
ORDINAN CE 2O2O 4
TOWN OF'MONROE,

SHORTTITLE:

ITHEREAS,rndiana code $ 36-1-3, et seq. confers upon units of governrnent within thestate of Indiana such powers as necessaly ot desrrable to conduct the affairs of local government;
!rHE'REAs, the Town of Monroe is a municipalitywithin the State of Indiana, and,Ind.code $ 36-5-2-2 provides that the Town Board for the Town of Monroe fterernaftet referred to asthe "Town Board') is the regislative body for the Town of Monroe:

VTHERE'AS, the Town of Monroe employs individuals who are engaged rn the managementand oversight of the Town of Monroe's business and who on occasion travel out of town -i' otder toattend and paticipate in matters of the Town of Montoe,s concern;

\)7HE'REAS, the Town of Monroe has not forrnally adopted policies for the expense andreimbursement of expenses to the Town of Monroe', 
"-pioy".s who are requrted to ttavel out oftown to attend and participate in matters of the Town of Monroe,s concern;

NOlr THEREtrORE, BE, IT ORDAINED BY THE TOWN BOARD OF THtr TO\X,N OFMONROE, INDIANA, AS trOLLOWS:

Section 1' Puroose' The pu{pose of this otdinance is to promote oversight and responsible
ftscal management of expenses and reimbursement associated with the Town of Monroe,s
employees ttavel to and fiom out of town events to attend and participate in matters of the Town ofMonfoe's concern' The Town Boatd for the Town of Monroe desires to have receipt of artyand all
expenses in order to docurnent expenses and reimbursements of its employees who have reason to
travel out of town to attend and paticipate in matters of the Town of Monroe,s concefn.

Section 2' Documentation. All of the Town of Monroe's employees who travel out of townin ordet to attend and particip ate ln mattets of the Town of Monroe's concern shail be reqr-rrred to
provide physical teceipts, including print outs of any digrtal recelpts, rhat will be submitted forreimbursement' Receipts shall be submitted to the Monroe Town clerk-Treasurer within five (5)
days of the employee's return to wotk following their out of town ftaver.

be re 
Expenses associated with out of town travel shall

e terms of this Ordinance, and such expenses
include the followinc:

(A) Mileage Reimbarsement. If an employee of the Town of Monroe attends an event
in matters of the Town of Montoe that is more than twenty-five (25) miles fiom
the Town of Monroe, and, if the town employee drives their personal vehicle tc-,
that event, then the employee shall track their rrrileage and submit a srgned
uffltten statement on a form provided by the Monroe Clerk-Tteasurer, of, their
mileage, which shall include the date of the event the address of where the event
was located.
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@) ParkingFees' 'illTparking fees incurred when an employee is traveling shall be
submitted in the form of a written recei.pt, wh.n possitre. If 

^ 
,"."ipt is not

possible, then the employee shall submit a writte; statement of the ictaalparking
fee paid on a fotm provided by the Monroe crerk-Treasurer regarding the
patkrng fee. If the employee does not have a receipt and is not wrlin! to
complete the written statement and sign the form ptovided by the Morrro. Town
clerk-Treasure_t, then the claim for parking f"", -il not be paid.

(C) Aifare or otber Modes of Traue/. If an employee of the Town of Monroe attends an
event rr mattets of the Town of Monroe that requires air travel, bus travel or
mode of travel other than driving then the 

"mplty." shall submit the receipt for
the purchase of the arfarc to the Town of Monroe Clerk-Treasurer within five
(5) days of their return from the trip.

Q) Rental Car/Uber or Sirzilar Trauel. All car rentals, uber or sim1ar ttavel serwices
associated with out of town travel required to attend an event on a mafter of the
Town of Monroe shall be documented by receipt or credit card, statement that
includes the date and the charge for such 

""p"rrr.. The recerpt or credit card
statement for car rentals, uber or similar ttavelservices shall be submitted to the
Monroe Cletk-Treasurer within five (5) days of the employees return fr.om the'
out of town travel.

(tr') Mea/:' All meals employees consume while traveling out of town to attend or
patictpate in an event in matters of the Town of Monroe shall be documented
by teceipts, whethet the employee paid cash or credit/debit card. If a reasonable
trp or gratuity is made by the employee, then the ernployee should wdte in the
amount of the tip on the receipt to document the amount of the up. Individual
meals shall not exceed thirty-five and 00/100 Dollars ($35.00) and a daily meal
expense shall not exceed sevenry and00/100 Dollars ($70.00), rncludingtips.
Purchase of alcoholic beverages, whether purchased with a meal or ,.purully,
are not eligible fot reimbursement from the Town. The receipt for m"uls shall
be submitted to the Monroe clerk-Treasurer within frve (5) days of the
employees return from their out of town travel

(F) I-"odgng' All lodging expenses, hotel expenses or other similar short-tern housins

^rfangements 
necessaly for an employee traveling out of town to attend or

participate in an event in matters of the Town of Monroe shall be documented
with a receipt ftom the lodging establishrnent or credit card statement. The
teceipt fot lodgrng shall be submitted to the Monroe Clerk-Treasurer within five
(5) days of the employees return from their out of town traver.

(G) Registratnn Fees. The employee shall make a request to the Town Board for the
Town of Montoe in advance of attending any event for out of town travel for
the registration fees associated with such event. The Town of Monroe will either
approve or deny the registration fee based on whether the Town Board agrees
that the event is an event in the matters of the Town of Monroe. If the Town
Boatd approves the tequest, then the Town of Monroe Clerk-Treasurer make
payment directly to the vendor who is hosting or presenting the event.
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(H) IncidentalFees' rf the ernployee traveling out of town to attend and participate in
matters of the Town of Monroe's and rncurs an expense or expenses related to
ttavel' then the employee shall submit a receipt foisuch expenditure to the
Town of Monroe Clerk-Treasuret. If the expense or expenses of the incidental
purchase is ten doilars ($10.00) or less, then the clerk rieasurer will pay
teimbursement to the employee. If the expense or expenses of the incidental
purchase is in excess of ten and00/100 dollars ($to.oo;, then the Town of
Monroe Cletk-Treasurer will present the incidental expense to the Town Board
for considetation. The receipt for rncidentul ."p"nr"s^shall be submitted to the
Monroe Clerk-Treasuter within five (5) days of the employees return from their
out of town travel.

Decron J' unctocumented Expenses. All undocumented expenses incurred by an employee
of the Town of Montoe while traveling out of town to attend ot pafiicrp^te in an event in the
mattels of the Town of Monroe shall be subrnitted to the Town of Monroe clerk-.[reas utet on a forform provided b e form will be presented to
the Town Board ,

be filed with the 
oTc.umente,a expenses shall
of rhe employee's return

fiom their out of town travel. Undocumented expenses may not be reimbursed by th" Town of
Monroe.

Section 4' E'ffective Date. This ordinance shall be effective upon the date of its adoption
by the Town Board for the Town of Monroe, Adarns county, State of Indiana.

DULY ADOPTED BY THE, TO\7N COUNCIL OF THE
ADAMS COUNTY, INDIANA, ON THIS 7h day of Mav.2020.

TOWN OF' MONROE,.

TO\[/N COUNCIL OF THE, TO$7N

Tague, Clerk-T
Town of Monroe, Adams County, IN
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