District Grant Rule Revision Workgroup 

Meeting Notes

April 4, 2006
Next meeting – in Jefferson City.  Exact location to follow


May 2    10:00 until 3:00 

Complete discussion on State Auditor’s recommendations and items in Parking Lot.

Before next meeting…. look over the current Terms and Conditions, Special Terms and Conditions, rules and law, to see if recommendations on pages 15 and 17 are covered.  If not, what are suggestions for adding or deleting items to these documents (except the law).

Parking Lot

Compliance audit – what does this mean?

Look at 10 CSR 80-9.050.  Uses terms like aggregate, score and rank implying a once a year scoring of grant proposals.  May need other words to give the districts the flexibility to have more than one grant cycle in a year.

When does a grant really start?  What approval signals the beginning of the grant term?

Need further discussion on management of grant balance and timing of cycles.

Request legal opinion on who controls or is responsible for the SWM funds that go to the districts – DNR or local authority?

What does plan implementation mean? What does city and counties of the district…providing solid waste management, waste reduction, recycling and related services in these cities and counties - mean?

Should there be or is there, a mechanism for several districts to go together to fund a project?

State Auditor Office

Solid Waste Management Program Audit
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We recommend, the DNR, through the SWMP, better monitor district expenditures to help ensure districts are not making unnecessary and inappropriate purchases, and seek reimbursement for any improperly expended funds. 

What does inappropriate or unnecessary mean?

State government has statewide policies about meals, travel, gifts…they may be helpful to look at. (Note:  I’ve added some to the meeting notes below.  If you want to look at all the statewide policies…the link is http://www.oa.mo.gov/co/policies.htm.  If you’d like to see any of our department policies, let me know the topic, and I can send them to you)

Each district’s Executive Board could adopt policies that are then reviewed/approved by DNR.

Would like to see a requirement for due process when expenditures are monitored and issues are raised.

There are different pots of money – state and local.

DNR will provide the operational guidelines we operate under.

At the end of each year, reconcile the proposed budget to actual expenditures by budget categories.
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We recommend, the DNR, through the SWMP, monitor the fund balances held by districts and reallocate unused grant funds in accordance with state rules and regulations.  In addition, the SWMP should adopt rules and regulations limiting the amount of administrative and interest funds accumulated by the districts.

Carryover discussion

All agree there is a need for reserve $.  There needs to be cap or limit and direction on how to deal with what is left over after cap amount in put in reserve.

Projects that come in under budget…those funds need to go to other projects

For any carryover – at the end of 2 years, the district makes a new proposal for how to spend these funds.  This new proposal could be approved by the district board, and approved by DNR.

Add a provision to the rules, that carryover must be dealt with in some specific manner (returned, or rolled in to the next year’s pot of subgrants funds) unless approved by the department.

Subgrantee $ carryover
District administrative $ carryover

Needs to go back to subgrantee funds available for next year (Pat, Lisa, Matt and Bob to look at current rules, Terms and Conditions)
Set a % cap.  Current caps and advisement for caps ranges from 25% (for DNR) up to 200%.



Interest earned by district
Interest earned by district

Suggest allowing districts to keep 6 months of $ for operating or cash flow for district.  6 months amount would be based on historic information.

Reduce annual district allocation by the amount of interest earned.  Put any remaining funds back in the SWMF to be reallocated to all the districts.

100% of the carryover is put into the next year’s subgrant and administration pots (into the category from which the carryover originated), unless the district has a plan or proposal approved by DNR to accumulate $ for a project.

Reallocation discussion

Reallocate funds back into the SWMF and use the formula in the law.  The downside, is the district that “lost” funds, would then be reallocated more funds.

Don’t take the carryover back, but have the district reallocate the funds back into the category it came from – subgrants or administration funds.

Use these funds for DNR or statewide projects – such as maintenance of orphan landfills, or other projects of statewide significance.
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We recommend DNR, through the SWMP, work with the SWMDs to

A. Ensure districts maintain a current FAA for all grants and do not reimburse subgrantees if the FAA is expired.

There needs to be timeframes for the FAA…2 years and provision to extend for 6 months if subgrant term extended.

B. Ensure districts withhold 15 percent of the grant funds until the final report from the subgrantee is received and approved.

Suggest having a minimum amount (small grants such as $3000) that minimum amount is not withheld because the $ could make a large difference to the subgrantee.

C. Ensure districts only make grant payments to subgrantees on a reimbursement basis and do not pay subgrantee vendors directly.

To be discussed further on May 2

D. Ensure districts spend grant monies only for the stated purpose and pursue repayment of expenditures made outside of specified grant purposes.

Withhold $ from the district from the next allocation to cover repayment.

STATE OF MISSOURI

ADMINISTRATIVE POLICY

POLICY: SP-5 Agency Provided Food

ISSUED: January 2002 
I. GENERAL STATEMENT

It is the policy of the state of Missouri to allow state agencies to provide food in conjunction with official business and agency sponsored activities within parameters outlined below.

Within the context of this policy, “official business” includes meetings (whether closed or public), commission and board meetings, hearings, seminars, training sessions and similar functions when conducted as part of an agency’s operation. 

“Other agency sponsored activities” includes ceremonies recognizing awards, accomplishments, tenure, retirement, etc. of an employee or employees, business partners and other associates.

Recognizing that the nature of business varies substantially from agency to agency, some discretion is left to the state agencies to decide if and when food is to be provided at such functions. This policy is not intended as a substitute for sound and prudent business judgement. State agencies are to be accountable for their decisions to provide food at official or sponsored functions within the limits of this policy. State agencies are expected to establish sufficient controls to ensure agency provided food expenses are incurred only when appropriate and in conformance with this policy. Effective cost control is a management issue and this statewide policy does not take the place of necessary management oversight.

This policy is not intended to establish guidelines under which state agencies are required or should be expected to provide food, refreshment or beverage service for any of its activities or functions. This policy is not intended to supercede more restrictive policies adopted by state agencies. 

This policy does not consider and is not intended to be applied to or otherwise restrict marketing programs, activities or functions of state agencies whose missions include the promotion of the state of Missouri, Missouri businesses or Missouri agricultural products.

REFERENCES

1 CSR 10-3.010 (Preapproval of Claims and Accounts)

1 CSR 10-11.010 (Travel Regulations)

II. GUIDELINES AND PROCEDURES

A. Food at Official Business Functions

1. State agencies may purchase food in conjunction with its official business functions when it is determined that providing food or beverage service will promote the efficient conduct of business.

2. During breaks, light snacks and beverages may be provided. Costs for snacks and beverages should be at a nominal charge per person. 

3. Lunch or dinner may be provided if there is a substantial business reason for doing so. Any meal provided must comply with the IRS guideline of being for the convenience of the employer.

4. Meals and refreshments may be provided during Commission and Board meetings for members, meeting participants and staff directly assigned to those Commissions and Boards.

B. Food at Other Agency Sponsored Activities

1. State agencies may purchase light refreshments in conjunction with activities that recognize the retirement or special accomplishments of its employees, business partners or other associates.

2. Light refreshments (such as cake and punch) may be provided for employee retirement receptions or other employee recognition events. Costs for such events should be at a nominal charge per person.

3. State agencies may not pay for banquets for employee retirement or other recognition events.

C. Food During Emergency Situations

Reimbursement or direct agency payment may be made for food expenses incurred within an employee’s official domicile to continue the operations of an agency’s programs or services that are necessary for the life, health or safety of Missouri citizens. This provision is intended to allow state agencies to keep critical staff available during emergency situations.

D. Food When Officially Representing a State Agency

Food expenses incurred by an employee when representing a state agency in an official capacity at a non-state sponsored event are allowable, unless otherwise prohibited by state law or regulation.

E. Required Documentation

Food purchased by state agencies in conjunction with its official business or for agency-sponsored events must include the following documentation: 

1. The state business being conducted, or the name of the employee(s) recognized and the reason for the recognition.

2. A list of participants, or, in the case of recognition events for which invitations are issued, the estimated number of invitees.

3. The cost of food provided.

F. Authorization

The department director or his or her designees shall provide approval for all food purchases for agency-sponsored functions.

G. Cost Guidelines

1. Generally, a “nominal charge” for receptions should be no more than $2 to $3 per person. Greater amounts may be acceptable commensurate with the nature of the event and the honoree(s).

2. The cost for agency-provided meals should be generally in line with allowable costs under the state travel regulations.

H. Meals Provided to Public Officials

Food expenditures bestowed on public officials, except those meals that are given to a public official or employee when such person is acting in his or her official capacity, should be reported to the Missouri Ethics Commission as lobbying expenses as provided in RSMo 105.470-473.

Rules of Office of Administration

1 CSR 10-11.010 State of Missouri Travel Regulations 

PURPOSE: The Office of Administration has authority to establish regulations concerning the payment of travel and subsistence expenses. This rule establishes guidance for officials and employees of Missouri who travel on official business for the state, except where specific statutes provide otherwise. 

(1) For the purpose of these regulations, the following definitions shall apply:

(A) Approved state credit cards shall be those cards issued and approved through the Office of Administration as valid for the purpose of billing the state; 

(B) Official domicile shall be the actual working or headquarters location of an employee or official to be determined by the Office of Administration as best serves the interest of the state and not for the convenience or benefit of the employee;

(C) Travel authorization and reimbursement forms are those approved by the Office of Administration; and

(D) Residence shall be the city or town in which the individual has an abode or dwelling place.

(2) Reimbursable travel expenses are limited to those expenses authorized and essential to the transaction of official  business of the state. Expenses incurred for the sole benefit of the state employee or official, such as any type of insurance, travel loan finance charges, personal credit card fees or dues, radio or television charges, bar bills, extra meals, newspapers, magazines and other like charges shall not be allowed as reimbursable travel expenses. Expenses for laundry service and dry cleaning shall be allowed only for extended travel outside of the United States. Telephone and telegraph expenses shall be allowed only when necessary for the transaction of official business. Incidental expenses not directly concerned with travel (such as postage, small emergency supplies, etc.) may be allowed when necessary to the performance of official business while traveling. These necessary incidental expenses shall be itemized on the expense report with receipts attached.

(3) Officials and employees will be allowed travel expenses when required to travel away from their official domicile on state business. To qualify for reimbursement for meal(s), officials and employees must be in continuous travel status for twelve (12) hours or more. Officials and employees shall indicate on their expense report the twelve (12)-hour status, if no overnight lodging is listed. Mileage reimbursement for official use of a private motor vehicle may be claimed within the official domicile.

(4) Items which are properly purchased and invoiced directly to the state of Missouri will not be included on an expense report and are not reimbursable under these regulations. 

(5) Employees and officials are expected to exercise the same care in incurring expenses as a prudent person would exercise if traveling on personal business. Meal and hotel expenses shall be in reasonable relationship to their average cost for the cities where the expenses are incurred. Hotel expenses shall be at the single room rate and air travel is limited to no more than coach fare. The make/model of rental vehicles should be reasonable in relation to their business need. 

(6) Officers or employees shall not incur expenses for the purchase of alcoholic beverages for reimbursement as a travel expense or payment directly by an agency.

(7) Individuals on state business shall use the approved State of Missouri corporate travel card or provide themselves with sufficient funds or personal credit cards for necessary travel expenses. Air travel should be billed directly to the state department. Employees may pay for air fare and receive reimbursement on their expense report if circumstances require it; however, the general practice should be direct billing. Prepayment may be made when direct billed to the agency for  airfare, conference fees, and lodging if required by the vendor or advance payment results in a cost savings.  Reimbursement to the employee for air fare, conference fees, and lodging can only be made after the travel has occurred.

(8) Travel expenses shall not be billed to the state, except for lodging, commercial transportation (air, bus and rail), and conference registration. When expenses are billed to the state agency, the expenses shall be submitted under subsection (16)(B) ((travel rule)(16)(B)). Air charters shall also be subject to subsection (12)(C) ((travel rule) (12)(C)).

(9) Travel may be accomplished by plane, train, bus, private or state-owned automobile, rented car or taxi, whichever  method serves the requirements of the state most economically and advantageously. When an airport is within fifty (50) miles of the employees official domicile or residence and transportation to and from the airport is provided by a family member or friend, the employee may be reimbursed for automobile mileage for up to two (2) round trips. The routing of each trip for mileage computation shall be by the most commonly traveled route unless unusual circumstances warrant other less direct routes.

(10) State employees and officials may be reimbursed for travel expenses incurred for other employees or nonemployees provided the specific business reason necessary for doing so is indicated along with the names of those involved. This is intended to be used for those common types of travel situations where it is normal and practical for one (1) individual to pay for an expense rather than be divided among all individuals. Examples may be a restaurant bill or hotel charge for which a room was shared. Reimbursement for spouse expenses at an official business function requires a written justification preapproved by the commissioner of administration. This reimbursement is limited to elected officials, judges and department directors or those designated to represent them and must be for a legitimate business reason where  attendance of the spouse is required to represent the state. State employees and officials may be reimbursed for expenses incurred by their spouses or other members of their families only as provided for concerning transportation to and from the airport in section (9) ((travel rule) (9)), relocation expenses in section (19) ((travel rule) (19)) and representing the state at an official business function in section (10) ((travel rule) (10)).

(11) The following rules shall apply for allowances for travel in privately-owned automobiles, privately-owned and rented aircraft, and aircraft charters: 

(A) For travel in privately-owned automobiles, the state mileage allowance shall be at the current rate ordered by the  commissioner of administration pursuant to section 33.095, RSMo. Any changes to the mileage allowance

rate will be effective on July 1. Contact your agency fiscal office for the current authorized rate. Mileage figures listed on the Monthly Expense Report Form shall be rounded to the nearest whole mile. Toll charges for bridges and turnpikes as well as parking charges will also be allowed. When more than one (1) person travels in the same automobile, only the owner of the vehicle shall be allowed mileage.

The state mileage allowance rate represents full compensation for the costs of operating your vehicle. Physical damage or loss to your private vehicle and/or its personal property contents is not covered by the state. Coverage should be obtained through personal auto insurance. Liability to others, including passengers, must be covered by your private auto policy. Refer to your policy or contact your agent for coverage specifics concerning use of your private vehicle for business activities; 

(B) For travel in privately-owned or rented aircraft, the employee shall be reimbursed a mileage allowance at a rate of twenty-four and one-half cents (24 1/2¢) per mile. The mileage shall be determined by the number of air miles. When more than one (1) person travels in the same aircraft, only the employee who owned or rented the aircraft shall

receive the mileage allowance;

(C) For travel in a chartered aircraft (chartered from a nonaffiliated party and piloted by the charter service), prior authorized approval shall be obtained from the Office of Administration. That approval shall be limited

to a reasonable rate based upon the mileage and size of the aircraft needed. When submitted as a reimbursement request, proper receipts shall be attached to the expense report; and 

(D) For travel by rented auto, the employee will be reimbursed the actual cost of the rental plus fuel. Direct billing is not allowed. Weekly car rental rates will be allowed if the cost is less than the total cost of renting at the daily rate. The State Legal Expense Fund provides liability coverage for the usage of rental vehicles for official state business. For that reason, employees will not be reimbursed for any car rental insurance incurred. Usage of rental vehicles for personal activities is not covered by the Legal Expense Fund. Employees must provide at their own expense insurance coverage for personal use of rental vehicles. The Office of Administration Risk Management Section publishes a Guide for Drivers on State Business  which describes procedures to follow should an accident occur.

(12) The following rules shall apply for allowances for travel in state-owned vehicles: (A) Expenses for gasoline, oil, storage, washing, greasing and other necessary services will be allowable as long as proper receipts are attached to the expense report;

(B) Charges for garaging state-owned vehicles shall be allowable for officials and employees at their official domicile providing 

.

1. That the state has no available facilities for garaging; 

2. That the garage used is not owned by the employee or immediate family;

3. That the cost of the garage rental is not included in the rental charge for the living quarters of the state official or employee; and

4. That storage is reasonable in amount, necessary and to the advantage of the state; and

(C) State-issued credit cards for state owned vehicles shall be used with those companies that have agreed to accept the credit cards. Payments to oil companies covering credit card purchases should be listed on the warrant request. These payments must be supported by the statement received from the company and accompanied by gasoline purchase charge slips. Gasoline purchases with state credit cards will not be listed on the expense report. 

(13) An officer or employee whose resident city is in some place other than the city of the official domicile shall not be allowed expenses while in such resident city or mileage to travel between the resident city and the city of the official domicile. Reimbursement may be made for a meal charge within the city of residence if incurred as part of a department or agency sponsored conference or business meeting as described in section (14) ((travel rule) (14)). Travel expenses shall be reimbursed and computed between the travel site destination and the employee’s official domicile or residence, if leaving directly from the residence, whichever is less. Any additional travel expenses incurred by reason of an employee or official choosing to reside in a place other than the city of the official domicile

is not allowed. The city/town or place of official domicile must be listed on the monthly expense report.

(14) No official or employee shall be allowed hotel or meals while in their city of official domicile, except as provided in this section (14) ((travel rule) (14)). While traveling on state business, employees and officials will not be allowed hotel expenses when it would be more economical and advantageous to the state to return to their residence. Reimbursement or direct billing may be made for agency-provided meal expenses within the city of official domicile when it is incurred as part of a department or agency required meeting or a department sponsored conference. This represents meals served to officers and employees at conferences and meetings who are interacting and conducting state business during the meal period. Direct billing and reimbursement of meals served in conjunction with agency required meetings attended by in-domicile employees shall be documented with the names of those involved or the group name with the number attending and the specific state business reason for the meeting. The state business reason can be documented in the form of an agenda, program, or other specific description.

(15) The following procedures will be utilized in submitting claims for reimbursement: 

(A) All claims must be prepared on a typewriter or in ink. The original shall be filed with the Office of Administration;

(B) Descriptive invoices for lodging, conference registration, airline/air charter, bus and rail transportation billed directly to the state must be submitted on a warrant request with a copy of an approved Out of State Travel Authorization Form, if applicable, attached to each invoice;

(C) Where charges for transportation, lodging, and conference registrations are not billed directly to the state, the following documentation is required for reimbursement:

1. Reimbursement for transportation must be supported by a vendor document describing the travel and a proof of payment;

2. Reimbursement for lodging must be supported with a hotel document indicating the lodging specifics and a proof of payment;

3. Reimbursement for conference registrations must be supported by a descriptive vendor document and a proof of payment;

4. Proof of payment may be in the form of a vendor receipt or a vendor marking on the invoice document that the charge has been paid. Proof of payment may also be in the form of a credit card receipt, credit card statement copy showing the charge, or a copy of a personal check that has been canceled by the bank; and 

5. Fiscal personnel must verify that travel reimbursement claims are correct before submitting the claim to the Office of Administration. Primary responsibility for authenticating travel reimbursement claims rests with the department and agency directors;

(D) Any unusual expenses incurred shall  be itemized on the expense report and accompanied by receipts for payment. The justification for incurring any unusual expenses shall be fully explained by letter or notation on the expense report form;

(E) Each monthly expense report shall be limited to cover expenses incurred during a one (1)-month period. The Office of Administration will not accept more than one (1) monthly expense report per individual per month. The expense reports must be rendered currently to facilitate prompt payment;

(F) Rubber stamps or facsimile signatures for the claimant on the expense report form shall not be honored unless otherwise provided by state law; and

(G) All claims for reimbursement of expenses must be itemized and attested to by the claimant and approved by the director of the department or as otherwise provided by state law.

(16) The following additional rules shall apply to all travel outside the state that is necessary for the performance of official state business:

(A) All travel outside the state requires approval by the director, head of the department or their authorized representative. This rule shall not apply to members of the legislature or other legislative branch employees,

judges and other judicial branch employees and elected officials of the executive branch and their employees;

(B) A copy of the approved Out of State Travel Authorization Form bearing the signature of the director, head of the department or his/her authorized representative shall be attached to the expense report for reimbursement for travel expenses incurred outside the state. The Out of State Travel Authorization Form must be the form approved by the

Office of Administration and include, but not be limited to, the following information: name(s) of employee(s), destination, purpose of the trip, dates of travel, manner of transportation and estimated total expenses;

(C) Agencies shall include on one (1) Out of State Travel Authorization Form the names of all individuals requesting travel to the same place at the same date and for the same purpose. In these instances each employee must secure a copy of the authorization for submission with the monthly expense report; and

(D) Air travel shall be the primary method of transportation outside of the state unless other methods of travel are more economical or advantageous to the state. State agencies should plan their out of state travel by making advance air travel reservations to obtain the lowest convenient air fares. Air travel shall not, however, exceed coach fare for the most direct available route. Travel outside the state by commercial common carrier surface transportation, in lieu of air transportation, shall be limited to the actual cost of the surface carrier. Travel outside the state by privately owned automobile, in lieu of air transportation, shall be limited to the state mileage allowance plus any actual expenses which would have been allowed or provided if taking air transportation. The total allowable expenses cannot, however, exceed the reasonable coach airfare available at that time to the same destination. Travel outside of the state by rented automobile or state car, in lieu of air transportation, shall be limited to the cost of the rented car and necessary fuel. The Office of Administration may require a written justification for extensive travel out of state by privately-owned auto when the mileage allowance cost does not appear economical or advantageous to the state. 

(17) State department directors are authorized to promulgate and enforce regulations governing travel. Departmental regulations may be more restrictive than these regulations. Departmental regulations shall not grant expenses that are not allowed under the State of Missouri Travel Regulations.

(18) The commissioner of administration or an authorized representative may approve unusual travel expenses not covered by these regulations or modify procedures for the payment of travel expenses. The commissioner of

administration may make exceptions to any of these regulations deemed appropriate and in the best interests of the state. The request for reimbursement of exception travel expenses, or of unusual travel expenses shall be made in writing to the Office of Administration. 

Chapter 11.Travel Regulations 1 CSR 10-11

1 CSR 10-11.020 County Travel Regulations

Mileage Allowance

(1) Where an officer or employee of any county, except first class counties with a charter form of government, is paid a mileage allowance or reimbursement, the allowance or reimbursement may be computed at a rate determined by the county, but not to exceed the Internal Revenue Service (IRS) standard mileage rate less three cents (3¢) per mile. Any change to the maximum rate is effective on July 1, of the year the IRS changes their standard mileage rate. Effective July 1, 1995, the maximum reimbursement rate shall be twenty-seven cents (27¢) per mile.

A section from DNR’s Conduct and Ethics policy
Gratuities

Department personnel and their spouses, minor children and household members shall not knowingly accept, solicit, or agree to accept any gratuity for themselves, members of their families, or others, either directly or indirectly from or on behalf of a regulated entity or any other person or entity that:

· operates under a contract with the department or seeks to engage in business relations of any sort with the department;

· conducts operations or activities that are either regulated by the department or significantly affected by department decisions; 

· has interests that may be substantially affected by the performance or nonperformance of the official duties of department personnel.

Department personnel who are offered gratuities shall promptly report such circumstances to his/her immediate supervisor.

Incidental gratuities may be accepted under the following circumstances:

· unsolicited promotional items, such as calendars, cups, note pads, or pens, having a value of less than $20.00;

· unsolicited trophies, entertainment, prizes, or awards given for public service or achievement, or in games or contests that are open to the public;

· unsolicited trophies, entertainment, prizes or awards provided by a regulated entity in connection with civic and community activities sponsored by a regulated entity when the involvement of the regulated entity is remote from its business purpose;

· meals and refreshments which are available to all attendees at meetings, conferences, or gatherings of public interest in which it is in the department's interest to participate; attendance at promotional vendor training sessions offered by contractors to facilitate understanding or utilization of their products.  Refreshments that are available to all attendees may be accepted.
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