
configuration activities for Scenarios for Appeals and Grievance
Workflow per the application solution design.

29.

Provide consulting support during County’s design and
configuration of Appeals and Grievance Workflow for up to 5
Scenarios.

30.

Complete County configuration activities, provide test Scenarios,
and perform unit testing for Appeals and Grievance Workflow.

31.

Provide advisory consulting support to County during UAT of
Configuration Scope Scenarios.

32.

Document the key activities and the schedule for completing the
transition from the Cognizant Project Team to the Cognizant
applications support team for Maintenance Services.

Application Support
Transition Plan

33.

Provide current inventory of County Reports including letter and
system integration (ancillary and third party applications). Define
the approach for County Reports for Implementation Software.

Report Inventory

34.

Develop Reports and letters.

35.

Develop and document County policies and user procedures for
the Implementation Software.

Desk Level Procedures

36.

Document detailed Go-Live plan and associated tasks and
activities for Go-Live.

Go-Live Plan

37.

Assist Cognizant in drafting detailed Go-Live Plan and
associated tasks and activities for the Go-Live.

38.

Identify Go / No-Go Criteria. Develop a contingency plan.

Go / No-Go Criteria

39.

Assist County in identifying Go / No-Go Criteria and contingency
plan.

40.

Develop unit, SIT, and UAT test plans, test scenarios and test
cases including execution of the unit tests scripts to validate
functionality of Implementation Software. Modify configuration
required by the Appeals and Grievance Workflow Configuration
Design Documents.

41.

Review County’s test cases and provide recommendations to
County as reasonably requested.

42.

Execute SIT/UAT. Document and manage all test results and
share readouts of the testing activities on a daily basis with
Cognizant.

43.

Provide product knowledge support of Implementation Software
for County’s SIT/UAT execution.

44,

Review discrepancies associated with SIT/UAT. Assign
personnel to identify root cause of discrepancies.
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Cognizant

Table 2
Scope of Work

Expected Cognizant
Deliverable
_or_
County Materials/Info

45 Conduct root cause analysis for all defects and issues logged for X
" | SIT/UAT.
46 Provide advisory consulting support for defect and issue X
’ resolution by supporting root cause analysis.
47. | Conduct defect triage meetings during SIT/UAT. X
48. Participate in defect triage meetings during SIT/UAT. X
Finalize key activities and schedule for completing the transition Final - Application
49. | from the Cognizant Project Team to the Cognizant applications X Support Transition Plan
support team for Maintenance Services.
50. Document Services closure activities. X Services Closure Plan
51. | Finalize Go-Live Plan. X Go-Live Plan
52. | Assist Cognizant in final review and completion of Go-Live Plan. X
53. Promote configuration to all applicable Environments. X
Determine whether Go/No-Go criteria have been met. For
54. | Go/No-Go criteria which have not been met, document X
applicable alternatives as contingencies in the Go-Live Plan.
Assist County in determining whether Go/No-Go criteria have
55. been met and in implementing applicable alternatives as X
identified in the contingency plan.
56. | Execute Go-Live Plan. X
57. | Support Cognizant in executing Go-Live Plan.
58 Triage and work post Go-Live issues encountered as necessary
" | for County processes.
59 Assist County in triaging and working post Go-Live production X
" | issues as necessary.
Provide Implementation Software support for up to 30 calendar
60. | days after Go-Live prior to fully transitioning support to the X
Cognizant Software support team.
61 Transition Implementation Software support directly to the X
’ Cognizant Software support team.
62. Complete Services closure activities per Services Closure Plan. X Services Closure
Acceptance
63 Complete Services closure acceptance per Services Closure X Services Closure
" | Plan. Acceptance
3. County Obligations. County acknowledges that Cognizant’s ability to perform the Services as agreed

to in this SOW depends upon County’s fulfillment of its obligations. If County fails to complete its obligations in a
timely manner, and such failure impacts Cognizant's ability to perform the Services agreed to hereunder,

Cognizant Confidential or Trade Secret
County of Ventura — SOW for A&G Implementation Advisory Services
Oppty ID: 4000409841 CMO: MP (11/17/2021)

Approved By

Ka?

KaP
CTSG CMO
Cognizant

Page 6 of 25



Cognizant

Cognizant will not be in breach of this SOW. County is responsible for the overall management of the Services
associated with this SOW. In addition, County will:

a. Provide Cognizant timely access to County’s facilities, equipment, and technology required by Cognizant to
perform the Services including but not limited to desk, phone, fax/copier access, and VPN connection for
remote access via the Internet.

b. Perform County obligations expressly stated in this SOW and in the Agreement and assign County resources
with County business, QNXT Software and Implementation Software knowledge to work with Cognizant during
the course of the Services.

c. Ensure the Services meet County’s legal compliance requirements.

d. Obtain any and all rights and consents from third parties necessary for Cognizant to perform the Services and
provide assistance requested by Cognizant to obtain timely support and services from suppliers of County to
the extent necessary in order for Cognizant to perform Services.

e. ldentify County team members who will be responsible to make decisions or provide additional information
with regard to the topics addressed by this SOW within a reasonable time after receiving requests from
Cognizant, not to exceed five (5) business days.

f. Make available to Cognizant information related to County’s assignment of tasks, business or technical
requirements, specifications, procedures, completion criteria, timeframes/milestones or other information as
needed for Cognizant to perform the Services and complete the assigned tasks.

g. Ensure that County’s personnel adhere to Cognizant’s physical and technology security standards when on
Cognizant’s premises.

h. Be responsible for System Integration Testing and User Acceptance Testing of the Implementation Software
including coordination of those testing activities, content of test cases and documentation of testing results.

4, Change Process. Any request for Services by either party will be documented in a Change Request
Form and performed in accordance with Section 4.5 Change Process of the Agreement (the “Change Process”).

5. Assumptions. The parties agree that if any of the following assumptions prove to be incorrect or if County
does not fulfill any County obligations, then scope, timelines, and fees may be affected. The parties will work
together to address any impacts to this SOW, which will be documented via the Change Process.

a. Unless otherwise agreed by the parties, Services will be performed Monday through Friday, between 9:00
a.m. and 5:00 p.m. County local time, excluding Cognizant holidays. County local time is determined by the
location of the main County facility using the Services.

b. Services will be provided from remote and on-site locations as mutually agreed.

c. The Services performed by Cognizant are supplemented by and subject to Cognizant’s methodologies and
standard operating procedures.

d. Notwithstanding anything to the contrary herein and for the avoidance of doubt, the following tasks are
deemed out of scope, without limitation, for this SOW:
i Training services;
il. Development of system Interfaces, Reports, letters for the Implementation Software including
integrations with external systems.
iii. Enhancements to the Implementation Software.
iv. Functional testing and defect retesting of QNXT Software, its upgrades, existing third party
systems or applications and related integrations.

6. Timeframe, Fees and Payment Terms.

6.1 Timeframe. The Services will commence within thirty (30) days of the Effective Date, or as mutually
agreed to by the parties (“Services Start Date”) and will take approximately five (5) months to complete.
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Cognizant

6.2 Services Fees. Based on the scope, assumptions, respective Cognizant and County obligations,
estimated timeframe and other conditions set forth in this SOW, Cognizant's staffing and fees for Services
described in this SOW are estimated in accordance to Table 6.2 below. Any Change Request Forms executed by
the parties pursuant to the Change Process involving additional fees and/or expenses will be invoiced as stated
therein, and are in addition to the fees stated in this Section 6.2. Fees are payable as set forth in Section 6.5
Payment Terms.

Table 6.2
Estimated Resource Staffing Plan and Services Fee Table

Estimated Rate per
Functional Role Resource Resource per
Hours Hour

Total Estimated
Fees

Engagement Lead Director 20 $190.00 $3,800.00
Project Management Project Manager 200 $164.00 $32,800.00
Project Administration Project Analyst 80 $90.00 $7,200.00
QNXT Solution Architect Advisory Consultant 200 $180.00 $36,000.00
QNXT Product Consulting Consultant Il 650 $138.00 $89,700.00
QNXT Technical Lead Senior Consultant | 100 $155.00 $15,500.00
Total Estimate 1,250 $185,000.00

County agrees that the hours and associated fees provided in Table 6.2 are estimates. The actual hours worked
by each resource type may not coincide directly or uniformly with these tables. Cognizant will promptly notify
County in the event it believes the actual hours worked will exceed the fees provided in in the above tables in
accordance with the Change Process.

6.3 Taxes. Fees invoiced by Cognizant for Services are exclusive of taxes. County will be responsible for
applicable taxes billed by Cognizant pursuant to the Agreement.

6.4 Expenses. Fees for the Services are exclusive of materials and expenses. County will pay Cognizant for
materials and expenses as incurred under this SOW for travel, and other costs incurred by Cognizant hereunder
in accordance with County policy described in Exhibit A — Reimbursement of Employees’ County Business
Expenses. Cognizant will provide copies of invoices and receipts pursuant to the Agreement.

6.5 Payment Terms. Unless otherwise agreed pursuant to the Change Process with respect to any additional
Services, the Services described herein, will be performed on a time and materials basis. Cognizant will invoice
County monthly in arrears for actual time spent performing the Services, plus materials, taxes, and expenses.
County will pay Cognizant for materials and expenses as incurred. Any changes set forth in a Change Request
will be performed on a time and materials basis or as otherwise agreed by the parties in the Change Request. In
connection with a Change Request, Cognizant will invoice County monthly or as otherwise specified in the Change
Request, plus materials, taxes and expenses. All invoices are due and payable by County in accordance with the
terms of the Agreement.

7. Expiration or Termination Date of SOW. This SOW will expire upon the completion of the Services (the
“Expiration Date”). If County fails to pay any invoice in the time period specified in the Agreement, Cognizant
will have the option of suspending its provision of Services hereunder and under any other SOW associated with
this SOW. Cognizant may terminate this SOW prior to the Expiration Date upon giving at least thirty (30) days
prior written notice (the “Termination Date.”) County agrees to pay Cognizant any fees, costs, taxes and
expenses accrued under this SOW up to the Termination Date and any additional expenses associated with the
termination of this SOW prior to the Expiration Date that Cognizant cannot reasonably avoid. Termination or
Expiration of this SOW will not negate any termination rights the parties have under the Agreement.
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8. Services Management. The designated contacts for this SOW are:
County Services Manager: Cognizant Services Manager:
Name: Tom Shirk Name: Bhushan Naik
Address: 2220 E. Gonzales Rd., #210-B Address: 9655 Maroon Circle
Oxnard, CA 93036 Englewood, Colorado 80112
Title: Health Plan Administrator Title: Delivery Director
Phone: 805-981-5104 Phone: 513-370-4454
Cell: 805-981-5104 Cell: 513-370-4454
Email: Tom.Shirk@ventura.org Email: Bhushan.Naik@cognizant.com
9. COVID-19 Disclaimer. In the event Cognizant recognizes it will experience any delay or failure to perform

Services in this SOW related solely to the Pandemic (defined below), Cognizant will notify County. Cognizant’s
delay or failure to perform the Services in this SOW may be excused to the extent that the delay or failure to
perform is due solely to the unforeseen circumstances arising from the COVID-19 global pandemic (“Pandemic”),
subject to the following:
a. Cognizant will use commercially reasonable efforts to mitigate such delays or failures; and
b. If Cognizant identifies a commercially reasonable mitigation or workaround to facilitate the
performance or mitigate any delay in performance, and such mitigation or workaround requires
material additional fees, Cognizant will obtain County’s approval for any material additional fees or
County’s consent to alternative methods of delivering or performing the Services, as applicable
(“Alternatives”), then, to the extent County and Cognizant mutually agree upon the additional cost
and/or the Alternatives, County will pay Cognizant the reasonable additional fees and/or will
reasonably, without condition or delay, agree in writing to the Alternatives. Cognizant’s performance
of and completion of Alternatives will be subject to approval and acceptance of the Alternatives by
County and will be subject to any additional unforeseen circumstances solely arising from the
Pandemic.

Subject to the modifications herein, the Agreement will remain in full force and effect. Notwithstanding anything
herein, nothing contained within this SOW is intended to (i) amend any limits of liability stated in the Agreement;
(i) amend and / or add any indemnification obligations; or (iii) grant to County ownership rights in any intellectual
property in any Services provided or developed by Cognizant hereunder. Each party has caused this SOW to be
executed as of the later date stated in the signature block below by its duly authorized representative.

COUNTY OF VENTURA, AS THE OWNER AND | COGNIZANT TRIZETTO SOFTWARE GROUP, INC.
OPERATOR OF VENTURA COUNTY HEALTH CARE

PLAN

Signature: Sighature:

Name: Name:

Title: Title:

Date: Date:
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Exhibit A — Reimbursement of Employees’ County Business Expenses

2018
COUNTY OF VENTURA ADMINISTRATIVE POLICY | FINANCIAL MANAGEMENT
MANUAL CHAPTER VI (C)
Employees’ County Business
Expenses
Originating Agency: A-C Last lezued Revized Policy No. Chapter VIl {C] -1
2018 2019 REIMBURSEMENT OF
EMPLOYEES' COUNTY
BUSINESS EXPENSES
Policy Change Requires: [ ]Board of Supenizors Approval
[x] CEQ Approval
Forms Change Requires: [ x] CEQ Approval

POLICY

The County of Ventura will only reimburse employees for actual, reasonable, and necessary
expenses mcurred in the perdformance of official duties for the benefit of the County. If an officer or
employee is uncertain azs to whether an expense qualifies as reazonable and necezsary, advance
clarfication chould be obtained from the Auditor-Controller’s Office. Due to Intemal Revenue
Service (IRS) regulations, reimbursement of certain meal expenses not associated with ovemight
travel must be freated and reported 2= taxable income io the employee. (See lem 1920, Mealz )

Members of the Board of Supervisors and all members of County boards, committees and
commissions that are legislative bodies as defined in the Brown Act must also comply with the
policy set forth in this Manual under Policy VIl (C) =2, Expense Reimbursement and Stipend Polcy
for Members of County Boards, Commiffees and Commissions; Ethics Training. All elected
officials must comply with the provisions of that policy addressing ethics fraining. Should there be
a conflict between this policy and the aforementioned policy, then Policy VI (C) — 2, Expense
Reimbursement and Stipend Policy for Members of County Boards, Commitieas and
Commizsions; Ethics Training, will control for members of the Board and all members of County
boards, committees, and commissions.

All County expense claims that require prior Board approval must receive Board authorzation in
advance.

DEFINITIONS AND EXAMPI FS

1. "Reasonable” means that the expenditure was for an amount normally to be expected. As
an example, the County will not pay for first class plane fare if suitable lower cost plane fare
is avallable at a lower rate. Governmental or group rates for transportation and lodging
should always be requested and used when available. Meal and lodging costs will and are
expected fo vary depending on the areas involved and continue fo be subject to penodic
review by the agency/department head for reasonableness.

2018 ADMINIETRATIVE POLICY MANLUAL
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2. "Mecessary” means that there was a clear nexus, or connection, between incurring the
expense and the performance of official duties.

A There is no problem in determining if expenses are necessary when they are nourred in
connection with an out-of-County tnp. The pumpose of the tnp i usually quite deary defined
and, therefore, identifiable as County business. The expense of getting to and from the
destination and the length of time outside the County determines what travel and meal
EXpENSES are Necessary.”

B.  Onthe other hand, the fact that dinners or other forms of expenses may make mestngs
maore pleasant or facilitate the proceedings i not an adequate reason fo convert the expense
initz & necessary expense. See fiem 20, Meals.

3 "Pedormance of official duties” means activities directly related to the legal functions of
Ventura County government. To be eligible for reimbursement, the claimant's job
respongibilites must be directly and significantly involved with the subject matter of the claim.
For questions about what constitutes performance of official duties, consult with the
Auditor-Controller who will coordinate with County Counsel when necessary.

4 "Authorized personnel” means personnel eligible for reimbursement of expenses incumred for he
Counity 2= follows:

A Officers and employees of the County.

E. Eocarddesignated members of commissions and advisory boards of the County including
any County employee performing dubes related to the commizsion or board.

C.  Indwiduals performing voluntesr senices for the County as designated by the Board or by a
memiber of the Executive Committee for Board approved programs.

[ NomCounty employees who have been decignated by the Human Resources Direcior o
assiet in employment selechion Rteriews.

E. Professional mdependent confractors in the medical, legal, religious, educational,
engineering, adminisirative, accounting, or information services professions for
activities not specifically stated in the contract, but related to the contract, with the
approval of the sponsorng Executive Committee member.

5. "Allowable expenses” include expenditures incurred while traveling or otherwise directly
related to the performance of official duties including, but not imited to, items such as:

Transportation cost.

Lodging.

Meals (reimbursement may be taxable; See kem 20, Meals).
Turtion.

Registration fees.

Pnrl;ge.

Parking.

Business telephone calls.

TeTmMEoDE

2016 ADMIMIEETRATIVE POLICY MANLSL

Cognizant Confidential or Trade Secret
County of Ventura — SOW for A&G Implementation Advisory Services
Oppty ID: 4000409841 CMO: MP (11/17/2021)

Approved By

Ka#

KaP
CTSG CMO
Cognizant,

Page 11 of 25



Cognizant

|.  High-speed DSL installation and recurring monthly fees for officers and employees of
the County when directed and justified by agencyldepartiment head with CEQ

approval.
J.  (Other tems necessary to such travel or to the performance of official dutes.

6. "Expenses not reimbursed by the County” include, but are not limited to, items such as:

Airline or other travel insurance.

Annual premiums for personal property msurance.

Barbers and hairdressers.

Surtcases or other luggage purchased for fraveling.

Personal telephone calls except where authonzed.

Traffic and parking wiolations.

Doctor billz, prescrptions, or other medical services.

Aleoholic beverages.

Fees, serice charges, interest, efc., related to personal credit cards even if they are
used exclusively in the performance of official duties.

Travel from home to the nomal work site on holidays, weekends, and other scheduled
days off.

K.  Greeting cands and personal stationery.

7. Overtime worked by non-exempt employees under the Fair Labor Standards Act (FLSA) will
only be compensated if attendance at conferences and seminars is required by the
apponting authonty. Overtime worked for exempt employees under the crcumstances
described below are not compensable hours under FLSA even though they may receive
overtime compensation under the terms of a memorandum of agreement.

—remmoom e

-

A Travel Time - While on travel status, the officer or employee will be paid a= if working
normal hours at his or her regular place of work.

1. Travel ime from home to work is not counted as hours worked.

2. Travel ime will be counted as hours worked in special assignments oulside
Ventura County, except that ordinary "commute fime” from home to the regular
job zite will be deducted.

B. Conferences and Mestings - Time devoted to meetings, conferences, dasses, eic., in exoess
of normal working hours is counied as hours worked. This policy does not include
courses/classes, etc., that are a part of an employee's election for career advancement
through textbook and tution reimbursement programs.

If an employee iz attending a meeting, conference, etc., at the specific request of his or her
supenor, the precumpsion iz that the acthaty iz related to the performance of official duties

and fully reimbursable. However, if an emploves =0 requests, the agency/department head
may authorize travel for performance of offical duties on a “salary only” basis. “Salary only”
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means that the employee chall receive the salary while traveling for the performance of
official duties but shall recene no other reimbursement for such travel or related expenses.

8 "Execuiive Commitiee,” as used in this policy, means the following officialz and includes

agencyldepariment heads:
Board of Supervisors (3)  Dept of Child Support Services Public Defender
Aszzessor District Attormey Public Works Agency
Auditor-Controller General Services Agency Resource Management Agency
Agricutiural Depariment  Harbor Department Shenff
Area Agency on Aging Health Care Agency TreasurerTax Collecior
County Clerk-Recorder  Human Seraices Agency Ventura County Fire Protection District
County Counzel Information Technology Services  Ventura Couwnty Library

County Executive Officer  Medical Examiner
Depariment of Airparts Probation Agency

EXPENSE CLAIMS

9. Justification for reimbursement must include adequate information to justify payment,
including:

The date and location;

|dentification and cost of the vanous tems involved, e.9., meals, plane fare, parking, eic;
The spectfic County business involved and exact purpose of the expenditures;

The indriduals mvolved and their relationship fo the matier at hand. f the expense includes
meaks or travel costs for cther County employees, a lisfing of these employees should be
provided. If the cam ndudes expenses for a non-County employes, the claim should contain
an explict explanation as to why the non-County employes's expenses chould be funded by
the County (also see section 29);

E.  Such addifional explanation az would serve to substantiate the claim; and

F.  Information confirming overnight stay was assocated with a meal in order to determine
if a meal reimbursement is to be reporied as taxable income. (See liem 20, Meak )

oom>

10.  Claim aporoval i required by the responsible Bxecuive Committee member before & is submitied
1o the Auditor-Controller's Office for review and payment. This approval certifies that the claimed
amount is corect and the expense is reasonable, necessary, and incurred in the pedormance of
official duties. While approval authority for daimes can be delegated, the approving Executive
Committee member iz personally responsible for the accuracy of the claim. The fact that authonty
has been delegated to another n no way relieves the official of responsibility to ensure that all
claims are reviewed and verfied. The Auditor-Confroller’s Office makes payment in refance on the
cerification of the County officer.

For elected officials, attendance at non-County functions or actiities iz generally presumed to be
non-County business unless County benefit can be deary identified.
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n

12

13

4.

15.
16.

17.

The Auditor-Controller’s Office: performs a general review primanly to determine that the amount and
feme are reasonable compared with pre-establiched nomes. If there are any unresobved questions,
the Auditor-Controliers Office will retum the daim to the approving aushonty for further justiication or
comection. |f the Auditor-Controller's Office finde that the resubmitied claim iz greater in amount than i
sty due or is not & proper County charge, the amount will be adjusted or the claim wil be rejecied.
Procedures prescribed n Govemment Code sections 29743 through 29746 wil be used as
approprate.

passenger coupons, hotel bills, etc. Eadh mstance of expense for non-County employees will be
detaled fo nsure the County and the respective tax authonties' requirements for explanation are
met.

Erequency of submiting expense claims is at least once each month. f a tnp or aciuty falls in two
moriths, the expense may be delayed unti the end of the trip or actvity. All claims are to be
submitted within 12 monthe of incurring the expense. Claims submitied after 12 months must have
depariment head approval.

Record retention fior the County is the responsibility of each County organization. The supporting
documentation iz to be retained by the employes's agency/departiment and not sent to the
Auditor-Controller's Office. Each indiidual should retain adequate records for his or her income tax
purposes. Board members and members of other County legislative bodies should see Policy VI
(C) -2, Expenss Reimbursement and Stipend Policy for Members of Counfy Boards, Commitfees
and Commissons; Etfics Training, for details on the special supporting documentation
requiremenis that apply to them.

Credit cards: The Auditor-Coniroller may authonze msuance of a County credit card to
County officers, employees, or departiments when it is determined to benefit the County. The
Auditor-Controller will prezcribe the terms and conditions goveming the use of these credit
carde.

Travel credit cards are available for employee travel and can be used for airfare, lodaing, on-
ground transportation, conferences, meals not reportable as taxable income fo the
employee, and other incidental expenses. The credit cards can be issued in either
department names for employees who travel mfrequently or employee names for frequent
fravelers. Details regarding use of these credit cards are provided in the Travel Credit Card,
Cardholder instructions.

Travel advances: Advances are no longer available (see ltem 14 above).

Procurement Card: Procurement cards are isswed through GSA Procurement Serices for
purchases of $1,000 or less. Detalls regarding use of these cards are provided in the
Procurement Bank Card Procedures.

Transportation: When on travel status, officers and employees should ufilize the least
expensive mode of fransportation consistent with ime requirements and work schedules. An
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exception to this policy will be made for thoze individuals under a physician's instructions
who require special accommodations.

A Airfravel should be by coachitounstieconomy class if available.

B. Privatefchartered aircraft (i.e. non-scheduled flights) are a permitted mode: of travel on
County business only in emengency sifuations or where altemative solutions are not feasible or
when such mode of ravel provides substantial benefit o the County. For private aircraft,
reimbursement will be based on the lower of scheduled airline rates or the County's
private vehicle mileage rembursement. Chartered arcraft will be reimbursed at actual
cost. Cost savngs, time savings, or employee schedule consfranis alone are not suficent
benefit or jusification for the wse of charer or prvate arcraft. Except in the event of an
emergency, approval by the County Executive Office must be recened prior fo fraveling on a
chartered or private aircraft. The County Executve Office has the responsibility to determine
whither a paricular situation qualifies based on:

The nature of the emengency,

Mecessity and reasonableness and benefit to the County,
Flexibility of echedules involved,

Altemate modes of ransportation available fo the spedfic location, and
The number of people involved.

bl ol

Elected officials are responsible for determining the appropriateness of such fravel for
themselves and their staff based on the criteria given above.

Whiten approval of the County Executive Officer or other appropriate oficial must be
attached to claims for use of private or chariered aircraft.

Decimions regarding witness and przoner transportaiion are the responeibility of the

Travel by private aircraft piloted by a County employee may be authorzed by the County
Executive Officer or other approprate offical where all the following conditions are met

1. The pilotis a listed pdot on the County’s aviation labiity msurance policy, as approved
and verified by Risk Management;

2. The pilot has in force aircraft liability insurance: coverage with imits of liability of at least
$1.000,000 per event, naming the County of Ventura as an additonal insured, with
ewdence of coverage provided with the written request for approval to fiy;

3. The pilot holds the appropriate aiman's cerfication and possesses a cument medical
cerficate and an nstrument rating, all isswed in accordance with Federal Aviation
Administration regulations applicable io the category and class of aircraft to be flown and
the type of fiying fo be performed, and has a minimumn of 250 hours logged fight time in
the applicable dass of aircraft; and
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4 The aircraft has all applcable aiworthy cerficates and is current on all mainenance and
required Federal Awnation Administration inspections and is operated in a manner
consstent with these reguiations.

C.  Rail ravel First class accommodatons will be allowed when fraveling by rail

D.

Cognizant Confidential or Trade Secret
County of Ventura — SOW for A&G Implementation Advisory Services
Oppty ID: 4000409841 CMO: MP (11/17/2021)

Car rentals. tzas and other local fransportation: The use of a rented car must be justifiable
and not a matter of perzonal convenience. Renters should select the most economical

Agencies and departments must first use those vendors with which the County has
established pnce agreemenis or confracts. Vendor information may be obtained from the
General Services AgencyProcurement Senices by phone (B54-3750) or from the
Procurement Serices infranet website.

[ffwhen no such contracts are available, renters chould always nouire with the rental
company about any available govemmental or business use discounts when making

resenabions.

When renting a vehicle, the collision damage protection (usually stated as “waver” of
CWD) must be declined, unless it is ncluded in the Procurement Senaces supported price
agreemenis or confracts.

The cost of s, shuttles or carfare to and from places of business, hotels, airports, or
railroad stabions in connecton with busness acivities will be reimbursed. Use of taxis i
permitted only when sutable, more economical sernces are not reasonably available.

Private vehicle: When traveling, employess are encouraged to use County fleet vehicles
when available and feazible. If a personal vehicle is used for County business, mileage
reimbursement wil be at the curent IRS-approved rate Mileage will be caloulated az
follows:

1. Nomal commute {mileage from home o nomal work site and back o the employee's

home) & not deemed to be miles subject to reimbursement.

Mi=age will be reimbursed for miles driven while on County business.

County business travel onginating from an employes’s home (without going to the

normal work site) shall be computed based on the total round mp mileage, less the

round trip mieage of an employes’s nomial commute.

4 County business travel onginating from andlor terminating at the employes's home,
where some part of the iravel ndudes travel o the normal work site, will be compuied
based on the total round tnp mileage, less kalf the round inp mileage of an employee's
normal commute.

5. Mieage will not be reimbursed for the following:

a.  Commuting to the normal work site on a day off.
b.  Travelng fo a locafion to take a County test.

¢ Traveling fo a locafion fo ntervew for a County position.

L
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18.

19.

d.  Traveling to a locaion for a non-work related medical iezue, such az a flu shot
e Traveling to attend a holiday party.

6.  Mieage to commuie o a temporary work location (Le., when an employee i assigned
1o a temporary work location for a limited length of ime) will be reimbursable for up to
s months and be computed based on the total round-np milzage: to the temporary
location, less the mound-nip mileage of an employes’s normial commute. After six
manths, this location will be considered the employes’s permanent work location and
the commute will no longer be eligible for any mileage reimbursement.

Mote: A “normal work site® means the principal location to which the employee s
assigned to work for the County. This may be the place at which the employee
spends the largest portion of his or her regular County workday or working ime or, in
the case of field workers, the aszigned location fo which the employee returns upon
completion of regular or special azsignmentz. An employee may have two “normal
work sites” if the employee iz regularly azzigned o work at one location on certain
days of the weekimonth and another location on other days of the week/month.

While operating a private vehicle on County business, indniduals must maintain a record of mikeage
driven on a monthly basis. Mileage reporied on a tnp basis must be claimed within 10 wordng days
afier retuming. A copy of the mileage daimed, recorded on a "Tp Log” form, must be attached o
the claim and to the copy of the claim, which iz retained by the agency or department. Claims for
reimbursement of mikeage should nclude the purpose for each tnp inwhich County business was
conducted. Mieage i reviewed for the reasonable number of miles claimed, as well as the comect
rate of rembursement. County employees must have vald auto msurance coverage and provide
proof of coverage when requested by their agencyldepariment.

See alzo Policy -1, Management of County Viehicles Including Viehicle Acquisition, Replacement,
Assignment and Uise.

Parlang: When on travel status, employees should utilize the least expensive parking avalable,
unless othermise approved by the employes’s department head or appointing authonty. Valet
parking will not be reimburced if seffparking is available, unless otherwize approved by the
employee's depariment head or appointing authorty. Almport parking will be reimbursed up to $25
perday. Airport parking expenses excesding $25 per day requires department head approval.

Lodging: The County will pay actual room rental costs for each day that lodging away from
home is required for business reasons. Whenever practical, individuals are expected to use
good quality but reasonably priced hotele/motels. Most hotels/motels give a discount to
governmental employees which should be requested when making reservations or
registenng. Employees should also inquire about transient occupancy tax (bed tax)
exemplion.

Meals: The County will reimburse appropriate meal expenses that are associated with ovemight

County business fravel or are a necessary and ordinary expense of conducting County business
based on the following chart. The ksted amounts include tax and 15% madmum tip (unless

2016 ADMIMIEETRATIVE POLICY MANLSL

Cognizant Confidential or Trade Secret
County of Ventura — SOW for A&G Implementation Advisory Services
Oppty ID: 4000409841 CMO: MP (11/17/2021)

Page 17 of 25

Approved By

Ka#

KaP
CTSG CMO

Cognizant,



Cognizant

percentage of gratuity i zet by the ectablichment on the meal recept).  liemized receipts are
required unless the per diem rembursement method applies and is utilized by the employves.

Within California Out-of-State Per Day (Per Diem)
[Receipts Reauired - ; No Receipts Required]”
Breakfast $14.00 $16.00
Lunch $19.50 $22.50
Dinner $36.00 $43.00 $60.00*

*This amount is $71 daily in federally deignated high-cost localities.

Mote: Members of the Board of Supervisors and members of all County boards, committees, and
commissions are not eligible for the per diem rate.

Meals A=sociated With Ovemight County Busness Travel.

All meals associated with ovemight County busmess travel are reimbursable and are not reportable
as ncome fo the employee. Employess on sudh overmight travel may opt for a per day (per diem)
reimbursement with no receipis required in the amount of $80.00, or $71.00 daily in federally
designated high-cost areas.  The per diem amount is for meals and incidentals including all
meals, room service, laundry, dry cleaning, preseing of clothing, and fees and tips for
persons who provide senvices such as food servers, porters and hotel staff. This per diem is
also available for the first or last day of such ovemight travel provided the travel time covers
a three-meal period (i.e., breakfast, lunch, and dinner). [ a luncheon or dinner meal is included
in the cost of the seminar, conference, or meeting the per diem option will not apply for that
particular day except n those cases where the employee, with the approval of the employes’s
supenvisor, elects not fo take advantage of the provided meal.  If a complimentary, imited tem
breakfast bar &= ncluded with the cost of lodging, the per diem or actual reimbursement is st
available. If an employee chooses the per diem option, the per diem amound will be paid afier the
employes retums from the tnp. Advances will not be authonzed and the per diem cannot be used
n conjunchion with a fravel credit card.

The current per diem rate was establiched uzing the High-Low method IRS approved rate az of
October 1, 2018 and this methodology can only change on a calendar year basis. The curent rate

iz subject to change by the CEQ.
Meals Mot Associated with Cvemight County Business Travel.

Meals not associated with overnight County business travel are generally not reimbursable
except as isted below.  Claims for reimbursement of meals not associated with ovemight
County busness travel must clearly state the nature of the business conducted o support
verification they meet the listed exceptions. Duties that require travel away from the general
area of the employee's work and home for the day, except as listed below, are not
reimbursable. As indicated, cerfan reimbursements hsted below must be reported as
income to the employes.
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Reimburzable, non-overnight travel meals which are not reportable as income fo the
employes:

Mealz that are an integral part of a conference or meeting, .., meal iz
consumed while meeting or included in the cost of the conference.

Mon-routine meals or refreshments which are provided as an integral part of
onsite or offsite mesting and approved by an Executive Committee member.
{For definion of meetings see Seclion - 24F Refrechmeniz.)

Emergencies and mandatory in-place meals: If an employee, or group of
employess, is required fo remain at his or her or their workstation(s) to accomplish
the assigned work, or if it invohves public works, fire or police semice emergencies,
the claim should include the justification for such action. The costs of such meals
are exempt from the reimbursement caps set forth above. The full cost for meals
prepared by a vendor onsie or brought to the work site dunng public works, fre or
police emergencies shall be at County expense.

Mealks associated with promoting the interests of Ventura County: Members of the
Executve Commitiee or their designees shall be rembursed for actual expenses
ncurred while promoting the interest of Vientura County within their paricular areas of
responzibility. Such meal expenses may indude those for persons who are not
County emplovess but who are in a postion to significantly benefit the interests of the:
County of Ventura. Claime for such reimbursement shall be supported by a statement
by the claimant showing facts justifying the claim under the provisions of thiz policy.

Mealks accociated with event afendance as an offical representative of the County:
Members of the Executive Committee or their designees shall be rembursed for
actual expenzes incumed for meaks at events or mestngs attended in their offical role
az a County official. Claims for such reimbursement shall be supporied by a
statement by the claimant showing facts justifying the claim under the provisions of
this.

a  The reimbursement is imited to the oral board members, one Human
Resources representaiive and one deparimental representaiive.

« |t must be in the County's interest o keep the board together for
deliberations during the lunch hour.

»  The daims must be approved by the Assiztant County Executive Officer/
Human Resources Dnsion or his or her assistant.

Remburzable. Mon-Cvemight Travel Meals Which Are Beportable as Income to
Emplovee.
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The following meals not associated with ovemnight travel are reimbursable but must be
reported as income fo the employes.  An employee paying for the meals listed n this
gection for muliple employess may be reimbursed for the expenditure subject to the
individual meal amounts listed previously. However, the full reimbursement amount
will be reported as income to the employee daiming the expense.

*  Off-cite lafe work megls: Coste incurred for meals when required to work in excess of
two hours beyond the normal workday are allowable if approved by the responsible
Executive Committes member, and the employes returns for required work afier the
meal.

»  Off-site weekend and holiday meals Costs incurred for lunch when required to work a
minimum of four hours on a Saturday, Sunday, or holiday are alowable if approved by the
responskle Executive Commitize member, and the employee retums for required work
afier the meal.

=  (iher County meals: Costs incured for meak n performance of duties that require fravel
outside the normal work area which do not speciically meet the crtena for non-reportable
meals are allowed if approved by the responsible Executve Committee member

2. Tipping is & common commercal practice and payment of tips will be considered as a support of
public purpose when it is part of the payment of a meal or other legiimate serice. The gratuity for
meals may not exceed 15 percent of the chamge unless the establshment adds it 1o the bil. Tips
may be reimbursed for cther legitimate seraces such as mad senice, portage, and parking valet
senvice pad in the scope of the employee’s duty, not to exceed $10 per day.

22. "Hosted” meetings: For intergovemmental meetings which the County hosts,” the County will pay for
the cost of the mesting room rental, refrechments, and ofher related expenses.

23, TekchonelFax

A Tekeghone calls from personal telephone: The County wil pay toll charges for local and long
distance business calls made from a personal phone provided the: costs are substan@ated by
a felephone bill and a tolHree number i not avalable.

B.  Telephone charges from celular telephones: The County will pay for reasonable charges
from personal celluar telephones prowided a pre-authorzation from the depariment head is
obianed and a telephone bill substantiates the charges.

C.  Ielephoneffax charges while raveling: The County will pay for local and long distance
business cals and fax charges made prowded the expenses are substantiated by a
telephone bill or hotel bill

24 Refrechments: An Executive Committee member may authorize payment for refreshmenis
prowided on location in conjunciion with official mestings that will extend over the nomal
"break” penods under the following condifions:
2015 ADMINESTRATIVE POLICY MANLISL
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25.

2.
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A Where it is for fhe convenience of the County, and

B. Where itis fo the benelit of the County to keep all the participants together and not have
them disperse for breaks. (County employees at their regular workstations are not ncluded )

C.  Foods: Includes cookies, doughnuts, bagels, crotssanis, fruit, sweet rolls, chips, finger-
sandwiches, etc. Candy i= not included.

0. Beverages: This ncludes coffes, tea, milk, cocoa, cabonated or other soft drnks, water, and
fruit juices. Beverages may be served dunng the meetings. Rembursement for these
beverages includes the cost of the ingredients for preparation.

E.  Meetngs This includes formal training sessions, conferences, seminars, workshops, study
seaoions, staff meetings, board and commizzion mestings, efc. (Cost of coffee and related
supplies for meetings with ndniduals who are not members of the agency/department
involved are reimbursable ) An Executive Commifiee member may authorze payment for
beverages in conjunciion with other offical meetings.

mnmmmmmmma

conferences, seminars, workshops, efc,, if County benefit and necessity can be demonstrated. The
following factors should be considered:

A Limiting authorized attendees to the manimum number, commensurate with attaining
the objectives of the meeting; and

B. Selecting sessions that meet professional and technical standards;

Office expences: It is recognized that certain office amenities and functions can assist in
creating a particular atmosphere and environment conducive o the conduct of County
business. Each Executive Committes member is authonzed fo expend an amount not to
exceed the following amounts within a fiscal vear for matenials to enhance the convenience,
comfort, and function of his or her County office or agency/deparment morale.

Total Number of Agency/Dept. Employees Allowable Amount
Less than 1,000 £1,000
1,001 to 2,000 $2,000
Greater than 2,000 £3.000

Legilative representafion: The officers and employees of the County designated by the Board of
Supennzors as ther legilative representatves, and elected oficals or their designess, are
authorzed to incur necessary and ncdental expenses in connection with attendance at sessions of
the state or federal legslature or meetings of state or federal legslative commitiees.
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28.

3.

Expenses mcured on behalf of or for the benefit of any person shall not exceed the amount
permitied by law.

Ememencies: Fxpenses incurred by a Courty officer or his or her authorzed representative as a
resull of acHion taken to prevent a catastrophe, such as a flood, or fo prevent or reduce ham that
would be caused by such a catastrophe are eiigible for rembursement.

Mon-emplovees” expenszes: To be ehgible for reimbursement, claims of non-County
employees (other than those covered by Sections 4 and 1820 of this policy) must be
authorzed by the CEDQ in addition to meeting the reasonable, necessary, and County benefit
regquirements. Reimbursement of expenses mcurred for or by consfituenis or citizen
observers who are not official partcpants at an authorzed activity 1 prohibrited. The RS
requires that specific detaills of guests entertained, cost, date and place, business purpose,
and the business relationship of individuals be supplied.

Group expenses: While Govemment Code section 29708 states in part, "Except for his own
semvice, no county officer or employee may present any claim for allowance aganst the
county._.” the phrase does not prevent reimbursement to a County employee for payment of
a legal County expense incurred with another employee in situations such as when two or
more County employees atiend a meal meeting, efc. Under such circumstances it may be
desirable or more convenient fo make a single payment. The employes paying for all
employees may be reimbursed for the expenditures subject to the limits cutlined in item 20 of
this policy. Precaution must be taken fo see that only the payer is reimbursed and in the
proper amount. County officers should require presentation of proof of payment with
adequaie details.

Combining business and personal activities: - When personal activities are combined with
County buziness, the County will reimburse only the actual business expenszes and then not
more than normally would have been incurred. Az an example: If an employee drives to
Denver for a business meeting and combines the trip with a vacation, and if he or she would
normally have fiown, the employes may only be reimbursed the cost of plane fare (assuming
flying i less expensive). If the total cost of driving were less, that would be the amount
reimbursed.  Precaution must be taken to see that only the payer is reimbursed and in the
proper amount. County officers should require presentation of proof of payment with
adequate details.

Betirementoluntary Separation Activities

A Official representation: Funclions related to retirement and voluntary separations are an
accepted method of recognizing the sernces of the indnadual and as such attendance by
certan County oficials becomes almost mandatory. In such cases, these ndniduals are
acting in their offical capacity and the expense would be both necessary and incurred for the
berefit of the County. Individuals authorzed to represent the County at these functions are
the Chair of the Board or his or her designee; other elected officialz and the County
Executive Officer, or their designes, as appropnaie; and other Executive Commitiee
members or their designee, when attending such activities for members of their
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agencyldepartment or statefederal and other local agencies with which they have working
relafionships.

B. Befirement Gifis: Fxpenses for mementos, awards, or retirement gifts can be paid out of the
employes's departmental budget (see imitaons set forth below). f multiple tems are
awarded, the total for all tems prezented fo the retiree may not excesd the following
limitations: (for the purpeses of this section, “years of county service” is based on total

years of senvice).
Years of County Senvice Amount
15 £50
Seto 10 $100
10+ 10 20 $250
20+ 400

Expenzes must be in compliance with the regulations ectablished by the IRS for
retirementength of senace awards. The iiem must be an award of tangible personal
property and cannot be cash or cash equivalents, gift certificates/cards, stocks, bonds,
vacatons, meals, lodaing, or tickets to theater or sporting events.

Each department is responsible for purchasing retirement gifts for its employees.
Employess who purchase their own retirement gift will not be reimbursed for the cost of the
agift.

C.  Eie Protection Distnct: The Fire Chief may, at his or her discretion, prowide plagues
and or medallions and/or badges to indniduals retirng from the Fire Protection District
or to indniduzls from outside agencies or entiies that confnbuied to the Fire Protection
Digtrict.

0. Shenffz Deparment The Shenff may, at his or her discretion, provide plagues andlor
medallions andlor badges to indinduals retiring from the d&parhnentcl to individuals
from outside agencies or entities that contnbuted to the depariment.

E.  County Fxecutiee Office: The CEQ may, at his or her discretion, provide plagues
andior medallions and/or badges to individuals leaving office or refiring or fo
individuals from outside agencies or entities that contnbuted to the County of Ventura.

F.  The value of such plagues, medallions, or badges mentioned in Section 32. C, D and
E above is separate from the value imitations referenced in Section 32, B.

G, Other refirement expenses: Other expenses related to invitations, dinner costs,
entertamment, etc. are not deemed proper County charges and are usually pad from
the proceeds collected for the reirement dinner.

3. Official Functions: There are aciivities that require the participation of the County related fo
the legal functions of Ventura County government. These incude presenting Board of
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Superaizors’ recolutions or certificates, representing the County on a speaker's panel, or
representing the County at a commumity event for the pumpose of engendering good will,
developing positive community relations, or supporting economic development, among
other official functions and duties listed in Palicy VI (C) - 2, Expense Reimbursement and
Stipend Policy for Members of Counfy Boards, Commitfees and Commizsions; Ethics
Training, section 2f. Appropriate representatives nclude Board members, and other
elected officials, or their designees, and Executive Committes members or their
representatives for representabion on a speaker's panel. In all the above caszes
reimbursement is only after actual atiendance at the event. Any charitable donation that is
part of the cost of admizsion shall not be reimbursed.

. Special ceremonies gr events: There are occasions when recognibion of an event ments

special ceremonies. Examples are completion of a major construction project, open house
or recognition of a significant County event that advances the cause of County government
business through outreach actvities to the public. Expenze reimbursement for such
activities (e.g., decorations, refrechments, entertainment, informational matenals, etc.)
requires approval of an Executive Commitiee member up to $1,000. Prior approval by the
County Executive Officer is required for expenses over that amount.

. Tokens of apprecation: There are times when it iz approprate to recognize members of

the public at large who have by action or deed served the people of the Cownty of Ventura.
Tokens of appreciation will not qualify as an appropriate County expense, eligible for
reimbursement, unless the following guidelines have been met

A Tokens n the form of framed resolutions, plagues, and other such fems require pror

D.

36.

3.

approval of the County Execulive Officer or elected County officer.
The presentation of such tokens must be made at an official function.

Specific identification of the service to the County and the approval must appear on
the claim form.
Cost iz Imited to $250 per indwidual or organizafion recognized.

Other expences: Other items must be reasonable and necessary for the conduct of
business in order to be considered reimbursable. They could indude necessary laundry,
dry cleaning, and pressing services away from home.

Travel insurance: All County officers and employees fraveling on County business are
automatically covered under workers' compensation. Coverage applies only to inps on

County busmess, not the individual’s personal busmess. Any addibional acodent insurance

purchased by the individual when traveling on County business will be at hiz or her own
EXpPEnzE.

Baagage, dothing, and other personal effects necessary for business that are lest or stolen
while traveling on County business will b2 reimbursed in accordance with the “Personal
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Property Reimbursement ® policy elsewhere in this manual (Policy [X - 4, Personal Propery

Reimbursement. Detalls may be obtained from the Risk Management Division of the County

Executive Office.

38. Eguipment allotment: Search and Rescue Volunteers, working for the Sherffs

41.

Depariment, will be entifled to $200 annually for miscellaneous equipment which is not
purchazed by the Shenffs Department but i= necessary to perform zearch and rescue
functions.

. Uniform allowance: Reserve Deputy Shenffs will be entitled to a wniform allowance. The

amount will be the same as that authorzed for Shenff's depubes.

. Adverfisng/promotional costs: There are occasions when the County needs to adverfize or

promote resources. Costs relating to adverfizing, such az booth rental and banners, will
be reimbursed az long as these expenses are reasonable and necessary and are incurred
for the benefit of the County. Costs for items such a= candy favors, balloons and
promotional items including pens, coffee cups, ete., will be reimburzed up to $500 per
fiscal year per department, or in the case of Enterprise Funds and CEQ/Human Resources
Recruitment/Qutreach, their approved annual budget for Marketing and Advertising as
specifically reflected in object 2193. Enterprize Funds may send seasonal greeting cards
to volunteers and other stakeholders as a customary part of doing business throughout the
year as long as these expenses are reasonable.

Memberships: Memberships in professional organizations such as the State Bar
Assocation shall be paid in accordance with the: relevant union memorandum of
agreement or management resolubon.

There are timezs when 1t i appropriate for department reprezentatives to become members
of Chambers of Commerce to promote relationships with the business community. This is
true for certain Enterprise Funds as well az departments. Membership in Chambers of
Commerce deemed necessary in the conduct of County business shall be reimbursable
when the appropriate Execufive Committee member has approved such application in
advance. Memberships approved under this secton must have a direct benefit to the County
and only those employees who have direct responsibility to represent the Couwnty are eligible.

Departments may not have more than one membership in an indvidual Chamber of

Commerce. Memberships in service organizations such as Kiwanis, Rotary, Masons, efc.
are not reimbursable.
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