
cognizant° 
STATEMENT OF WORK FOR 

myQNXT CONSULTING SERVICES 

This Statement of Work for myQNXTTm Consulting 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. 

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). 

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. 

Go-Live means County's first production use of Implementation Software in a Production Environment. 

Implementation Software means TriZetto® rnyQNXTTm Standard Software ("myQNXT") licensed to County in 

accordance with the terms of the Agreement. 

Production Environment means any Environment that is provided for the exclusive purpose of executing 

County's live business operations. 

QNXT Software and QNXT means the TriZetto® QNXT 7m Software licensed to County under the Agreement, as 

amended. 

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 means testing to assess validations of County's requested integrations with the 

Implementation Software, including interfaces, extracts and reports. 

System Testing means manual and/or automated testing to ensure business processes, workflows and 

procedures work in accordance with business requirements and design Deliverables. 
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User Acceptance Testing 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 consulting tasks identified in this Section 2 as Cognizant's 
responsibility to support County's project subject to the details and limitations documented throughout this SOW 
("Services"). Each party is responsible for management of its respective project team, assigned tasks, and 
obligations required to complete its respective tasks under 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. Cognizant will: 

a. Provide County with the myQNXT configuration design document sample and product consulting support 
to assist County in completing the configuration functional design document ("Configuration Functional 
Design Document") for Implementation Software. 

b. Assist County to configure and unit test up to eight (8) myQNXT "workspaces" as defined in the 
Configuration Functional Design Document for Implementation Software subject to the following 
configuration scope limitations ("Configuration Scope"): 

i. Requirements confirmation; 
ii. Design (interact configuration (update of existing call codes, as needed) and myQNXT 

workspace definition): 
1. Define personas (group) customer service representative (CSR); 
2. Design user roles based permissions; 
3. Design new workspaces by groups and persona (based on supported tiles — claim, 

interact, member, provider, utilization management, benefit); 
4. Design interact categories — case categories, reasons, dispositions, method of 

submissions, call sources; and 
5. Design interact notes templates. 

c. Design and/or configure a subset of benefit presentation templates of a single benefit presentation 
template and assigning it to the benefit plan and/or benefit properties—maximum of two (2) benefits plans. 

d. Assist County with historical data conversion for migrating data from QNXT call tracking module to 
myQNXT interact module as necessary. 

e. Provide sixteen (16) hours of product knowledge support of Implementation Software necessary for 
County's UAT execution of the Configuration Scope. 

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 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. Identify County Project 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. 
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Table 6.2 
Estimated Resource Staffing Plan and Services Fee Table 

Estimated 	
Rate per

Total Estimated 
Resource 	 Resource per 

Hours 	 Fees 
Hour 

Functional Role 

te  cognizant 
f. Make available to Cognizant Project Team 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 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 for implementing and configuring the Implementation Software. Deliverable 
names associated with Cognizant's standard methodologies are subject to change from time to time. 

d. Senior Project Analyst activities are limited to non-client facing project support activities such as maintaining 
project financials, administration of Cognizant resources, time and expense approvals, and monthly 
invoicing support throughout the term of the Services. 

e. 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. 	Enhancements to Implementation Software and/or QNXT Software; 
ii. System Integration Testing and/or System Testing of Implementation Software; and 
iii. Configuration outside of Implementation Software 

	

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 two (2) months to complete from the 
Services Start Date. 

	

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. 

Engagement Lead 
	

Director 	 • 
Project Administration Senior Project Analyst 

    

1QNXT Advisory Consulting 	!Advisory Consultant 
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Estimated 	
Rate per

Total Estimated 
Resource 	 Resource per 

Hours 	 Fees 
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QNXT Product / Technical 
	

Senior Consultant II 
Consulting 

	
(Product Consultant) 

Total Estimate 

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. 

8. Services Management. The designated contacts for this SOW are. 

County Services Manager: 

Name: 	Tom Shirk  
Address:  2220 E. Gonzales Rd., #210-B 

Oxnard, CA 93036  

Cognizant Services Manager: 

Name: 	Bhushan Naik  
Address: 9655 Maroon Circle  

Englewood, Colorado 80112 

Title: 
Phone: 
Cell: 
Email: 

Health Plan Administrator 
805-981-5104  
805-981-5104  
Tom.Shirk@ventura.org   

Title: 	Delivery Director  
Phone 	513-370-4454  
Cell: 	513-370-4454  
Email: 	Bhushan.Naik@cognizant.com  
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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; 
(ii) 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: 
	

Signature: 

Name: 
	

Name: 

Title: 
	

Title: 

Date: 
	

Date: 
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Exhibit A - Reimbursement of Employees' County Business Expenses 

COUNTY OF VENTURA 
NMI 

ADMINISTRATIVE POLICY 
MANUAL 

FINANCIAL MANAGEMENT 
CHAPTER VII (C) 

Employees' County Business 
Expenses 

Originating Agency' A-C Last issued 	Revised 

2018 	2019 

Fobcv No. Chanter VII (C) -1 

REIMBURSEMENT OF 
EMPLOYEES COUNTY 

_ 	BUSINESS EXPENSES 
Policy Change Requires: 	 [ 	[Board of Sispennsors Approval 

[  x I CEO Approval 
Forms Change Requires: 	 [  x 'CEO Approval 

POLICY 

The County of Ventura will only teimIntse encloyees for actual, reasonable. and necessary 
expenses -ncurred in the performance of offi6alduties for the benefit of the County.  If  an officer or 

employee is uncertain as to whether an expense quales as reasonable and necessary. advance 
clarification should be obtained from the Auditor-Contralier's Office. Due to Internal Revenue 
Service (IRS) regulations, reimbursement of certain meal expenses not associated with overnight 
travel must be treated and reported as taxable income to the employee. (See fern4,920, Meals.) 

Members of the Board of Supenrisois and all members of County boards, committees and 
commissions that are legislative bodies at defined in the Brown Act must also comply with the 
policy se t forth in this Manual under Polcy VII (C) -2, Expense Redffiblerwmeed and SV)erid Polircy 
for Members of County Boards, Committees and Commissions; Ethics Training. All elected 
officials must comply with the provisions of that policy addressing ethics trang. Should there be 
a oonflici between this policy and the aforementioned policy ;  then Policy VII (C) -2, Expense 
Reimbursement and &Pend Policy for Members of County Boards, Committees and 
Commissions,-  Ethics Training, will control for members of the Board and all members of County 

boards, committees. and commissions. 

Al County expense dims that require prior Board approval must receive Board authorizabon in 

advance. 

DEFINITIONS AND EXAMPLES 

'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 rf suitable lower cost plane fare 
is available 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 to vary depending on the areas involved and continue to be saijet1 to periodic 
review by the agency/department head for reasonableness. 

2018 AESIDASTRATNE POLICY MANUAL 
CHAPTER  VII  cc.)-1 

Pqe  1  0116 
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'Necessary' means that there was a clear nexus, or connection, between incurring the 
expense and the performance of official duties 

There is ro prcbm n determining if expenses are necessary when they are no.rreci in 
caveclica +Ai* an out-of-County*.  The  purpose of the trip is usually pine clearly defined 
and, therefore, dentithle as Comity business. The occense of getting band from the 
destination and the length of time outside the Canty determines what travel and meal 

expenses are 'necessary" 

B. On the other hard, the fad that diners or other forrns of epenses may make meongs 
more pieasant or facitate the proceedings s not an adequate reason to convert the ewierise 

onto a neomary expense. See Item 2o. Meats 

3 	'Performance of official duties° means activities directly related to the legal ftsictions of 
Ventura County government. To be eligkile for reimbursement, the claimant's job 
responsiorlities roust be directly and s'ignificaritly involved with the subject matter of the claim. 

For questions about what constitutes performance of official duties, consult with the 
Auditor-Controller who vnll coordinate with County Counsel when necessary. 

4 	'Atdionzedpersorner means personnel efogthle for regret:sewer* of expenses inoired for the 
Carty as follovis: 

A. Officers and employees of the County. 
B. Board-desiipated members of commissions and advisor/ boards of the County iickaing 

any County employee performing duties related to the commission or board. 
C. Inividuals performing vokAnteet services for the Cority as desirated by the Board or by a 

member of the Executive Committee for Board approved pograms. 
Nce-County errsolowes who have been designated by the Human Resources Drector 
assist in employment selection riterviews. 
Professional idependent contradors in the medical, legal, religious, educational, 
engineering, administrative. accounting. or information services professions for 
activitres not specifir_ally stated in the contract, but related to the contract, with ihe 
approval of the sponsors-1g Executive CornmitL=e member 

"Allowable expenses include expenditures incurred while traveling or otherwise directly 
related to the performance of official duties including, but not limited to. rtems such as 

A 
	

Transportation cost 
B. Lodging. 
C. Meals (reimbursement may be taxable, See Item 20, fkak 
D. Tuition_ 

Registration fees. 

F. Portage. 
G. Parking_ 
H. Business telephone calls. 

ZM8 ADMINMTNATNE POUCY MANUAL 
CHAFIER R - 1 

r merd Ernlifze•-■S'Yot+ 11.-", re".*  
Pale 2 of 16 
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High-speed 051. installation and recuning monthly fees for officers and employees of 
the County when directed and justified by agency/department head with CEO 
approval. 

J. 	Other items necessary to such ravel or to the performance of official duties 

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

A_ 	Airline or other travel insurance. 
B. Annual premiums for personal property nsuranee. 
C. Barbers and hairdressers, 
D. Suitcases or other luggage purchased for travefing. 
E. Personal telephone calls except where authorized. 
F. Traffic and parking Matti:ins. 
G. Doctor bills, prescriptions, or other medical services. 
H. Alooholic beverages. 

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

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

K 	Greeting cards and personal stationery. 

Overtime worked by non-exempt employees under the Fair Labor Standards Act (RSA) will 
only be compensated if attendance at conferences and seminars is required by the 

appointing authority. Overtime worked for exempt employees under  the  orcurnstances 
described below are not cornpensable hours under FLSA even though they may receive 
overtime compeosaton under the terms of a memorandum of agreement 

k 	Travel Time - While on travel stanrs, the officer or employee will be paid as if workieg 
normal hours at his or her regular place of work. 

Travel time from home to work is not counted as hours worked 
Travel tine will be counted as hours worked in special assignments outside 
Ventura County. except that ordinary 'commute time from home to the regular 
job site will be deducted. 

B. Conferences and Meetings - Time devoted to meetrigs, conferences, classes, etc., in excess 
of ricernal working hours is counted 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 hation rembursement programs. 

If  an employee is attending a meeting, coniererroe, etc., at the specific request of his or her 
supenor, the presumption is that the actreity is related to the performance of offiroial shales 
and fully reimbursable. However, if an employee so requests, the agencyidepartment head 
may authorize travel for performance cf official duties on esalary calf basis. 'Salary orly' 

sew  ACIIIIPIETRATIVE POIEY IAANLIAL 
0-1APIEli MI R-1 

5siskitraieletf.tielitteotlawlartionalessie. 
Pe 3d It 
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means that the employee shall receive the salary while traveling kit the perfcrmance of 
official duties bed shall receive no other reimbursement kir such travel or related expenses. 

8 	'Executive Committee,' as used in this policy :  means the following officials and includes 
agency/department heads: 

Board of Supervisors (5) 
Assessor 
Auditor-Controller 
Agncu Itural Department 
Area Agency on Aging 
Coady Clerk-Recorder 
County Counsel 
County Executive Officer 
Department of Airports 

FXPENSE CLAIMS 

Dept of Chid Support Services 
District Attorney 
General Services Agency 
Harbor Department 
Health Care Agency 
Harlan Services Agency 
Information Technology Services 
Medical Examiner 
Probation Agency 

Public Defender 
Public Works Agency 
Resource Management Agency 
Sheriff 
Treasurer/Tax Collector 
Ventura County Fire Protection District 
Ventura Comity Library 

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

A 	The date and locatico, 
B. 	kientificance and cost of the venous items Twed, e.g., rivals, plane fare, parking, etc ; 
C 	The specific County business imolved and ex ad pular:se of the exeenditizes, 
D. 	The individuals nvolved and the relationshp tin the meter at hand If the expense includes 

meals or travel costs for divr County errek. a Irstirg of these entiilowes should be 
emended. If the dam idudes expenses kr a non-County emplewe, the dam should centan 
an ekt eplanatian as tio why the non-Carey eriplayees expenses should be heeled by 
the County (al so see section 291 
Such additional explanation as would serve to substantiate the claim; and 
Information confirming overnight stay was associated with a meal in order to determine 
if a meal reimbursement is to be reported as taxable income. (See hen 20, Meals.) 

10 2aLegemeal is required by the responsible Executive Committee member before  I  is subtle -riled 
to the Author-Controllers Office for review and payment This approval certifies that the darned 
amount is correct are the exeenee is reascnable, necessary .  and incurred in the performance of 
official duties. Mk apfrOVal authority for dams can be delegated, the approving Execute 
Committee member is personally respcnsble for the accuracy of the dam. The fact that authority 
has been delegated to another in no very relieves the official of respensitifey to ensure that all 
dam are tweeted and verified The Auditoreentotier's Office makes payment in refance on the 
certification of the Canty officer. 

For elected officals, attendance at nen-County functicris or actrittes is generally presumed to be 
non-County business unless County benefit can be dearly dent:fed. 

ens ACOMISTROTTVE POLICY IAIWLAL 
CHAPTER (C)- 1 

B 12 Ev  

Pew 4d 16 
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The Auditcr-Controlleis Office performs a txteral review prroanly to determine that the amount and 
items are reasonable compared %oh pre-estabeshed norms If there are any unresolved que3tons, 
the Auclitor-Ccntroller's Office will return the darn to the approvng atthority for trener iustificlion or 
careckin. If the AucktoeContioSeis Office fnds that the resdarnitted dain is greater r amount San is 
jasify the ce is not a pryer Courtly charge, the amount wil be adusted or d'e dairn wit be rejected. 
Pro:elves prescrked ii Gosernment Code wctiorn 29743 through 23746 wil be used as 

4:1=PFille 

11. Sivcortincr drumenlaticn generaly should be the actual irtvoices itemized receipts, safes sips, 
passenger columns, Wel bells, etc Each instance of expense for non-County employees voill be 
detaled to -mire the County and the respective tax authorises requrements for explanation are 

12 Frecuenot of stkrnittiv expense claims is at least cote each month If a *or activity fills in two 
months, the expense may be delayed until the end of the trip or activity. All dains are to be 
sxbrnited within 12 months of roctrnn; the expense. Clains submitted atter 12 months must have 
depatment head approvM 

13. Record retention for the Canty is the ruportsibility of each Canty organization. The suppering 
dournentaticei is to be retailed by the employee's arnoyirdepaernent and not sent to the 
Auditor-Caren:Ws Offce_ Each incivdual shotkl retain adequate records for his or her income tax 
purposes. Bodel members did me-mbers of other County leejsiative bodes thculd see Poky VII 
(C)  —2, Expense Reimaffsement and *end Poky for Members oft Coo* Boards Cornmdees 
arid Commissions; airs Tr-along, for cletak on the special supporting documentation 
requirerneris that *ply to them_ 

14. Credit cards: The Aucitor-Controller may authorize issuance of a County credit card to 
County offioers, employees, or departments when it is determined to benefit the County. The 
Auditor-Controtler will iirrcribe the terms and conditions governing the use  of  these credit 
cards. 

Travel credit cards are available for employee travel and can be used for arfare. lodging. on-
grourxl transportation, conferences, meals not reportable as taxable income to the 
employee. and other incidental expenses. The credit cards can be issued xi either 
department names for employees who travel .rifrequently or employee names for frequent 
travelers. DetaiEs regarding use of these credit cards are provided in the Travel Credit Card. 
Cardholder instructions. 

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

16. Procurement Card:  Procurement cards are issued through GSA Procurement Services for 
purchases of $1,000 or less. Details regarding use of these cards are provided lithe 
Procurement Bank Card Procedures. 

11.  Transpertation: When on travel status, officers and employees should utikze the least 
expensive mode of transportation consistent with time requirements and work schkdules An 

21148 ADMINISTFAINE POLICY MAL 
CHARIER 

AseswistixdalaufsizeSstialistismaTincm 
Pap Set% 

Cognizant Confidential And/Or Trade Secret 
County of Ventura — SOW for myQNXT Consulting Services 
Oppty ID: 4000458292 CMO: MP (06/29/2022) 

Page 10 of 21 



cognizant 

exception to this policy will be made for those individuals under a ph ysician's instructions 
who require special accommodations. 

k haat( should be by ooacheounstieoonomy class if wadable. 

B_ Private/chartered aircraft (i.e., non-scheduled  f  ights) are a permitted mode of trevel on 
Comity business oily it emergercy sins Of where alternative sdutilets are not kasiee or 
*hen such rncde of travel provides sebesential bereit et the County For prate aircraft, 
reimbursement will be based on the lower of scheduled airline rates Of the County's 
pnvate vehicle mileage reimbursement Chartered aircraft will be reimbursed at actual 
cost Cost savirgs. trite swings, or employee schedule caviares alone are net sufficient 
benefit or justificatice for te use of charterer privae airrafe Except in the event of ai 
emeneere-y, approval by the Carey Exec:dine Nice must be received poor to taming on a 
chartered or pirate aircraft The Carey Executive Office has he responsibility to determine 
Weller a partial& situaiin cpalrfes based on: 

1. The nature of the emergency, 
2. Necessity and reasonableness and benefit to the County, 
3. Flexibility of schedules involved, 
4. Alternate nodes of tr anspotafion avaieble to the specific localicn. and 
5. The number of people involved. 

Elected officials are responsible for determining the apeeopnateness of such travel for 
themselves and their staff based on the criteria giveri above. 

Written approval of the County Executive Officer or ether appropriate official must be 
attached to claims for use of private or chartered aircraft 

Decisions regardig witness and prisoner transportation are the responsty of the 
appropriate Executive Committee member. 

Trawl by private aircraft piloted by a County emplowe may be authorized by the County 
Executive Officer or other appropiae official where all the followng conditions are met 

1. The pibt is a listed plot on the County's aviation labeler insurance poky, as approved 
and verified by Risk kilemagernene 

2. The pilot has it fate aircraft liability ireuranee coverer eiAti limits of liablity of at least 
Si 000 POO per event., nerving the Come ,  of Ventwa as an additional insured, with 
etitclence of coverage poided With the ',written request for approvei lofty: 

3. The pilot kids the apt:notate airman's caticatext and possesses a eyed medical 
certificate and an instrument rat*, al issued in accerdance with Federal Aviation 
Adminisearion regulations applicable to the categcry and class of aircraft to be flow and 
the type off)* be performed, and has a mmum of 250 boom logged fight tme 
the applicable class of aircraft -, and 
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4. The aircraft has al apploable airworthy cergrates and is current on all mailiwitramard 
required Federal Aviation Administration inspections and is operated r a rriliner 
consastent with these reguiabons. 

C. Rail travel -  First class accommodatims will be allowed when vaireing by rail. 

D. Car lefliRIE. laii6 aid other local aireserrlaticn: The use of a rented car must be iusEiable 
and not a matter of personal convenience. Renters should seed the most economical 
vehicle rnee ling their business needs. 

Agencies and departments must first use those vendors virth which the Cozily has 
established price agreements or contracts. Vendor information may be obtained from the 
General Services Agencerocurernerrt Services by phone (654-37501 or horn the 
Procurement Services intaret webs. 

1141-en no such contracts are availalie, renters should always iriquire with the rental 
company about any availabb governmental or business Lase discounts liken making 
reservations 

when renting a vehicle, the collision damage protdicin (usually stated as 'waiver of 
CM)) must be deckled, unless it is nclixled in the Procurement Services supported price 
agreements or contract. 

The cost of toes, shuttles or carfare to arid humplaces of business, hotels, airport, or 
railroad stations in comedian with business activities will be reirribissed. Use of taxis is 
permitted only when suitable, more economical services are not reasonably available. 

E 	Private vehicle: When travetrig. enployees are encouraged to ite County Beet velvdes 
when available and tasible.  If  a persona/ vehicle is used for County bums, mileage 
reirrkurserrent wit be at the current IRS-awed rat Mileage val be calculated as 
Moves: 

Normal commute (mileage from home to normal work site and back to the employee's 
home)  6  not deemed to be miles siiipct to reimbursement. 

2. 	fiileage will be rembursect frwmilos&rven while on County business . 
3. 	Cow): business travel origitating from an employees home (without gong to the 

normal work site) shall be computed based on the total rotrid trip mleaige, kss the 
round trci miearge of al employee's normal commute. 
County business travel ongriatitig from &dor tirrinating at the employee's home, 
where some pert of the travel indicts travel to the normal work sae, will be cororxied 
based on the to round trip miear, less h4 the maxi trio mileage of an emplwee's 
normal commute. 
klfeage 	not be reimbursed far the folcreavg: 
a. Commuting to the normal work sile co a clay aft 
b. Traveling to a location to take a County test. 
c. Traveing to a location to iitervew fa a County position 
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Trereing to a bcaticn bra non-work related medical ei.re. su:h as a fiti sha 
e. 	Traveling to attend a hoklay party. 
Mleage to commuie to a temporary work location Ci.e.. %Olen an employee is assioped 
to a temporery work location for a tinted length of tirnel will be reimbursable for up ID 
six months and be compited based an the total round-M mileage to the temporary 
location, less the round-trip mleage of an employees ncirmJ corninut. Aftet six 
months. this location will be considered the employees permarent work bcaiicri and 
the commute rill no longer be etige for arty mileage reimbursement 

Note: A 'normal work site' means the principal location to which the emPoyee 
assigned to work for the County. No may be the place at which the employee 
spends the largest portion of his or her regular County workday or working time or, in 
the case of field workers, the assigned location to which the employee returns upon 
completion of regular or special asslgnments. An employee may have two 'normal 
work sites" if the employee is regularly assigned to work at one location on certain 
days of the week/month and another location on other days of the week/month. 

1Mile cceraiing a privaie vehicle on County business. individuals must maintain a reard of mileage 
driven on a mod* basis. Mileage reported on a *basis must be claimed within 10 workirig days 
after retying_ A copy of the mileage claimed recorded on a 'Try Log form, must be attached to 
the call and to the copy of the cicim, which es retailed by the agency or decanment Claims for 
reimbursement of mileage should nob& the purpose ior each trip in which Canty business was 
corxiucted Mleage is reijewed for the reasonable number of mies darned as well as the correct 
rate of reimbursement. County employees must have vaid auto nsurance coverage and par& 
proof of coverage when requested by their agencyldepartment 

See also Policy 	Manawnesri of County Vehdes Indus* Vehicle friagthtion, Replacemed, 
Athrmen! and Use 

18. Parking: lilt len on travel dabs, employees should like the least expensive parking avadalk 
unless otherwise qiproved by the employees depamnent head or applointrig authority. Valet 
paridng will not be reimbursed if self-parking is available. krirss otherwise approved by the 
employees department head or appointing authority. Armco parkingwill be reimbursed up to S:25 
per day. Airport parking expenses exceeding $25 per day requires clepartment head approval. 

19. Lodgitg: The County will pay actual mom 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 hotels/motels. Most hotelsimotels give a cisoourit  to 
governmental employees which should be requested when making reservations or 
registenng. Employees should also inquire about transient occupancy tax (bed tax) 
exemption. 

20. Meals: The County wil reimburse appropriate meal evenses that are assimated with ovErnght 
County business trawl ore a necessary wid crd nary expense of conducting Cotrity business 
based on the following clkvt The toted ernourrto include tax and 15% maximum tip (mien 
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percentage of gratuity is set by he eslabrthment on the meal recent). Itemized receipts are 
required unless the per diem rernburserrient method applies and is utifreed by the employee. 

Breakfast 

bunch 
Dinner 

Within CaWeenie 	Out-of-State 

$14.00 	 $16.00 
$19.50 	 $7250 
538.00 	 $43.00 

Per Day (Per Dem) 

(No Recents Battered)* 

rfod P,ei_Day) 
$80 00 •  

The argralt S7 daay tederany degnated 04.-aas1 local ites. 

Note: Vembers at rhe Board at Superviwrs and meinbers of al Coirty koa•ds tomrridtees, 

cornin0sians are net eiigble fcr ik per diem rate. 

Meals Assocs.:1NA Writ Overneht County Busness Travel. 

Al meals associated with overnight County bushess travel are reimbursable and are not repertable 
as ncome to the errplayee. Empleyees on such overnight travel may opt for a per day (per deeni 
reimbursement win no receipts rewired in the arnount 0156)1)0, Cr 571-00 dailyii federally 
desenated high-cost areas The per diem aneetrit is for meals and incidentals including all 
meats, room seNice, laundry. dry cleaning, pressing of clothing, and fees and tips for 
persons who provide services such as food servers, peelers and hotel staff. This per them is 
also available for the first or last day of such overn ight travel provided the travel time cowers 
a three-meal period (i.e., breakfast, lunch, and dinner). If a krichece or rimer n -eal is int:furled 

in the cost of the seinniv, conference, or meedegthe per them opeen will not apply for that 
partial& day except in those cases where the employee. with the app-oval of the employee's 
sepervisor. elects net to take advantage of the pro.iided meal. if a correekmentery, irnited item 
breakfast bar is ncluded with the cost of laiging, the per them or actual reirrixeseerent is still 
eraiteble. f an employee chromes the per them cption. tie per them amoure will be pad after the 
errployee returns from the trip. Advances we not be authonzeri and tl-e per diem cannot be used 

n conjurelen with a trawl credit card. 

The current per them rate was established using !het-WI-Low method IRS approved rate as of 

October 1.2018 and this neethodangy can only change on a calendar year basis. The curent rate 
is &deject to change by the CEO. 

Meals Not Associated with Cvernide Comity Business Travel.  

Meals not asscciaied with overnight County business travel are generally net reimbursable 
except as ksted below. Claims for reimbursement of meals net associated with overnight 
County business travel must clearly state the nature of the business conducted to appion 
verificaton they meet the listed exceptions. Duties that requite travel away from the general 
area of the employees work and home for the day, except as listed below, are not 
reimbursable. As indicated, certain reimbursements Listed below must be reported as 
income to the employee. 
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Reimbursable, non-ovemight travel meats which are not reportable as income to the 
employee: 

• Meals that are an integral part of a conference or meeting, i e.. meal is 
consumed while meeting or widuded in the cost of the conference. 

• Non-routine meals or refreshments which are provided as an ittegral pad of 
onsite or offsite meeting and approved by an Executive Committee member. 
(For defnition of meetings see Section - 24E Refreshment.) 

• Erremercies end. mandatory in-place meals: If an e riployee, or group of 
errployees, is reed to renter at his or her or their workstaton (s) to accompfsh 
the assgned work or if it involves public works, fire or pdice service emergencies, 
the dain should include he .psstrication for such action, The costs of such meals 
are exempt from the reimbursement oxis set forth abode. The full oost for creek 
/Reposed by a vendor onsie or brought to the waft site during pubic works, fre or 
police emergonces shall be at Coulty expense 

• Meals associated iseth ciernotina fie nterEsts d Ventsra Coirty Members (lithe 
Executive Committee or their &agrees shill be mill:used fa actual expenses 
nourred while promo* the therest dVentsra Carty within their particular areas of 
respackfity. Such meat expenses rrlay include those fix persons who are not 
Canty empia}ees but who are in a pcsilion to sioptinongy benefit iv inteiests of the 
Canty of Ventra Claims for oath reinbusemert shot be sumoded by a zirernent 
by the denim showing facts justiying the darn usder the provisions of his poky. 

• Meth! asscciated Ash event attendance as an official represeriothe of the Couty. 
Members of the Executae Committee or their designees shal be reiribused fa 
aotsal expenses incurred fa meat at events a rreeligs abentled in their official roie 
as a County anal. Dams fa such reirrhursement shall be supported by a 
statement by the claimant showing fads justlyng the daim under the proisiores d 

• D1121-hiCtiffiiilLitlakLaf-ctlitkladE cludifY fir  reirkurgement  under he 
following caritas' 

• The irr*ursemeriisirnitadtothe oral board members, one Human 
Resources repiesentztive and one departmental represente, 

• It must be in the Ccurtis interest  to  keep the board together kr 
del beret= during the lunch hair. 

• The dams must be approved by the Assistant Couity Execute Offrenr 
Human Resources Division or ho or her assistant. 

Reimbursable, Nat-Overnight Travel Meals Which Are Reportable as Incorne to 

EMI= 
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The follow -rig meals not associated with overnight travel are reimbursable but must be 
reported as -income to the employee. An employee paying for the meals listed -le this 
section for multiple employees may be reimbursed for the expenditure subject to the 
individual meal amounts listed prelicusly. However, the full reimbursement amount 
will be reported as income to the employee claiming the expense. 

• 08-site late work meals; Costs incurred br meals when required to work rn excess of 
iwo hours beyond the normal workday are albwabe if approved by the responsible 
Executive Conriettee member, and the employee returns for required work after the 
meal. 

• Off-see weeterd and holiday weals Cost nrerred for lizich when required to veop& a 
nininum of bur hours on a Salurclay, &May, or holiday ere Amiable if appnvecl by the 
resporsbi Executive Committee member, and the employee returns for required we* 
after the meal. 

• Other Gouty meals: Costs incurred for meals ii performance of duties that requre travel 
oumide the normal yeerk area whch do not specifically meet the criteria for nen-reportable 
meals am allowed if approved by the reepertsble Execuine Ccmmittee member 

21 reei*us a common commercial peactce and payment of tipsiWti be considered as a %wort of 
public pupose stthen it is part of the payment of a meal or other lerimate service. The gattliy fa 
meals may net exceed 15 percent of the charge iriless the estabishrnent adds it to the bd. TcG 

may be reenbursed for other legitimate se Moss such as mad service, ;breve, and parking vat 
service paid ii the scope of the employee's diey, net to mimed $10 per day. 

22. "HMI:tr .  meetings: For intergceemmental meetives which the Carey "we,' the Corey It'll pay fcr 
the coat el !Iv meeting room rental, refreshments, and other related expenses. 

23- 1.162132Mffeli 

A 	Teleolecee calls from pergola} telephore:  -fre Gaudy rid pay toll charges for kcal and Peng 
dnce kermess calls made from a personal phone provided the costs are sebstanated by 
a teleplicne tell and a tol-free number is not avalable. 

Teletcne charges free] whiter telephones -  The County wil pay for recelable dw es  
from personal cad& telephones provided a preeLiforization from the departmert head is 
obtened and a telephone bill substantiates the charges. 

C. 	Telephcnerfax charges while traveling: The Covey will pay for focal and long disevice 
business cats and fax charges made provided the expenses are substantiated by a 
te6ephone hi or hotel bill. 

24. Refresierrents: An Executive Corm -Dike member may autheree payment for refreshments 
provided on Iccalion in conjunction with official meetings the ',ell extend over the mama 
'break" perods wrder the blorang oonditions: 

2010 ALIAP&STRATIVE POLICY MANUAL 
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A_ 	Mere risfor the conimnienee cf the County, and 

Mere it is tio the benefit of the County to keep ali the participarts together and not have 
them disperse FY breaks. (County employees at their rear workstaions are not kicladed.) 

C 	Foods: Includes coofties. doughnuts, bage orcessants, fruit, sweet rolls, chips. timer - 
sandwiches, et. Candy is rxx no/Wed 

Beverages: Ths riducies ooffee, tea, milk, cocoa, carbonated or oter soft dmks, water, and 
fruit jtices. Beverages may be served durng the rreetings_ Rernbursemant kir these 
beverages includes the cost of the ingredients for preparaion, 

Meetings: Thsircludes finial training sessions, conferences, serrmars, workshops, study 
sessions, staff meetmgs, board and cceimcn meetings, etc. (Cost of coffee and related 
stpplies for meetings with ncirriduals 'Mx:pare not merrbers of the agency/depanmers 
involved are reimbursable.) An Executive Committee member may authorize payment for 
beverages m conjunction rids other official meetngs. 

25. Ccriferences and sematars: Executive Committee merrbers may authorize attendance at 
conferences, seminars, workshops, etc., if Carty benefit and necessity can be demionstratect. The 
following tacos sheds( be considered - 

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

B 	Selecting sessions that meet professional and technical standards, 

26. 2theasaceensea;  It  is recognized that certain office amenities and krictions can assist in 
creatitg a particular atmosphere and environment conducive to the conduct of County 
business. Each Executve Corn mdiee member is authorized to expend an amount not to 
exceed the following amounts withm a fiscal year for matenals to enhance the convenience, 
comfort, and function of his or her County office or agency/department morale. 

Total Number of AgencyfDept Employees 
	

Aflowable Amount 

Less than 1,000 
	

$1,1300 
1,001 to 2,000 
	

$2,000 
Greater than 2,000 
	

$3,000 

27. Legrslative representakvil The racers and employees of the Canty designated by the Board of 
Swervisors as their legislative representatives, and elected officials or f -etr desigret%, are 
authorized to in= necessary and incden &a/expenses in conneetien with attendance at sessims of 
the slate or federal leejsiature or meetings of gate CI fecLeral eqsfalpie committees. 
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Expenses narred on behalf of or for the benefit of any eerser shall not exceed the amount 
perrnd bylaw. 

26. Fagicargigg; Experses named by a County officer or his or her authorized represcreatree as a 
result of action taken ei prevent a calastophe, such as a Head, or to prevent Or reduce harm thar 
would be caused by such a catastrophe are eie ix reinbursernenl 

29. Non-employees' expenses -  To be eligible for reimbursement, claims of non-County 
employees Other than those covered by Sections 4 and 1-920 of this policy) must be 
authorized by the CEO in addition to meeting the reasonable, necessary, and County berfit 
requirements Reimbursement of expenses incurred for or by constituents or corzen 
observers who are not official participants at an authorized activity is prchibited. The IRS 
requires that specific details of guests entertained, cost, date and place, business purpose, 
and the business relationship of individuals be supplied. 

30. Group expenses: While Government Code section 29708 states in part, 'Except for his own 
service, no county officer or employee may present any claim for allowance against the 
county..? the phrase does not prevent reimbursement to a County employee for payment of 
a legal County expense incurred with another employee n situations such as when two or 
more County employees attend a meal meeting, etc. Under such circumstances it may be 
desirable or more convenient to make a single payment. The employee paying for all 
employees may be reimbursed for the expenditures subject to the limits outlined in item 20 of 
this policy. Precaution must be taken to see that only the payer is reirnbui-sed and in the 
proper amount. County officers should require presentation of proof of payment with 
adequate details. 

31. Combninq business andsersorial activities:  - When personal activities are combined with 
County business, the County will reimburse only Ihe actual business expenses and then not 
mere than normally would have been incurred. As an example:  if  an employee drives to 
Denver for a business meeting and combines the tip with a vacation, and if he or she would 
normally have flown, the employee may only be reimbursed the cost of plane fare tassurn.rig 
flying 

 
is  less expense/O. If the total cost of driving were less, that would be the amount 

reimbursed Precaution must be taken to see that only the payer ks reimbursed and in the 
proper amount County officers should require presentation of proof of payment with 
adequate details. 

Q. ReirementNaluntary Separation Activities .  

A Official representation: Functions related to retirement and vthritary separations are an 
accepted method of rem:piing the services of the individual and as such attendNice by 
certain County officials becomes almost mandatory In such cases, these individuals are 
acting in their official capacity and the expense would be both neoessary arxi incurred fur the 
benefit of the Courity. tridnriduals authorized to represent the County at these ken:Pons are 
the Chair of the Board or his or her designee; other elected officials and the County 
Executive Officer, or their designee ;  as appropriate; and other Execulive Commiflee 
members or their designee, when attending such activities for members of their 
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agencyklepartment or stateiFfederal and other local agencies with which they have working 
relabonshrps. 

B Heitcreweenat Expenses iar me-mentos, awards, or retirement gifts can be paid out of the 
employee's deparlynental budget (see firoilatons set forth below). If multple der% are 
awarded, the total for all items presented to the retiree may not exceed the followng 
limitations -  (lot the purposes of this section, 'years of county service" is based on total 
years of service). 

Years of County Service 
	

Amount 

$50 
5+ to 10 
	

$100 
10+ to 20 
	

$250 
20. 
	

$400 

Expenses fTI List be in canpliarce with the regulations established by the IRS fur 
retrrementlength of service amards. The iiern must be an aroard d tzngibie personal 
property and cannot be cash or rash equivalents, gift certificateskards, stocks, bonds, 
VatatEMS, meals, lockiirg, or tickets to theater or sporting events. 

Each department is responsible for purchasing retirement gifts for its employees. 
Employees who purchase their cram rehremeniqiftwl not be reimbursed for the cost of the 
gift 

fire Protection District -  The Fire Chief may, at his or her discretion, provide plaques 
and or medallions and/or badges to individuals retinng from the Fire Protecbon District 
or to individuals from outside agencies or entities that contributed to the Fire Protection 

District 

Sheriff's Noartment  The Sheriff may, at his or her discretion, provide plagues and/or 
medallions and/or badges to individuals retiring from the department Of to individuals 

from outside agencies or entities that contributed to the department. 

E. 	County Lkerutive Olt rx. -  The CEO may, at his  or  her discretion, provide plaques 
andkr medallions and/or badges to individuals leaving alike or retiring or to 
individuals from outside agencies or entities that contnbuted to the County of Ventura. 

The value of such plaques, medallions, or badges mentioned in Section 32 C. D and 
E above i6 separate from the value limitations referenced in Section 32_ B. 

G. 	Other retirement expenses. Other expenses related to invitations, dinner costs, 

entertainment, etc are not deemed proper County charges and are usually paid from 
the proceeds collected for the retirement dinner. 

31 Official Functions -.  There are activities that require the participation of the County related  to 
the legal functions of Ventura County government These include presenting Board of 
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Supervisors resolutions or certificates, representing the County on a speaker's panel, or 
representing the County at a community event for the purpose of engendering good will. 
developing positive community relations, or supporting economic development, among 
other official functions and duties listed it Policy  VII  IC) - 2, Expense Reimbursement and 
Stipend Pdicy tor Members of County Boards, Commdtees and Comrniss;ons; Ethics 
Trigning section 2f. Appropriate representatives include Board members, and other 
elected officials, or their designees. and Executive Committee members or their 
representatives for representation on a speaker's panel. In all the above cases 
reimbursement is only after actual attendance at the event Any charitable donation that is 
part of the cost of admissen shaft not be reimbursed. 

34. Special ceremonies or events; There are occasions when recognition of an event merits 
special ceremones Examples are completion of a maior construction project, open house 
or recosnition of a sigificant County event that advances the cause of County government 
business through outreach activities to the public. Expense reimbursement for such 
activities (e.g.. decorations, refreshments, entertainment, informational materials, etc.) 
requites approval of an Executrve Committee member up to $1.000. Prior approval by the 
Comity Executive Officer is required for expenses over that amount. 

35. Tokens of appreciation: There are times when it is appropriate  to  recognize members of 
the public at large who have by action or deed served the people of the County of Ventura. 
Tokens of appreciation will not qualify as an appropriate County expense. eligible for 
reimbursement, unless the following guideines have been met. 

A_ 	Tokens in the form of framed resoons, plaques and other such iwns require prior 
approval of the County Execuine Officer or elected County officer. 

B 	The presentation of such tokens must be made at an official function 

C. Specific identification of the senice to the County and the approval must appear on 
the claim form 

D. Cost is limited to $250 per individual or organization recognized 

36. Other expenses: Other items must be reasonable and necessary for the conduct of 
business in order to be considered relmbuisable. They could include necessary Laundry. 
dry clean ng, and pressing services away from home. 

37. Travelinsurance: M County officers and en -ployees traveling on County business are 
automatically covered under workers' compensation Coverage applies only to trips on 
Goi.rity business. not die indivicfas personal business. Any additional accident insurance 
purchased by the individual when traveling on County business will be at his or her own 
expense. 

Baggage, clothing, and other personal effects necessary for business that are lost or stolen 
while traveling on County business wit be reimbursed in accordance with the "Personal 
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Property Reimbursement policy elsewhere in this manual (Policy IX -4, Personal Property 
Reimbursement Details may be obtained from the Risk Management Diviskin of the County 
Executive Office. 

38. Egipment allotment Search and Rescue Volunteers. workrig for the Sheriffs 
Department, will be entitled to $200 arvivalty for miscellaneous equipment which is not 
purchased by the Sheriffs Department but is necessary to perform search and rescue 
functions. 

39. Uniform allowance  : Reserve Deputy Sheriffs will be entitled to a uniform allowance. The 
amount will be the same as that authored for Sheriff's deputies. 

40. Acivertisincipiomotional cost: There are occasions when the County needs to advertise or 
promote resources. Costs relating to advertising, such as booth rental and banners, wII 
be reimbursed as long as these expenses are reasonable and necessary and are incurred 
for the benefit of the County. Costs foe items such as candy favors, balloons and 
promotional items including pens, coffee cups, etc., will be reimbursed up to $500 per 
fiscal year per department, or in the case of Enterprise Fads arid CEO/Human Resources 
Recruitment/Outreach, their approved annual budget for Marketing and Advertising as 
specifically reflected in object 2193. Enterprise Funds may send seasonal greeting cards 
to volunteers and other stakeholders as a cus tomary part of doing business throughout the 
year as long as these expenses are reasonable 

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

There are times when it IS appropriate for department representatives to become members 
of Chambers of Commerce to promote relationships with the business community. This is 
true for certain Enterprise Funds as well as departments. Membership in Chambers of 
Commerce deemed necessary in the conduct of County business shall be reimbursable 
when the appropnate Executive Committee member has approved such application in 
advance. Memberships approved under this section must have a threct benefit to the County 

and only those employees who have direct responsibility to represent the Cocnty are eligible. 

Departments may not have more than one membership in an nclnxilual Chamber of 
Commerce. Memberships in senace organizations such as Krwanis Rotary. Masons, etc 
are not reimbursable. 
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