
RESOLUTION NO. 2778 

A RJZSOLUT.[ON of t h e  P o r t  Commission of t h e  Por t  of S e a t t l e  e s t a b l i s h -  
i ng  t h e  basic rules and regulat-  governing t h e  reim- 
bursement and payment of t r a v e l  and o t h e r  bus iness  
expenses incu r red  by Port  Commissioners, o f f i c e r s  and 
employees a s  provided f o r  by RCW 53.08.175 and 176, and 
r e p e a l i n g  Reso lu t ion  Noe. 2195, 2657, and 2740 d e a l i n g  
w i t h  t h e  same s u b j e c t  matter. 

BE I T  RESOLVED by t h e  Por t  Commission of t h e  Port  of S e a t t l e  as 

SECTION 1. POLICY AND PURPOSE. The purpose of t h i s  r e s o l u t i o n  

e s t a b l i s h  t h e  b a s i c  rules and r e g u l a t i o n s  governing t h e  reimbursement and 

of t r a v e l  and o t h e r  b u s i n e s s  expenses i n c u r r e d  by P o r t  Commissioners, o f f  

fo l lows  : 

i s  t o  

payment 

cers a n 1  

employees. 

and 176. I t  shall be t h e  p o l i c y  of t h e  P o r t  of Seatt le that a l l  P o r t  o f f i c i a l s  

and employees of t h e  p o r t  d i s t r i c t  s h a l l  receive t h e i r  reasonable  and necessary  

expenses  when engaged in o f f i c i a l  p o r t  bus iness  w i t h i n  or  o u t s i d e  t h e  d i s t r i c t .  

SECTION 2. FORMS. In f i l i n g  claims f o r  reimbursement f o r  t r a v e l  and 

This r e s o l u t i o n  is adopted p u r s u a n t  t o  t h e  a u t h o r i t y  of RCW 53.08.175 

o t h e r  bus iness  expenses ,  P o r t  Commissioners, o f f i c e r s  and employees s h a l l  use  a n  

o f f i c i a l  voucher form approved by t h e  Div i s ion  of Municipal Corpora t ions  i n  t h e  

O f f i c e  of t h e  S t a t e  Auditor .  

documents o r  o t h e r  ev idence  as  may h e r e i n a f t e r  be r equ i r ed .  

Such vouchers s h a l l  be  suppor ted  by such r e c e i p t s ,  

SECTION 3. - TRAVEL EXPENSES. Trave l  expenses s h a l l  be de f ined  t o  i n c l u d e  

the  fo l lowing  Items: 

1) T r a n s p o r t a t i o n  - v i a  o f f i c i a l  motor v e h i c l e ;  p r i v a t e  automobiles;  

pub l i c  t r a n s p o r t a t i o n  ( a i r l i n e ,  r a i l r o a d ,  b u s l i n e ,  or waterborne);  

t a x i c a b ;  l imous ine ;  r e n t e d  v e h i c l e ;  o r  o t h e r  a p p r o p r i a t e  means of 

t ranepor ta  t ion. 

a )  When p r i v a t e  v e h i c l e s  are used,  t h e  Commissioner, o f f i c e r ,  or  

employee shall be reimbursed e t  a rate which t h e  I n t e r n a l  Revenue 

S e r v i c e  recognizes  as  meeting t h e  requirement f o r  account ing  t o  

employere,  except as may be modified by paragraph ( b )  of  t h i s  sub- 

section. 

b )  The Execut ive D i r e c t o r  is a u t h o r i z e d  t o  provide a n  al lowance,  

payable a t  t h e  end of a pe r iod  i n  which expenses  are i n c u r r e d ,  f o r  

t h e  use  of a p r i v a t e  automobile  by P o r t  employees who r e q u i r e  sub- 

s t a n t i a l  use  of' an automobile  t o  perform t h e i r  a s s igned  d u t i e s  f o r  

t h e  Port .  Such allowance s h a l l  be i n  l i e u  of a l l  mileage payments 

and/or  t h e  use of any Port-owned or l e a s e d  v e h i c l e .  Such al lowance 
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s h a l l  be e s t a b l i s h e d  annua l ly  f o r  each such employee by e s t i m a t i n g  

t h e  percentage  of bus iness  use of  t o t a l  v e h i c l e  u s e ,  bu t  i n  no 

case s h a l l  any employee be pa id  more than  e i g h t y  percent  (80%) of  

t h e  sum of t h e  foll.owing amounts: 

( I )  The monthly cost of l e a s i n g  a s t a n d a r d  sedan (Chevro le t ,  

Ford,  o r  Plymouth), or i n  t h e  a l t e r n a t i v e ,  t h e  r e t a i l  cost  of 

such v e h i c l e  less  e s t i m a t e d  t r ade - in  va lue ,  amort ized over  

t h i r t y - s i x  (36) months a t  t h e  prime i n t e r e s t  rate p l u s  two 

pe rcen t  ( 2 % ) .  The v e h i c l e  lease or cost base may i n c l u d e  

reasonable  equipment,  i nc lud ing  f o r  example, a i r  cond i t ion ing  

i n  t h e  midwest, east coast and eastern Washington. 

( 2 )  Xnsurance, l icensing and annual  taxes, repairs, mainte- 

nance,  o i l ,  t i res ,  b a t t e r i e s ,  etc.,  e s t ima ted  from p r i o r  yea r  

r e c o r d s  paid i n  e q u a l  monthly amounts, bu t  not t o  exceed One 

Hundred F i f t y  Dollars ($150.00) p e r  month. 

(3) A l l  f u e l  purchased du r ing  a month f o r  such v e h i c l e  when 

supported by r e c e i p t s .  

The Execut ive Director, or h i s  Designee, w i l l  from time t o  time 

determine which employees r e q u i r e  a v e h i c l e  f o r  Port  bus iness  as 

a r e g u l a r  p a r t  of t h e i r  d u t i e s  and may approve au to  allowances as 

provided f o r  by this Resolut ion.  

c)  O r d i n a r i l y ,  p u b l i c  t r a n s p o r t a t i o n  t i c k e t s  s h a l l  be purchased 

d i r e c t l y  by t h e  Por t  under  t h e  Port ' s  r e g u l a r  purchasing procedure.  

I f ,  however, a Commissioner, o f f i c e r  o r  employee purchases a t i cke t  

on h i s  own b e h a l f ,  a r e c e i p t  shall be submit ted wi th  t h e  voucher 

seeking reimbursement. 

d )  

o f f i c e r s ,  and employees w i l l  be a t  coach class o r  e q u i v a l e n t ,  

except  t h e  Executive Director may a u t h o r i z e  a class change t o  

f i r s t  c lass  o r  e q u i v a l e n t  under t h e  fo l lowing  cond i t ions :  

Authorized Port a i r  t r a v e l  arrangements f o r  Commissioners, 

(1) 

approved by t h e  Port Commission. 

( 2 )  When i t  is essential  that t h e  Commissioner, o f f i c e r  o r  

employee conduct b u s i n e s s  enroute w i t h  a customer who is 

t i c k e t e d  f i r s t  clase or  e q u i v a l e n t .  

Air travel e t  f i r s t  class o r  e q u i v a l e n t  is e x p r e s s l y  
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(3)  When time i s  of t h e  essence  and no coach class or 

e q u i v a l e n t  ra te  or lrpace is a v a i l a b l e .  

( 4 )  When f o r  reasoris of phys i ca l  c o n d i t i o n ,  s e c u r i t y  r equ i r e -  

ment * or carry-on requirement  (packages o r  equipment),  coach 

c l a s s  o r  equivalent would not accommodate t h e  s p e c i a l  

cond i t ion .  

2 )  

requi red .  A r e c e i p t  s h a l l  be iiubmitted for lodging  w i t h  a n y  reimburse- 

ment voucher. 

3 )  Subs i s t ence  - i n c l u d e s  charges  f o r  a l l  meals r e q u i r e d  when t r a v e l i n g .  

The cost of a meal may inc lude  payment f o r  t a b l e  s e r v i c e ,  commonly 

r e f e r r e d  t o  as a t i p ,  not  t o  exlceed 15% of t h e  p r i c e  of t h e  meal. 

4 )  - Misce l laneous  and g e n e r a l  expenses  connected wi th  t r a v e l i n g  may 

i n c l u d e  but are n o t  l i m i t e d  t o  Lelephone and t e l e g r a p h  s e r v i c e s ,  baggage 

and luggage handl ing  cha rges ,  l aundry  and d r y  c l e a n i n g ,  park ing  f e e s ,  

t o l l s ,  s t e n o g r a p h i c ,  secre ta r ia l  and o t h e r  cha rges  permi t ted  by law. 

Receipts may be r equ i r ed  f o r  iteins in t h i s  ca tegory .  

SECTION 4. OFFICIAL TRAV€L DEFIETD. - Port  Commissioners, o f f i c e r s ,  and 

employees s h a l l  be engaged i n  o f f i c i a l  travel on behalf  of t h e  p o r t  d i s t r i c t  when 

engaged in t h e  fo l lowing  a c t i v i t i e s :  

Lodging i n c l u d e s  h o t e l ,  motel or similar accommodations as may be 

1 )  

of t h e  p o r t  d i s t r i c t  f o r  t h e  purpose of promoting and s e l l i n g  t h e  

s e r v i c e s  and f a c i l i t i e s  of t h e  p o r t  d i s t r i c t .  

2 )  T rave l  requi red  f o r  t h e  purpose of  meeting w i t h ,  n e g o t i a t i n g  or con- 

s u l t i n g  wi th  o t h e r s  fo r  t h e  purpose of c a r r y i n g  out  o f f i c i a l  f u n c t i o n s ,  

d u t i e s  or p r o j e c t s  of t h e  poet d i s t r i c t .  

3) T r a v e l  connected w i t h  a t t endance  a t  meet ings of o r g a n i z a t i o n s  i n  

which t h e  p o r t  d i s t r i c t  hold6 memberships, or t o  which they  are 

o f f i c i a l l y  a f f i l i a t e d  f o r  purposes of educa t ion ,  r e s e a r c h ,  promotion or  

j o i n t  a c t i o n .  

4 )  Travel  f o r  a t t e n d a n c e  a t  r e g u l a r  and s p e c i a l  meet ings of t h e  P o r t  

CommisRion by b r t  Corm~issioners  from t h e i r  p l a c e  of  r e s idence  or employ- 

ment t o  t h e  p l a c e  of meeting of t h e  C O ~ m i 6 S i O n .  

Travel  connected wi th  c a l l i n g  upon customers  o r  p o t e n t i a l  customers 
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SECTION 5 .  OTHER BUSINESS EXPENSES. When p rope r ly  a u t h o r i z e d  Port  

Commissioners, o f f i c e r s ,  and employees shall be e n t i t l e d  t o  t h e i r  necessary and 

reasonable  bus iness  expenses i n c u r r e d  on behal f  of t h e  p o r t  d i s t r i c t .  Such busi-  

n e s s  expenses may i n c l u d e ,  bu t  are not  l i m i t e d  t o ,  t h e  cost of a t t e n d i n g  r e g u l a r  

meetings of o f f i c i a l  groups i n  which t h e  p o r t  d i s t r i c t  h o l d s  memberships o r  is 

otherwise  a f f i l i a t e d  f o r  t h e  purposes of promotion, educa t ion ,  r e s e a r c h  o r  j o i n t  

a c t i o n .  Such expense s h a l l  i n c l u d e  cha rges  f o r  r e g i s t r a t i o n ,  meals, p r i n t e d  

matter, or such o t h e r  items as may be necessary i n  o r d e r  f o r  t h e  Commissioner, 

o f f i c e r ,  o r  employee t o  p a r t i c i p a t e  I n  t h e  o f f i c i a l  proceedings of such p r o p e r l y  

a u t h o r i z e d  promotional ,  e d u c a t i o n a l ,  r e s e a r c h  or  j o i n t  ac t ion  group. I n  o r d e r  

t h a t  such bus iness  expenses  may be a l lowed,  however, i t  must be shown t h a t  t h e  

meeting was a t t e n d e d  f o r  a l e g i t i m a t e  bus iness  purpose and t h e  Commissioner, 

o f f i c e r ,  o r  employee was a n  a p p r o p r i a t e  r e p r e s e n t a t i v e  of t h e  Port .  

SECTION 6. USE OF CREDIT O S .  C r e d i t  c a r d s  acqu i r ed  i n  t h e  name of  

t h e  P o r t  t o  be used f o r  t h e  purchase of  motor f u e l  and r e l a t e d  items s h a l l  be used 

on ly  f o r  Port-owned v e h i c l e s .  General  purpose c r e d i t  c a r d s  may a l s o  be secu red  and 

made a v a i l a b l e  € o r  des igna ted  employee use.  If c r e d i t  c a r d s  are used,  no payment 

s h a l l  be made t o  a c r e d i t  ca rd  company u n t i l  each  employee us ing  t h e  c a r d  has  cer t i -  

f i e d  t h a t  a l l  Items of expense i n c u r r e d  under t h e  c r e d i t  c a r d ,  are j u s t ,  due and 

unpaid o b l i g a t i o n s  against  t h e  Port  of S e a t t l e ,  and t h e  vouchers have been a u d i t e d  

and found t o  be i n  o rde r .  

SECTION 7. PER DIEM. The Port  Commission may, by motion and Commission 

approva l ,  a u t h o r i z e  t h e  payment o f  p e r  diem t o  any Port  C o m i s s i o n e r  o r  employee 

i n  l i e u  of r easonab le  and necessary  expenses i n  accordance wi th  RCW 53.08.176. 

However, u n l e s s  such e p e c i f i c  a u t h o r i z a t i o n  is given, t hey  shall be paid as 

h e r e i n b e f o r e  provided f o r  t h e i r  actual neceesury expenses  only.  

SECTION 8. Resolu t ions  Nos. 2195,  2657,  and 2740,  prev ious ly  passed by 

t h e  Port Cornmission and d e a l i n g  wi th  t h e  same s u b j e c t  matter, are hereby repea led .  
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ADOPTED by the Port Commission of the Port of Seattle this 27th day of 

- November 

tures of the Commiesioners voting and the seal of the Commission. 

-, 1979 and duly authenticated in open session by the signa- 
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