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SECTION 1
a)

b)

c)

SECTION 2
a)

b)

e)

Travel and Vehicle Use

POLICY JURISDICTION
All Tribal personnel, including all entities (Hging and KCDC) and all members of the Tribal
Council are bound by this policy.

Anyone traveling on behalf of the Tribe and wdnbtsvel expenses are paid in accordance with
this policy is bound by all provisions of this pmyli(ex; Tribal Council Members, Committee
Members, etc).

Anyone traveling on behalf of the Tribe who éspensated for travel as an additional charge for
services is not bound by the provisions of thisgyolex; attorney, fee accountant, consultant).

AUTHORIZATIONS

Each trip to a destination outside the jurisdicof the Tribe (as defined in Section 4), shall b
specifically authorized by a motiaf the Tribal Council approving the trip as essart the
conduct of the program involved. This requirensrdll be accomplished either by:

1) the Council’s approval of the annual budget(sicl includes a line item travel for that
specific trip; or

2) authorization by motion for any travel which waxt anticipated and/or scheduled; phone
votes for travel will only be authorized in emerggrircumstances and only if authorized
by two Executive Council Members (conflict of ingst applies).

All travel advance request forrpertaining to the travel of Tribal staff, includiimgerns for travel
within the area of jurisdiction, must be approvgdhe supervisor and program director (if
different than the supervisor).

All travel advance request forms pertainingie travel of the Chairman and Vice Chairman must
be approved by an Executive Council Member (condifanterest applies); approval can be
obtained after the trip when prior approval is poassible.

All travel advance request forms pertainingh® travel of a Council Member must be approved
by the Tribal Council.

All requests pertaining to the travel of anyestperson on behalf of the Tribe must be approved,
in writing, by the Tribal Council.

SECTION 3 AREAS WITHIN THE TRIBE’S JURISDICTION
Travel is considered to be within the Tribe's apégurisdiction if the destination of the travehisthin states of
California, Oregon, or Nevada.

SECTION 4 AREAS OUTSIDE OF THE TRIBE'S JURISDICTION
Travel is considered to be outside the Tribe's afgarisdiction if the destination of the traveldutside the states
of California, Oregon, or Nevada.

Travel and Vehicle Use Policy Manual — Page 3 of 13
Most Recently Amended: April 21, 2011
** This Amended Manual Supersedes All Other Versih



SECTION 5 TRIBAL VEHICLE USE
a) Tribal vehicle use is limited to Tribal staffo@hcil Members and selected individuals as approved

by the Tribal Council. Drivers must have a valiizdr's license and be insurable under the
Tribe’s insurance policy. If an employee is remtb¥i®m the Tribe's insurance policy, the
employee must be terminated or transferred to gigosvhich does not require operating a
vehicle. Any type of moving violation by driveraust be reported to the Tribe immediately.
Failure to do so within five (5) days will resutt disciplinary action up to and including
termination.

b) All Tribal vehicle use not job related must lppeoved in advance by an Executive Council
Member or vote of the Tribal Council.

c) Any use of a Tribal vehicle must be reflectedaorehicle mileage sheet. Mileage sheets should be
available in each vehicle. However, if a vehickeds a new supply; they are available for printing
on the Karuk Tribe’s web site in the forms sectidihe approved driver is responsible for
accurately completing a vehicle mileage sheet afieh use. Information which must be included
is as follows:

1) Approved driver's name;

2) Tribal Vehicle number;

3) Odometer reading before use;

4) Odometer reading when fuel is purchased,;

5) Odometer reading after use; and

6) Destination and purpose of trip.

The approved driver shall turn in the vehicle ndleaheet along with any fuel receipts to the
fiscal department after each use. Individuals at@assigned a vehicle full time may turn in
vehicle mileage sheets and fuel receipts on a wesdis. Fuel receipts that are turned in without
a mileage sheet will be charged to the driver. | Fereipts must be itemized with number of

gallons and price per gallon.

d) The fiscal department or other authorized ergsoyill issue fuel cards to authorized drivers, and
that person will be responsible for the appropriege of the card.

e) Fuel cards may only be used for fuel and &y ribal vehicles.

All fuel receipts must be accompanied by a comgdlethicle mileage sheet that includes the
approved driver's name, vehicle number, odometdings, and the destination and purpose of
the trip. This includes VISA receipts also. Fredeipts must be itemized with number of gallons
and price per gallon.

Out of pocket expenses (such as oil, parts, eitt.p&reimbursed when approved by the
Supervisor. These expenses will be reimbursed ah@irchase requisition and receipt are
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9)

h)

)

K)

submitted no later than five (5) days after thechase.
Authorized drivers are responsible for utilizitige vehicle properly.

Unauthorized activities include:

1) Failure to obey speed limit.

2) Failure to obey all rules of the road.

3) Failure to drive responsibly and defensively.

4) Carrying of unauthorized passengers must becapgrin advance by an Executive

Council Member or vote of the Tribal Council.

5) Using a Tribal vehicle without prior authorizati

6) Commuting with a Tribal vehicle between home effite.

7) Leaving vehicle unlocked, with keys in the igmit, or running when unattended.

8) When using a truck, no one may ride in the tioe# and all loads must be secured

against shifting and loss.

Authorized drivers are responsible for ensuthag all passengers are authorized. For travel
within the area of jurisdiction, the following nesedo approval:

1) Tribal employees, Council Members, federal erygds and other persons conducting
official business with the Tribe.

2) In all cases, picking up hitchhikers is forbidda emergency situations you may assist
stranded motorists.

All occupants of a Tribal vehicle must wear be#t properly.

Smoking is prohibited in a Tribal vehicle.

Authorized drivers are responsible for any mgviolations, offenses, fines or tickets received
while the vehicle is in the driver's custody. Atigkets received pertaining to the condition of the
vehicle (ex; bald tires, expired tags, non-workigbts) will be the responsibility of the Tribe.

If a Tribal vehicle is involved in an accidettte authorized driver is responsible for the foilogv

1) Getting help for anyone injured.

2) Calling police. In the event of a non injurycatent the authorized driver of the Tribal

vehicle may exchange information with other driggr{f no other driver(s), accident shall
be reported to supervisor and not notify police.
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3) Completing an accident kit including locatiomfarmation about the other vehicle(s),
property of people involved, estimation of extehinjuries or damages and an account of
what occurred.DO NOT ADMIT FAULT .

4) Calling the Tribal office.
5) Remaining at the scene of the accident untipthlice release you from the scene.

)] The authorized driver is responsible that thterior of the vehicle is trash free after each use.
Subsequent drivers should report if the interiorasclean.

m) The authorized driver is responsible for notimy needed maintenance of the vehicle in the
vehicle log and reporting it.

n) Use of a Tribal vehicle between home and thieeffiithout advance approval for each use is
prohibited. No Tribal vehicle is to be stored gii@ce of residence unless it is advantageousto th
Tribe and has been approved by an Executive Colrasihber (Chair, Vice Chair, or
Secretary/Treasurer). Examples include when deqgaor return from travel occurs outside of
Tribal office hours.

0) No Tribal vehicle will be permanently assigned iy ane employee or Council Member.

p) Any authorized driver found to have been eitheés4l)ed a citation for a moving violation
(speeding, crossing the double yellow line, runrarrgd light, etc.) while driving a Tribal vehicle,
or 2) to be at fault in an accident while driving@bal vehicle, will be required to attend an
approved traffic school; all driving privileges mag suspended if not completed in a timely
manner. Traffic school will be required by thebEriregardless of the Court’s decision in the case
and must be completed on the employee’s own tirdeaithe employee’s own expense.

SECTION 6 TRAVEL SAFETY
a) All travel is subject to weather and road condgion

b) All travel is stopped when snow is continually ifadj and staying on the roads, this means no
transporting or other travel unless absolutely sgagy. Inside duties will be assigned.

c) When staff is caught in a winter storm during ttaseaff will be expected to use good judgment,
and his/her ability for hazardous driving technigjue arrive at the destination safely.

d) When a road condition exists that drivers may jpadg at their own risk, staff has the right to
choose not to pass.

e) When vehicle tires are not in satisfactory conditi@etermined unsafe), staff will not be allowed
to utilize the vehicle.

f) Slide precautions should be exercised so thatdtef§ not become stranded.

SECTION 7 TRIBAL VEHICLE FLEET AND PROCEDURES
a) All vehicles purchased or leased by the Tribe bdllused for work or Council related activities.
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b)

d)

9)
h)

)

K)

In an instance where a tribally owned vehicle migiused for another entity, for example, the
Forest Service, it must be cleared with the Chesge and insurance requirements must be
cleared with the Chief Finance Officer.

In an instance where there is a potential reimboesd from another entity, such as the Forest
Service, or another Federal or State entity, tharst be a written agreement, signed only by the
Chairperson. The written agreement must cleadicate that the Tribe is to be the recipient the
reimbursement, and that all payments must be nmatteetHappy Camp Administration Office.

Under no circumstances shall an employee receiymgat for the use of a Tribal vehicle or any
other Tribal property, whether in cash or in exaj@for products or services. Soliciting or
accepting payment of any kind for the use of Trilr@perty may subject the employee to
disciplinary action up to and including termination

All vehicles purchased or leased by the Tribe rbestegistered with the Karuk Tribe as the
registered owner, and when necessary the lien hakithe legal owner.

All vehicles purchased or leased under grant furitlde used only for the purpose for which it
was granted. That purpose will be described irptiogect’s application, except where modified
by agreement with funding sources.

The Tribe will be responsible for the proper usd araintenance of all vehicles.

All vehicles purchased or leased by the Karuk Tvillebe covered at all times by at least the
minimum insurance required by law.

The Tribe will comply with the requirements of mot@hicle regulations enforced by the
California Highway Patrol.

Before the Tribal Council makes a determinatiowbé&ther to purchase or lease a vehicle,

guantitative documentation will be collected, thét demonstrate either a purchase or lease as the

most cost effective.

All Tribal vehicles will be assigned a base statidrere they must be parked at the end of each
work day. Exceptions may be made on a case bylzess.

All passengers and drivers of vehicles owned @ddady the Karuk Tribe shall wear their seat
belts as required by applicable law. All Tribalipies and procedures including, but not limited,
to the no smoking policy and the substance abulseymhall be in full force and effect for all
employees using or riding in the vehicles.

The Executive Secretary/Administrative Receptioarsiesignated employégresponsible for the

following:
1) Scheduling use of all Tribal vehicles.
2) Reporting any vehicle related problems to thermotive program.

The Automotive Program is responsible for the follog:
1) Ensuring all vehicles are clean, properly man&d and that required maintenance is
scheduled.
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SECTION 8
a)

b)

2) Ensuring mileage logs are reviewed and recamdileveekly.

The Fiscal Department is responsible for the foitayy
1) Ensuring all vehicles are properly insured andsteged.
2) Receiving, reviewing, and maintaining vehicl@@avork and travel documents.

PRIVATELY OWNED VEHICLE USE
Tribal employees or Council Members may usegpely owned vehicles (POV) to conduct office
business as follows:

1) If it is advantageous to the Tribe (ex; due &ather, Tribal vehicle unavailable, etc.).

Note: Based on Section 6 all travel is subject to weatinelroad conditionsAll travel is
stopped when snow is continually falling and stayigp on roads Reimbursement for
use of POV due to winter weather requirements (chai 4WD required by road
conditions) when comparable Tribal vehicle is nailable for travel that is absolutely
necessary will be at the full rate.

2) If POV is requested as a matter of personakpeete instead of common carrier
transportation (ex; airfare) and the mileage cosbimparable to that of common carrier
transportation. If airfare is determined to beldast expensive, traveler may still utilize
POV but will not be reimbursed beyond the coshefairfare.

3) If it is to and from the airport; reimbursement sarch use will be at the full rate
regardless of Tribal vehicle availability as ihist advantageous to have a vehicle
unavailable because it is parked at the airport.

4) If POV is utilized due to personal preferenceewfribal vehicle is available, mileage
reimbursements will be limited to 1/2 of the apm@dvates with the exception of to and
from the airport.

5) If more than one employee is traveling togetheme POV, full mileage will be paid to
the driver of the POV.

Council Members are eligible to receive full P@NMeage reimbursement, without prior approval,
when attending board meetings or while conductifigial business.

POV mileage expenses will be reimbursed wherlgage reimbursement request is submitted for
payment.

POV mileage claimed may only include mileagauimed during the execution of official Tribal
business.

POV mileage will be calculated based upon tloeteht route to the destination (utilizing map
services such as Yahoo or Google), weather conditimd road closures will be considered.

Any expenses incurred during the use of POV ¢@soline, oil, repairs, etc.) are ineligible for
reimbursement.
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s)) The supervisor or a designiseesponsible for determining if use of POV is akageous to the
Tribe.

SECTION 9 MILEAGE RATES
Mileage will be reimbursed in accordance with catriéederal reimbursement rates.

SECTION 10 PER DIEM
a) Tribal employees and Council Members are consiti® be in official travel status if they are
approved to conduct official Tribal business, whiefjuires them to be in travel status for more
than twelve (12) hours either in or out of the asEpurisdiction.

b) Ineligible expenses include:
1) Common carrier transportation in excess of cdach
2) Lodging, meals and incidental expenses in exaksgpenses which would be incurred if

the traveler used common carrier transportation.

3) Personal phone calils excess of the allowed rate of $7.50 per day.

4) Any lodging expense in excess of the single paogy, conference/government room rate.

5) Any vehicle rental fee in excess of the staddate (ex; GPS units, car seats, etc.).

6) Additional insurance elected on a vehicle refitas is not required as all rental vehicles
are covered by the Tribe’s insurance policy whemia@ by employees for official
business).

7 Additional airfare costs incurred due to persgmaference in dates of travel (ex; if

traveler will be staying additional days on perddimae).
8) Any costs incurred for entertainment (ex; innomovies, etc.)
9) Tips of any kind.

C) If a traveler’s personal preference resultsxicess travel time, the excess time shall be chawed
annual leave, except in special situations appravedivance by the supervisor. If a traveler's
personal preference results in excess travel dbstgxcess costs shall be paid by the traveler.

d) Advances may be approved prior to travel basedpproved travel requests. Advances will be
paid no earlier than ten (10) working days priotr&vel to allow the Finance Department
adequate time to process the travel. A travel aclvéorm and backup documentation must be
submitted to the Finance Department with all appeade approvals and necessary information.

e) Travel is to be requested as early as possibladore the best rates. Travel requests should be
made no later than (5) days before departure @@l iwavel and no later than (14) days for any
trips requiring airfare, when possible.

f) Required receipts must be submitted to the fidepartmento later than ten (10) working days
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after official travel ends.

Travel expenses requiring receipts include:

1) airfare including baggage fees.

2) lodging.

3) taxi, shuttle, or rental cars.

4) gasoline for Tribal vehicles or rental carsgipts for gasoline must be itemized with

number of gallons and price per gallon.
5) any other incidentals not covered by per dietesrée.g., parking, tolls).

Failure to submit required receipts within the rieggi time frame will result in withholding the
entire amount advanced from the next paycheck or stipgnghloyees and Council Members may
not be approved for subsequent travel advancekthatiravel reconciliation has been completed.

Such deductions will be eligible for reimburseméinteceipts are submitted, within 30 days of the
original due date (10 working days after travel®ndreceipts submitted more than 30 days after
the due date will not be eligible for reimbursement

s)) If a completed travel reconciliation form indies funds due to Tribe, the traveler has ten (10)
working days to reimburse the Tribe. If the exdes®ot paid by the next pay period, it will be
deducted from the next paycheck or stipend. Enga@syand Council Members may not be
approved for subsequent travel advances untilandég amounts are repaid.

If the completed travel reconciliation form indiea funds due the traveler, a check will be issued
within ten(10) working days or the next pay period followirggurn.

SECTION 11 OFFICIAL TRAVEL PROCEDURES
The Fiscal Departmerig responsible for the following:
1) Maintaining a schedule of all authorized trasadl training.

2) Verifying that funds are available for requestedel.

3) Receiving and reviewing all travel documents|uding requests for approval, advances
and reconciliations.

4) Ensuring that all payments and reimbursememtsrade.
5) Reporting any problems to the supervisor.

SECTION 12 CANCELLATIONS/CHANGES

Advances paid for canceled travel must be repatkinvfive (5) working days of notification of carllzion or
rescheduling. Failure to submit reimbursementiwithe required time frame will result in withhahdj the
amount advanced from the next paycheck or stipditet travel clerk must be notified within 48 hoofghe
cancellation if at all possible to allow for theoper cancellation of lodging, airfare, etc.
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In the event that adequate notice is not givenaafrb-show” charge is incurred, it will be the emyde or
Council Member’s responsibility to cover the changeless it is due to an unusual circumstance aeprby the
supervisor or Chairman or an Executive Council Merab Payment for such charges will be due withia (5)
working days.

All costs incurred for non-business related chdiegs (airfare changes, early/late hotel checkatits) must be
paid by the employee or Council Member.

SECTION 13 PER DIEM RATES
All per diem rates will be approved by the Tribalu®cil and these costs will not exceed approvedridd
government rates.

Eligible travel expenses will be paid based onaatost. Lodging expenses incurred in excessefriaximum
approved lodging rate will be the responsibilitytioé traveler unless it is determined to be an ualus
circumstance (see 14 below).

Meals and incidentals (M & IE) rate will be appligdquarters as follows:

Departure Date - 3 quarters
Return Date - 3 quarters
Full Day - 4 quarters

Per diem will be adjusted for approved BusinessIdtiea all travelers who received per diem and tieir meal

paid for. Business Meals must be necessary, apgrby Supervisor, and the receipt must indicatethrpose of
the Business Meal, who was present, and the ddtegheal. Meal receipts must be itemized listihgood and
beverages purchased.

SECTION 14 UNUSUAL CIRCUMSTANCES
Reimbursement of travel expenses incurred baseshosual circumstances must be reviewed and appiovdte
supervisor.

SECTION 15 CONDUCT OF TRIBAL EMPLOYEE AND COUNCIL M EMBER
When in official travel status, the traveler witircduct himself/herself in a professional mannene fraveler must
be aware that he/she is a representative of the Bmd act accordingly.

When attending training, attendance is requiredHerfull course. If the traveler becomes ill arashnot attend a
day of training or complete the course, he/she mmstact a supervisor at the Tribe as soon aslgessi

SECTION 16 ECONOMICAL USE OF TRAVEL FUNDS
To assure the most economical use of travel funalgelers are requested to share ground transjportahenever
possible. Travelers should make every effort othe least expensive form of transportation alkgla

Rental vehicles will be used only when necessagctoeve the purpose of the approved travel and baus
approved in advance by the Supervisor or Tribalriedu Every effort should be made to secure lodginclose
proximity to the site so a rental vehicle is najuieed.

SECTION 17 TRAVEL OUTSIDE OF NORMAL WORK HOURS
Overtime is not allowed in conjunction with travétmployees will be compensated their regularhedcied
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hours at their regularly scheduled rate while avéd status.Actual time spent attending a conference or traveling
on the weekend will be paid when it occurs durimg émployees regularly scheduled hours for a weekda
(between the hours of 8 AM and 5 PM for most empés). Non exempt employees will be allowed to weork
flexible schedule to avoid exceeding 40 hours jragroll week (Sunday through Saturday) when traibe
taking place on the weekend.

SECTION 18 ABUSE OF POLICY

Any allegations of abuse of the provisions of fhadicy will be investigated to the fullest exterdgsible. Failure
to abide by these policies may result in deniakstriction of use of Tribal vehicles and travelipeges.
Violation or repeated violation shall be consideregisonable cause for termination of employmemthé event
the violator is a member of the Council, the temation of the violator's term of office may be sotigh

SECTION 19 WRITTEN REPORTS

All employees and Council Members attending mestimgrkshops, seminars, etc., are required to psepa
synopsis of information obtained and evaluate #veefit of attendance. This training report mussblemitted to
the Supervisor or Council within thirty (30) daylsreturn. It is the supervisor’s responsibilityansure the report
is submitted to the Council.

SECTION 20 USE OF CREDIT CARDS
a) Use of Tribally issued credit cards shall be fdioddl business only. All receipts for use of ttredit
cards must be retained and submitted to the fas@drtment at the conclusion of each trip or use.

b) Each holder of a Tribally issued credit card widrea statement agreeing to the following:

a. That the card shall not be used for any persoealstunder any circumstances, and that misuse of
the card is grounds for disciplinary action up moirzcluding termination. Emergency use will be
allowed on a case-by-case basis without penaltytheucosts will be collected. The first offense
will result in a payroll or stipend deduction fteetamount of charges and a written warning; a
second offense will result in cancellation of tlaed:

b. The card does not avoid the normal fiscal polickEthe Tribe.

c. Any undocumented/unapproved purchases will be deddfoom the cardholder’s paycheck or
stipend check(s) on a monthly basis, when theragtés are reconciled; a courtesy reminder will
be sent for missing receipts prior to taking a dtidna.

d. Deductions will be eligible for reimbursement ite#pts are submitted within 30 days of the
original purchase. Receipts submitted more thada3@ after the purchase will not be eligible for
reimbursement. This does not extend the timelimedbmitting travel related receipts; see
Section 10, Item F.

c) When utilizing a Tribally issued credit card foavel costs, only approved expenses may be changbe t
card. Ineligible expenses may not be chargedg@dnd; such expenses must be paid for separately (
room service, in room movies, tips, etc.).

d) Fuel receipts must be itemized with number of gedland price per gallon.

e) Meal receipts must be itemized listing all food &ederages purchased.
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SECTION 21 NON-TRIBAL COMMITTEE TRAVEL
Normally, the Karuk Tribe will not reimburse empéms for travel costs which are not job relatedbor f
participation on Non-Tribal committees. Howevedividuals may request Council approval to paytifi@se costs
on a case by case basis. The following criterlabgi used by the Tribal Council to determine ifmbursement
shall be made.

» There is a direct benefit to the Karuk Tribe.

* The Council asked the individual to participateaoNon-Tribal committee.

* The Non-Tribal Committee does not pay stipendsmnlurse for travel costs.
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