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Joann Gilbride

From: Amy L. Davis
Sent: Tuesday, February 06, 2018 3:58 PM
To: 'Felicia.Hays@dshs.texas.gov'
Cc: Joann Gilbride; Candy Blair; Samuel Grader; Eileen Prentice; Lynnette Hudson
Subject: FY19 CRI Grant Application 
Attachments: FY19 CRI Budget Templates with Match - final 2 6 2018.xls; FY19 Contract Renewal 

Checklist.pdf; HEALTH CARE ORG CHART MASTER.pdf; PHEP Specialist Job Description 
- Davis.pdf; PHEP Specialist Job Description - Muth.pdf; 2018 Compensation Plan.pdf; 
Collin County FY16 Travel Policy Revised_10_2015.pdf

Ms. Hays, 
 
I’ve attached the CRI budget template, checklist and supporting documentation for FY19 funding.   
 
Please let me know if you have any questions.   
 
Thank you, 
 

Amy Davis  
CRI Coordinator 
Collin County Public Health Emergency Preparedness 
825 N. McDonald #130 
McKinney, Texas 75069 
972-548-4473 Work  
469-307-9853 Cell 
 

CONFIDENTIAL DISCLAIMER-In accordance with the HIPAA (Health Insurance Portability and Accountability 
Act), this email/attachment contains protected health information and is for the sole use of the intended 
recipient(s).  Any unauthorized use, disclosure, dissemination, or copying of this information is prohibited.  If 
you receive this in error, please notify the sender immediately (or call 972-548-4707) and delete the information 
from your computer.  

(U) Warning: This document contains FOR OFFICIAL USE ONLY information.  It contains information that may be 
exempt from public release under the Freedom of Information Act (5 U.S.C 552). It is to be controlled, stored, 
handled, transmitted, distributed, and disposed of in a manner that will not result in the release of the information 
to the public, the media, or other personnel who do not have a valid need-to-know.   
 
 
 
 
 
 



FY17 Contract Renewal Submission Checklist Revised: 2-22-2016

FORM X

1 x
2 x
3 x
4
5 x

6

7 x

8

FY19 CONTRACT RENEWAL CHECKLIST

Include checklist with renewal submission. Renewals not including 
checklist and ALL required documents on checklist will not be 

processed and will be returned for completion. 

Volunteer Job Descriptions, if applicable

Quotes and/or Technical Specifications for 
items listed on the Equipment page, if $5,000 

or above.

Travel Policy that includes maximum limits for 
meal reimbursement, lodging, and mileage.

Indirect Rate Letter or Cost Allocation Plan, if 
applicable.

CONTRACTOR NAME:
Collin County

COMPLETED BY:
Amy Davis

DESCRIPTION

Completed Checklist
Organizational Chart

Job Descriptions with salary ranges

Budget Templates



 

STD/Well Woman  
Program Manager 
Belsy Koruthu, 

WHNP-C 

Chief Epidemiologist 
Jawaid Asghar  
 MBBS, MHA 

Daphne Lynch 
Aisha Souri 
Frank Rojas 

Susana Rodriguez 
Ubong Udoka (Intern) 

Vivian Olabamiji (Intern) 

TB Elimination 
Program Manager 

Candice Akins, RN 

Dora Fajardo 
Maria Flores 
Deedee Nino 

 

Indigent Program 
Manager 

Sophia Vilca 

Immunization Program & 
Front Desk Manager 

Torres Johnson, RN 

Carla Cannedy, LVN 
Breana Willis, LVN 

Lisa Bell, RN 
Mary Murphy, RN 
David Rowden, RN 
Monica Haywood 
Laurie Coronado 

(Vacant) 
Tricia Brown 
Fiona Price 

Martha Zamora 

Healthcare 
Coordinator 

Joann Gilbride 

Adminstrative 
Support 

Vada Caffery 
Samuel Grader 

TB Physician, Medical Director, & Health Authority 

Muriel Marshall, DO, DrPH 
TB, STD, Immunizations,  

& Employee Health 

Healthcare Administrator 

Candy Blair, RN 

TB Physician & Health Authority 

Arifa Nishat, MD 
TB, STD, Immunizations,  

& Employee Health 

Misty Harris 
Vanessa Sandoval 

 

Substance Abuse 
Program Manager 

John-Mark 
Meulmann 

WIC Director 

Jeannette 
Sepeda 

Carolee Bills 
Chau Nguyen 
Dawn West 
Elva Priest 

Julia Chavez 
Lindsey Thomas 
“Sonny” Chhuon 
Cynthia Leung 

(PHEP) 
Taylor Burton 

Amy Davis 
Lynnette Hudson 

Maria Muth 
Mandie Sosa 

 

COLLIN COUNTY HEALTH CARE SERVICES 
ORGANIZATIONAL CHART 

 

Employee Health 
Program Manager 

Michael Langfus, 
PA-C 

Revised 1/16/2018 
 































Job Title Grade Minimum Midpoint Maximum

Court Administrator 518 81,307 105,879 130,451
Development Services Manager 518 81,307 105,879 130,451
IT Security Officer 518 81,307 105,879 130,451
IT Senior Manager 518 81,307 105,879 130,451
Master Architect 518 81,307 105,879 130,451
System Programming Supervisor 518 81,307 105,879 130,451

Application Administrator 517 74,808 97,411 120,014
Chief Deputy Clerk 517 74,808 97,411 120,014
Emergency Manager 517 74,808 97,411 120,014
Nurse Practitioner 517 74,808 97,411 120,014
Physician Assistant 517 74,808 97,411 120,014
Senior Project Manager 517 74,808 97,411 120,014

Database Administrator 516 68,915 89,723 110,531
Equipment Services Manager 516 68,915 89,723 110,531
HR Manager 516 68,915 89,723 110,531
HRIS/Systems Manager 516 68,915 89,723 110,531
Infrastructure Supervisor 516 68,915 89,723 110,531
Network Engineer 516 68,915 89,723 110,531
Parks And Projects Manager 516 68,915 89,723 110,531
Project Manager 516 68,915 89,723 110,531
Risk Manager 516 68,915 89,723 110,531
SQL Database Analyst 516 68,915 89,723 110,531
Senior Network Administrator 516 68,915 89,723 110,531
Senior System Analyst/Programmer 516 68,915 89,723 110,531
Superintendent Facilities 516 68,915 89,723 110,531
Superintendent Road & Bridge 516 68,915 89,723 110,531

Business Analyst 515 63,494 82,674 101,853
GIS Supervisor 515 63,494 82,674 101,853
IT Security Administrator 515 63,494 82,674 101,853
Network/Systems Administrator 515 63,494 82,674 101,853
Operation Supervisor 515 63,494 82,674 101,853
PHEP Coordinator 515 63,494 82,674 101,853
Parks Manager 515 63,494 82,674 101,853
Public Information Officer 515 63,494 82,674 101,853
System Analyst/Programmer 515 63,494 82,674 101,853
Web Development Programmer 515 63,494 82,674 101,853

Exempt Positions

Collin County Compensation Plan

2018

Exempt
 2018 Collin County Compensation Plan

effective 01/01/2018 1 of 10



Job Title Grade Minimum Midpoint Maximum

Exempt Positions

Collin County Compensation Plan

2018

Asst Emergency Mgmt Specialist 514 58,552 76,264 93,975
Building Projects Coordinator 514 58,552 76,264 93,975
Deputy Elections Administrator 514 58,552 76,264 93,975
Epidemiologist 514 58,552 76,264 93,975
Financial Analyst II 514 58,552 76,264 93,975
GIS Analyst 514 58,552 76,264 93,975
Program Administrator 514 58,552 76,264 93,975
Senior Administrator 514 58,552 76,264 93,975

Audio/Visual Administrator 513 54,088 70,431 86,773
Law Librarian 513 54,088 70,431 86,773
Records Management Officer 513 54,088 70,431 86,773
Unified Communication Admin 513 54,088 70,431 86,773
WIC Supervisor 513 54,088 70,431 86,773

Administrative Manager (D.A.) 512 49,996 65,100 80,203
Counselor (Substance Abuse) 512 49,996 65,100 80,203
Court Coordinator 512 49,996 65,100 80,203

Exempt
 2018 Collin County Compensation Plan

effective 01/01/2018 2 of 10



 

Job Title Grade Minimum Midpoint Maximum

Chief Field Agent 539 60,901 72,593 84,286
Financial Operations Supervisor 539 60,901 72,593 84,286
Health Care Coordinator 539 60,901 72,593 84,286
Nurse (RN) 539 60,901 72,593 84,286
Program Coordinator 539 60,901 72,593 84,286

Financial Analyst 538 55,424 66,069 76,714
Functional Analyst 538 55,424 66,069 76,714
PHEP Planner 538 55,424 66,069 76,714
Probate Administrator 538 55,424 66,069 76,714
Senior Benefits Representative 538 55,424 66,069 76,714
Treasury Administrator 538 55,424 66,069 76,714

Assistant WIC Program Supervisor 537 50,539 60,267 69,993
CAD Operator 537 50,539 60,267 69,993
Criminalist 537 50,539 60,267 69,993
Environmental Construction Specialist 537 50,539 60,267 69,993
Facilities Tech Coordinator 537 50,539 60,267 69,993
Field Agent 537 50,539 60,267 69,993
Fleet Analyst 537 50,539 60,267 69,993
Food Service Supervisor 537 50,539 60,267 69,993
Foreman 537 50,539 60,267 69,993
Human Resources Generalist 537 50,539 60,267 69,993
Indigent Eligibility Specialist 537 50,539 60,267 69,993
Office Coordinator 537 50,539 60,267 69,993
Shop Coordinator 537 50,539 60,267 69,993
Veterans Service Officer 537 50,539 60,267 69,993

Animal Control Supervisor 536 46,251 55,140 64,027
Budget Technician 536 46,251 55,140 64,027
Building Maintenance Technician II 536 46,251 55,140 64,027
Election Supply Coordinator 536 46,251 55,140 64,027
Equipment Technician 536 46,251 55,140 64,027
Events Coordinator 536 46,251 55,140 64,027
Farm Museum Coordinator 536 46,251 55,140 64,027
GIS Coordinator 536 46,251 55,140 64,027
Health Care Analyst 536 46,251 55,140 64,027
Inspector 536 46,251 55,140 64,027
JP Court Administrator 536 46,251 55,140 64,027
Network Support Specialist 536 46,251 55,140 64,027
Parts Specialist 536 46,251 55,140 64,027
Parts Warehouse Supervisor 536 46,251 55,140 64,027
Payroll Coordinator 536 46,251 55,140 64,027
PHEP Specialist 536 46,251 55,140 64,027

Collin County Compensation Plan

2018

Non-Exempt Positions

NonExempt
 2018 Collin County Compensation Plan

effective 01/01/2018 3 of 10



 

Job Title Grade Minimum Midpoint Maximum

Collin County Compensation Plan

2018

Non-Exempt Positions

Probate Auditor 536 46,251 55,140 64,027
Public Works Representative 536 46,251 55,140 64,027
Right of Way Coordinator 536 46,251 55,140 64,027
Senior Nutritionist 536 46,251 55,140 64,027
Utilities Manager 536 46,251 55,140 64,027

Assistant Law Librarian 535 42,426 50,578 58,730
Auxiliary Court Liaison 535 42,426 50,578 58,730
Benefits Representative 535 42,426 50,578 58,730
Early Voting Coordinator 535 42,426 50,578 58,730
Guardianship Coordinator 535 42,426 50,578 58,730
Help Desk Support Specialist 535 42,426 50,578 58,730
Lead Clerk 535 42,426 50,578 58,730
Lead Operator 535 42,426 50,578 58,730
Nutritionist 535 42,426 50,578 58,730
Office Administrator 535 42,426 50,578 58,730
Property Tax Liaison 535 42,426 50,578 58,730
Teen Court Coordinator 535 42,426 50,578 58,730
Victim Assistance Coordinator 535 42,426 50,578 58,730
Voter Registration Coordinator 535 42,426 50,578 58,730

Administrative Secretary 534 39,042 46,561 54,078
Animal Control Lead 534 39,042 46,561 54,078
Asset Management Technician 534 39,042 46,561 54,078
Building Maintenance Technician I 534 39,042 46,561 54,078
Case Coordinator 534 39,042 46,561 54,078
ERMS Specialist 534 39,042 46,561 54,078
Geocode Tech Coordinator 534 39,042 46,561 54,078
Housekeeping Coordinator 534 39,042 46,561 54,078
Indigent Care Coordinator 534 39,042 46,561 54,078
Legal Secretary II 534 39,042 46,561 54,078
Mail/Supply Supervisor 534 39,042 46,561 54,078
Nurse (LVN) 534 39,042 46,561 54,078
TB Outreach 534 39,042 46,561 54,078
Voter Registration Analyst 534 39,042 46,561 54,078

A.F.I.S. Technician 533 36,020 42,944 49,869
Accounting Tech 533 36,020 42,944 49,869
Assistant Event Coordinator 533 36,020 42,944 49,869
Control Room Operator 533 36,020 42,944 49,869
Deputy County Clerk II 533 36,020 42,944 49,869
Deputy District Clerk II 533 36,020 42,944 49,869
Deputy Tax Clerk II 533 36,020 42,944 49,869
Equipment Operator 533 36,020 42,944 49,869

NonExempt
 2018 Collin County Compensation Plan
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Job Title Grade Minimum Midpoint Maximum

Collin County Compensation Plan

2018

Non-Exempt Positions

Food Service Tech 533 36,020 42,944 49,869
Fuel Transport Agent 533 36,020 42,944 49,869
Human Resources Assistant 533 36,020 42,944 49,869
IT Assistant 533 36,020 42,944 49,869
Inventory Control Clerk 533 36,020 42,944 49,869
Legal Secretary I 533 36,020 42,944 49,869
Payroll Specialist 533 36,020 42,944 49,869
Senior Eligibility Clerk 533 36,020 42,944 49,869
Senior Passport Clerk 533 36,020 42,944 49,869
Shop Technician 533 36,020 42,944 49,869
Title Specialist II 533 36,020 42,944 49,869
Traffic Maintenance Tech 533 36,020 42,944 49,869

Account/Office Clerk 532 33,305 39,713 46,120
Animal Control Officer 532 33,305 39,713 46,120
Assistant Veterans Service Officer 532 33,305 39,713 46,120
Autopsy Technician 532 33,305 39,713 46,120
Collections Clerk 532 33,305 39,713 46,120
Criminal Justice Information Specialist 532 33,305 39,713 46,120

Deputy County Clerk I 532 33,305 39,713 46,120
Deputy District Clerk I 532 33,305 39,713 46,120
Grounds Maintenance Tech 532 33,305 39,713 46,120
Lead Worker 532 33,305 39,713 46,120
Legal Clerk II 532 33,305 39,713 46,120
Medical Assistant 532 33,305 39,713 46,120
Public Services Officer 532 33,305 39,713 46,120
Research Specialist 532 33,305 39,713 46,120
Secretary 532 33,305 39,713 46,120
Title Specialist 532 33,305 39,713 46,120
Truck Driver 532 33,305 39,713 46,120
Veterinary Technician 532 33,305 39,713 46,120
Voter Registration/Elections Clerk II 532 33,305 39,713 46,120

Deputy Tax Clerk I 531 30,903 36,860 42,815
Eligibility Clerk 531 30,903 36,860 42,815
Grounds Keeper 531 30,903 36,860 42,815
Information Clerk/Receptionist 531 30,903 36,860 42,815
Lead Security Guard 531 30,903 36,860 42,815
Legal Clerk I 531 30,903 36,860 42,815
Maintenance Specialist 531 30,903 36,860 42,815
Tech II 531 30,903 36,860 42,815
Vehicle Registration Clerk II 531 30,903 36,860 42,815

NonExempt
 2018 Collin County Compensation Plan
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Job Title Grade Minimum Midpoint Maximum

Collin County Compensation Plan

2018

Non-Exempt Positions

Immunization Service Aid 530 28,785 34,288 39,790
Mail Technician 530 28,785 34,288 39,790
Outreach Specialist 530 28,785 34,288 39,790
Passport Clerk 530 28,785 34,288 39,790
Security Guard 530 28,785 34,288 39,790
Tech I 530 28,785 34,288 39,790
Vehicle Registration Clerk 530 28,785 34,288 39,790
Voter Registration/Elections Clerk 530 28,785 34,288 39,790

NonExempt
 2018 Collin County Compensation Plan
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Job Title Grade Minimum Midpoint Maximum

1st Assistant District Attorney 591 136,603 162,819 189,036

2nd Assistant District Attorney 588 112,054 133,568 155,083
Chief Appellate Attorney 588 112,054 133,568 155,083
Chief MHMC Attorney 588 112,054 133,568 155,083

Chief Felony Prosecutor 587 103,045 122,856 142,666
Legal Advisor 587 103,045 122,856 142,666

Felony Appellate Attorney 584 80,716 96,217 111,718
Felony Prosecutor 584 80,716 96,217 111,718

Chief Misdemeanor Prosecutor 583 74,523 88,828 103,132

Misdemeanor Prosecutor 580 58,957 70,317 81,677

Legal Positions

Collin County Compensation Plan

2018

Legal
 2018 Collin County Compensation Plan

effective 01/01/2018 7 of 10



Job Title Grade Minimum Midpoint Maximum

Chief Deputy 575 100,923 118,080 135,235

Fusion Center Director 574 93,445 109,336 125,226
Jail Administrator 574 93,445 109,336 125,226

Chief Criminal Investigator (DA) 573 86,509 101,232 115,954
Commander 573 86,509 101,232 115,954

Captain 572 79,743 93,310 106,877
Deputy Chief Investigator (DA) 572 79,743 93,310 106,877
Fire Marshal 572 79,743 93,310 106,877

Chief Deputy Constable 570 68,651 80,337 92,021
Lieutenant 570 68,651 80,337 92,021

Job Title Grade Minimum Midpoint Maximum

Sergeant 558 64,648 75,652 86,655

Criminal Investigator 557 60,574 70,883 81,192
Deputy Fire Marshal 557 60,574 70,883 81,192
Felony Investigator (DA) 557 60,574 70,883 81,192
Inmate Program Coordinator 557 60,574 70,883 81,192
Jail Case Coordinator 557 60,574 70,883 81,192
Public Safety Comm Manager 557 60,574 70,883 81,192
Research Analyst 557 60,574 70,883 81,192

Deputy Constable II 556 56,800 66,450 76,099
Deputy Sheriff 556 56,800 66,450 76,099
Investigator 556 56,800 66,450 76,099
Jail Sergeant 556 56,800 66,450 76,099
Misdemeanor Investigator (DA) 556 56,800 66,450 76,099

Deputy Constable 555 52,999 62,016 71,032
Deputy Sheriff - Recruit 555 52,999 62,016 71,032

Court Officer 554 49,225 57,571 65,918
Courthouse Deputy 554 49,225 57,571 65,918

Assistant Communications Supervisor 553 46,394 54,294 62,192
Community Corrections Officer 553 46,394 54,294 62,192
Crim Justice Info Supervisor 553 46,394 54,294 62,192
Jail Case Officer 553 46,394 54,294 62,192

Transfer Officer 552 43,190 50,530 57,871

Dispatcher 551 40,358 47,227 54,096

Detention Officer 550 37,701 45,377 53,052

Law Enforcement Exempt Positions

Collin County Compensation Plan

2018

Law Enforcement Non-Exempt Positions

Law Enforcement
 2018 Collin County Compensation Plan
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Job Title Grade Minimum Midpoint Maximum

Assistant Director CSCD 615 63,494 82,674 101,853

Audit Manager 516 68,915 89,723 110,531
Juvenile Detention Superintendent 516 68,915 89,723 110,531

Assistant Detention Superintendent 515 63,494 82,674 101,853

Assistant Purchasing Agent 514 58,552 76,264 93,975
Clinical Services Coordinator 514 58,552 76,264 93,975

Adolescent Counselor 512 49,996 65,100 80,203

Legal Entities Outside Commissioner Court - Exempt Positions

CSCD, Purchasing, Auditor, Juvenile

Collin County Compensation Plan

2018

Lgl Ent Exempt
 2018 Collin County Compensation Plan

effective 01/01/2018 9 of 10



Job Title Grade Minimum Midpoint Maximum
Unit Supervisor (CSCD) 640 67,102 79,996 92,888

Supervisor (CSCD) 639 60,901 72,593 84,286

Functional Analyst (CSCD) 638 55,424 66,069 76,714

Community Supervsion Resource Officer 

(CSCD)

637 50,539 60,267 69,993

Office Coordinator (CSCD) 637 50,539 60,267 69,993

Lead Clerk (CSCD) 635 42,426 50,578 58,730

Administrative Secretary (CSCD) 634 39,042 46,561 54,078

Accounting Tech (CSCD) 633 36,020 42,944 49,869

Caseworker (CSCD) 633 36,020 42,944 49,869

IT Assistant (CSCD) 633 36,020 42,944 49,869

Secretary (CSCD) 632 33,305 39,713 46,120

Clerk (CSCD) 630 28,785 34,288 39,790

Section Leader/Compliance Audit 540 67,102 79,996 92,888

Accountant/Auditor 539 60,901 72,593 84,286

Grant Resource Administrator 539 60,901 72,593 84,286

Accounts Payable Supervisor 538 55,424 66,069 76,714

Functional Analyst  538 55,424 66,069 76,714

Juvenile Alt Educ Prog Coord 538 55,424 66,069 76,714

Juvenile Detention Unit Supervisor 538 55,424 66,069 76,714

Juvenile Probation Unit Supervisor 538 55,424 66,069 76,714

Juvenile Services Compliance Officer 538 55,424 66,069 76,714

Juvenile Court Liaison 537 50,539 60,267 69,993

Juvenile Resource/Special Prog Ofcr 537 50,539 60,267 69,993

Lead Juvenile Probation Officer 537 50,539 60,267 69,993

Senior Buyer 537 50,539 60,267 69,993

Accounting/Audit Specialist 536 46,251 55,140 64,027

Buyer II 536 46,251 55,140 64,027

Buyer I 535 42,426 50,578 58,730

Juvenile Probation Officer 535 42,426 50,578 58,730

Juvenile Supervision Officer 535 42,426 50,578 58,730

Purchasing Administrator 535 42,426 50,578 58,730

Accounts Payable Technician 533 36,020 42,944 49,869

Supervision Officer (CSCD) 435 42,426 51,443 60,457

Legal Entities Outside Commissioner Court - Non-Exempt Positions

CSCD, Purchasing, Auditor, Juvenile

Collin County Compensation Plan

2018

Lgl Ent NonExmpt
 2018 Collin County Compensation Plan

effective 01/01/2018 10 of 10



Collin County Travel Policy 

Collin County Travel Policy September 21, 2015 Page 1 
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Version 4-1-15

FY2019
Cities Readiness Initiative

Applicant Information

Legal Name of Applicant Agency: Collin County
Mailing Address:

Street / PO Box: 825 N. McDonald Street, Suite #130
City: McKinney
Zip: 75069

Payee Name: Collin County

Payee Mailing Address:
Street / PO Box: 825 N. McDonald Street, Suite #130

City: McKinney
Zip: 75069

State of Texas Comptroller Vendor ID #                    (9 
digit + 3 digit mail code):
DUNS # (9 digits required for subrecipient contractors): 74873449

Type of Entity (Choose one)
City:                     Click on appropriate box

County:                     
Other Political Subdivision:

Project Period
Start Date: 7/1/2018
End Date: 6/30/2019

Counties Served
County(ies) Served:

Amount of Funding Allocated: $128,650.00

Collin County 

  



Legal Business Name:

Health Director/CEO Mailing Address (street, city, county, state, & zip):
Phone: Ext:
Fax:
E-mail:

B-13/FSR Rep: Mailing Address (street, city, county, state, & zip):
Phone: Ext:
Fax:
E-mail:

PHEP (HAZARDS) Program Leader: Mailing Address (street, city, county, state, & zip):
Phone: Ext:
Fax:
E-mail:

SNS (CRI) Coordinator: Mailing Address (street, city, county, state, & zip):
Phone: Ext:
Fax:
E-mail:

Authorized Signatory Mailing Address (street, city, county, state, & zip):
Phone: Ext:
Fax:
E-mail:

Emergency Contact Mailing Address (street, city, county, state, & zip):
Cell Phone: Ext:
Fax:
E-mail:

825 N. McDonald St. #130, McKinney, TX 75069

2300 Bloomdale #4192, McKinney, TX  75071

825 N. McDonald St. #130, McKinney, TX 75069

825 N. McDonald St. #130, McKinney, TX 75069

2300 Bloomdale #4192, McKinney, TX 75071

825 N. McDonald St. #130, McKinney, TX 75069

jgilbride@co.collin.tx.us

Amy Davis 
972-548-4473
972-548-5590
aldavis@co.collin.tx.us

lhudson@co.collin.tx.us

Keith Self 
972-548-4623

keith.self@co.collin.tx.us

214-250-6627
972-548-5590

Lynnette Hudson 

972-548-4441

CONTACT PERSON INFORMATION

This form provides information about the appropriate contacts in the contractor's organization in addition to those on the FACE PAGE.  If any of the following 
information changes during the term of the contract, please send written notification to the Contract Management Unit.

Collin County

Eileen Prentice
972-548-4796

Candy Blair

eprentice@co.collin.tx.us

Joann Gilbride

cblair@co.collin.tx.us
972-548-4441
972-548-5504

972-548-4751

972-548-5503



Revised: 04/14/2014

BUDGET SUMMARY (REQUIRED)

Legal Name of Respondent: 

DSHS Funds Direct Federal Other State Local Funding Other 
Requested Funds Agency Funds*  (Match) Funds

(2) (3) (4) (5) (6)
A. Personnel $88,257 $84,306 $3,951
B. Fringe Benefits $36,249 $34,962 $1,287
C. Travel $4,405 $4,405 $0
D. Equipment $0 $0 $0
E. Supplies $867 $867 $0
F. Contractual $0 $0 $0
G. Other $11,730 $4,110 $7,620
H. Total Direct Costs $141,509 $128,650 $0 $0 $12,859 $0
I. Indirect Costs $0 $0
J. Total (Sum of H and I) $141,509 $128,650 $0 $0 $12,859 $0

Match Percentage 10.00%  

 
 

If the Contractor is using Indirect Costs as Match, then enter the amount in Line 16, Column H.
 

Collin County

Budget Categories
Total

Budget
(1)



Legal Name of Respondent:

PERSONNEL

Amy Davis, CRI Coordinator N
Performs SNS and emergency 
preparedness activities; assists with 
MRC

1.00 NA $4,388 12 $52,655

Maria Muth, MRC Coordinator N Coordinates volunteers for SNS and 
emergency preparedness activities 0.65 NA $4,058 12 $31,651

$0
$0

    $0
    $0
    $0
    $0
    $0
    $0
    $0

$0
$0
$0
$0
$0
$0
$0

    $0
    $0

$0

$84,306

FRINGE BENEFITS

Total Number of FTEs: 41.47%

FRINGE BENEFITS: FICA/Medicare (salary x 0.0765), Insurance Premiums ($1050 for medical/dental/RX and $4.95 for term life per month), Long Term 
Disability (salary x 0.0026), Short Term Disability $3.20/month, Long Term Care $15/month, Retirement (salary x 0.08), Supplement Death Benefit 
(salary x 0.0026), Unemployment Insurance (salary x 0.001)

Collin County

1.65 Fringe Benefit Rate % 

Estimated 
Monthly 

Salary/Wage

$34,962Fringe Benefits Total

FTEs
Certification or License 

(Enter NA if not required)

Salary/Wages 
Requested for 

ProjectName + Functional Title

TOTAL FROM PERSONNEL SUPPLEMENTAL SHEETS

PERSONNEL Budget Category Detail Form 

Itemize the elements of fringe benefits in the space below:

Vacant 
Y/N

SalaryWage Total

Number 
of MonthsJob Summary



Revised: 3/25/2014

TRAVEL Budget Category Detail Form
Legal Name of Respondent:

Conference / Workshop Travel Costs

Description of
Conference/Workshop

Mileage $100
Airfare $350
Meals $200
Lodging $600
Other Costs $20

Total $1,270
Mileage $100
Airfare $350
Meals $200
Lodging $600
Other Costs $20

Total $1,270
Mileage $100
Airfare $350
Meals $250
Lodging $600
Other Costs $20

Total $1,320
Mileage $0
Airfare $0
Meals $0
Lodging $0
Other Costs $0

Total $0

 $0

Total for Conference / Workshop Travel $3,860

 

TOTAL FROM TRAVEL SUPPLEMENTAL CONFERENCE/WORKSHOP BUDGET SHEETS

5 days/1 
employee

 

 

  

Location
City/State

Number of:

Galveston, 
TX

4 days, 1 
employee

Days & 
Employees

Travel Costs

Conference for public health and emergency preparedness 
professionals 

Justification

TBD

San Antonio, 
TX 

4 days/1 
Employee

Conference for public health and emergency preparedness 
professionals 

Texas Emergency Managmeent Conference 

Region VI Talon MRC Meeting Regional MRC Annual Meeting 

Preparedness Coalition Symposium

Collin County
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Other / Local Travel Costs
Mileage   

Cost
(a)

750 $0.545 $409

250 $0.545 $136

$0

$0

$0

$0

$0

$545 

 Other / Local Travel Costs: $545 Conference / Workshop Travel Costs: $3,860 $4,405 

Indicate Policy Used: Respondent's Travel Policy

Other Costs
(b)

$409

Total
 (a) + (b)

$136

$0

TOTAL FROM TRAVEL SUPPLEMENTAL OTHER/LOCAL TRAVEL COSTS BUDGET SHEETS $0

Short seminars, conferences, meetings within the 
state of Texas.  Will be utilized by all PHEP funded 
staff.

State of Texas Travel Policy

Total Travel Costs:

$0

$0

Total for Other / Local Travel

Mileage Reimbursement RateJustification

$0

$0

Out of office meetings, seminars, exercises, 
trainings, including day travel within DFW metroplex.  
Will be utilzied by all PHEP funded staff

Number of 
Miles



Revised: 3/25/2014

Legal Name of Respondent: 

Description of Item
Provide estimated quantity and cost Purpose & Justification Total Cost

Office supplies Clipboards, paper, writing utensils, labels, folders, binders, 
etc…to produce reports, documentation, and support grant 
functions. $200

POD Supplies Various medical and non-medical supplies for deployable POD 
kits.  These include additonal POD signage inside the POD, 
external signage and drive-thru items (such as cones, safety 
lights, and small barriers), replacement or existing expired POD 
supplies (such as hand sanitizer, hand held radios, batteries, 
bandages, scales, masks, PPE, storage containers and bags, 
training assets for drills, etc...), administrative supplies for drive-
thru PODs (such as enclosed clipboards), and POD inventory 
supplies (such as inventory marking tools and supplies).  

$200
Alternate Dispensing Supplies Gloves, masks, crowd control posts, signs, etc., as needed to 

support various deliverables, including Mass Prophylaxis 
operations and dispensing models other than open PODs.  Also 
includes alpha or first responder POD planning not covered by 
POD supplies.  Medical supplies and non-medical office-type 
supplies, specific quantities or items are not finalized at this time.  

$200
MRC Deployment Supplies Deployment supplies are for the MRC members to be prepared 

for activation to an incident, event or POD site; these supplies 
include preparedness items and the necessary supplies to 
sustain activities (i.e. preparedness supplies, "go bag" supplies, 
blankets, first aid kits, totes, portable chargers, etc....)  

$267

SUPPLIES Budget Category Detail Form

Itemize and describe each supply item and provide an estimated quantity and cost (i.e. #of boxes & cost/box) if applicable. Provide a justification for each supply item. Costs may
be categorized by each general type (e.g., office, computer, medical, educational, etc.)  

Collin County
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$0
                 

Total Amount Requested for Supplies: $867

TOTAL FROM SUPPLIES SUPPLEMENTAL BUDGET SHEETS



Revised: 3/25/2014

Legal Name of Respondent:

Description of Item
Include quantity and cost/quantity Purpose & Justification Total Cost

ATT Wireless Cell Phone Phone/data service (2  users, $70/month, 12 months) $1,680

Facility Rental Fee Facility rental fees associated with training classes/events (2 
events at $150 each event as one-time payment $100

Printing and Communication Materials

Printing for additional grant related activities, events and public 
education or other outreach brochures, flyers, postcards, 
coloring books, posters and other materials to educate the 
public about SNS and mass prophylaxis; printing of employee 
business cards, as needed.

$100

Conference/Workshop Registration Fees

Registration fees for; registration for Texas Emergnecy 
Management Conference; registration for Preparedness 
Coalition and other conference/workshop fees relavent to the 
program $500

CPR Training Costs

Training for grant employees and  MRC members to obtain 
essential CPR skills.  This training will ensure responder safety 
and health at PODs, alternate dispensing locations, and other 
locations that may utilize the MRC volunteers.  Training will 
prepare public health agency staff and MRC volunteers 
responding to an incident.

$500

OTHER COSTS Budget Category Detail Form

Collin County
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Online Training

Bloodborne pathogens, HIPPA and Confidentiality online 
training for PHEP staff and Medical Reserve Corps members. 
The bloodborne pathogens training is intended to educate about 
bloodborne diseases and proper PPE which during a large scale 
disaster or POD activation the MRC may be rendering medical 
care 30 modules @ $15.00 = $450.00. HIPPA and 
confidentiality training to assure compliance with Federal HIPPA 
regulations,PHEP staff and the MRC will be involved with patient 
data through screening forms at POD sites and at flu clinics.  
(HIPPA & Confidentiality modules are $13.00 each, 30 individual 
modules (of both) $780.00.  Modules will be purchased as 
needed.

$1,230

$0
                 

Total Amount Requested for Other: $4,110

TOTAL FROM OTHER SUPPLEMENTAL BUDGET SHEETS



Legal Name of Respondent:

PERSONNEL

Eileen Prentice, Grant Accountant N 0.05 $6,586 12 $3,951
    $0
    $0
    $0
    $0
    $0
    $0
    $0
    $0
    $0
    $0
    $0
    $0
    $0

$3,951

FRINGE BENEFITS

32.56%

Salary/Wages 
Requested for 

Project

Fringe Benefits Total $1,287

Itemize the elements of fringe benefits in the space below:

Fringe Benefit Rate % 

Name + Functional Title

SalaryWage Total

PERSONNEL Budget Category Detail Form (Match)

Collin County

Vacant 
Y/N Job Summary FTEs

Certification or 
License (Enter NA if 

not required)

Estimated 
Monthly 

Salary/Wage

Number 
of 

Months



Revised: 3/25/2014

Legal Name of Respondent:

Description of Item
[If applicable, include quantity and cost/quantity (i.e. # of units & cost/unit)] Purpose & Justification Total Cost

MATCH - Volunteer Activities MRC volunteer training and events participation (25.15/hour - 
calculated from Independent Sector for 303 hours of service $7,620

                 

Total Amount Requested for Other: $7,620

OTHER COSTS Budget Category Detail Form (Match)

Collin County
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1. Purpose 

Commissioners Court recognizes expenditure of public funds for travel is necessary to conduct County 

business.  This policy establishes appropriate requirements, limitations, and guidelines for county 

employee business travel.  The purpose of this policy is to: 

 

• Establish the appropriate use of, and limitations on use of, public funds for travel by employees 

• Ensure travel expenses of employees are for legitimate, reasonable business travel 

• Provide an expectation to employees to be conscientious in their use of public funds for travel 

• Require accountability for the use of public funds by County employees and officials  

 

The County Auditor shall have the discretion to approve departures from this policy if such departure 

fulfills the purposes set out in this Section. 

 

2. Scope 

This policy applies to all employees whose travel expenses are paid from public funds controlled by the 

County or by County Officials.  Travel expenses for non-county employees are not covered by this policy 

and travel parameters should be established before the expense is incurred on a case by case basis. 

 

3. Definitions 

As used in the policy, travel for County business shall pertain to either of the following: 

 

• Business travel for the purpose of conducting official authorized County business. 

• Professional/Educational Travel to attend meetings, conferences, and training programs for 

professional growth and development as well as for the mutual benefit of the County. 

 

For purposes of this policy, employee includes elected officials, appointed officials and paid employees 

of Collin County.  This policy does not cover travel for volunteers, consultants, or other person 

representing the County on a business trip.  Parameters for travel for others not covered by this policy 

must be established in advance of the travel on a case by case basis. 

 

A business meal is a meal expense incurred by an employee for the employee and another person.  The 

other person may be another employee or an outside person.  The meal has to be incurred in 

conjunction with a business purpose related to County business.  The business meal is not considered a 

travel meal under this policy. 

 

A travel meal is a meal expense incurred by an employee for travel purposes.  There are two types of 

travel meals: 

 

• Day Travel Meal – a meal expense for any travel that does not include an overnight stay.  The cost 

of day travel meals are normally paid through payroll and require employment taxes and 

withholdings to be taken from the reimbursement. 

• Overnight Travel Meal – a meal expense for any travel that does include an overnight stay. 
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4. General Policy Provisions 

Qualifying travel expenses will be paid or reimbursed for an employee traveling on County business, 

provided the employee keeps and submits invoices, receipts, and all other required documentation for 

those expenses.  Meals during travel are paid on a per diem basis (fixed amount per day) and do not 

require receipts. 

 

All expenses must be ordinary, reasonable, necessary, and have a valid business purpose.  

 

The policy covers items normally encountered as business or travel expense.   

 

Travel expenses are not allowed for two or more county employees on the same receipt and travel 

voucher.  Each employee must pay for their individual travel expenses.  Exceptions can be made by the 

County Auditor if necessary. 

 

Duplicate travel expense payments or reimbursements to an employee are prohibited.  This includes 

payment or reimbursement for the trip by both the County and outside party.   

 

If travel expenses of an employee are being paid by another source, the employee may claim 

reimbursement for travel expenses from the County for any expenses allowed under this policy that 

are not reimbursed by the other source, with proper documentation. 

 

If travel expenses are paid from grant funds, the grantor may have specific requirements for travel 

expenses.  The employee should check with the County Auditor’s Office prior to travel.  If the travel 

expenses allowed by this policy are greater than the expense reimbursement from the grant, the 

employee may submit the additional expenses separately for reimbursement  if funds are available and 

budgeted in a budget that is available for use by the employee. 

 

Travel outside of the continental United States requires prior approval of the Commissioners Court at 

least 30 days before the departure date of the trip.   

 

Employees may, on occasion, combine personal and County travel on the same trip provided there is no 

additional cost to the County; personal travel is not reimbursed.  An exception is allowed when a family 

member is formally representing Collin County and has been expressly invited for that purpose such as 

when an elected official is receiving an award from another organization or government; the invitation 

must be submitted to the County Auditor with the travel documentation. 

 

If an employee is combining personal and business travel, the County will only pay for or reimburse 

expenses for the business travel portion of the trip.  There should be no additional cost to the County 

for the personal travel.  The County Auditor shall determine the cut off between personal and business 

travel.  If there is any personal travel involved in a business trip, the employee, before they complete 

their travel plans, shall seek the opinion of the County Auditor as to the estimated cut off between 

personal and business expenses. 

 

If a county vehicle is used for transportation, the employee must follow all other applicable County 

policies and procedures. 
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5. General Travel Guidelines 

An estimate of the expected travel expenses must be completed in a format approved by the County 

Auditor and submitted to the Auditor’s Office prior to travel.  Travel estimates related to inmate 

transport are not required to be submitted to the Auditor’s Office.  The County Auditor shall determine 

if there are sufficient budgeted funds available for the trip; if there is not sufficient funding, the County 

Auditor will notify the department.  Any travel without sufficient budgeted funding may only be 

reimbursed to the amount of available budget. 

 

If an advance of estimated expenses for the trip is required, the request for an advance must be 

submitted in sufficient time to permit processing and approval of the advance.  Sufficient time is 

determined by the County Auditor.  An advance is dependent upon availability of budgeted funds.  The 

County Auditor has the authority to refuse to issue an advance, in accordance with the Local 

Government Code. 

 

The County Auditor shall establish deadlines for submitting travel documentation.  Employees 

submitting travel documents after the established deadline risk being held personally liable for the 

expenses. 

 

Travel should be scheduled well in advance when possible in order to take advantage of lower rates. 

 

All records for travel and training using public funds are open to inspection under the Texas Open 

Records Act, unless otherwise prohibited by law. 

 

Requisitions/Purchase orders are not required for any travel related expenses including registration. 

 

6. County Auditor Responsibility 

The County Auditor shall be responsible for implementation and interpretation of this policy, as well as 

enforcement of the policy, in accordance with Local Government Code 112.002, 112.006, and 112.007.   

 

The County Auditor shall issue, maintain, and update any accounting procedure, control, and form 

needed to ensure compliance with this policy.   

 

The County Auditor shall notify the Commissioners Court whenever there is a change in the optional 

standard mileage rate set by the IRS; the rate will be used to reimburse employees for use of their 

personal vehicle as of the effective date of the IRS implementation. 

 

7. County Official and Department Head Responsibility 

County officials and department heads are responsible for ensuring travel expenditures are valid and 

appropriate.   

 

County officials and department heads should ensure budgeted travel funds are available before 

authorizing travel for their employees.  If travel is authorized without budgeted funds available, the 

County official or department head may be held responsible for reimbursing the County for any amount 

not budgeted.   

 

County officials and department heads are expected to send the fewest number of individuals 

required to a seminar, conference, or meeting, taking into consideration the objectives or needs of the 

department.   
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If there are any questions regarding this policy, the County official or department head should seek 

County Auditor opinion prior to travel if unusual circumstances are involved or the policy does not 

provide clear guidance.   

 

Any exceptions to this Policy must be approved by Commissioners Court prior to expenditure of public 

funds for travel. 

 

8. Employee Responsibility 

Employees should use good judgment and be aware they are spending public funds.  An employee 

on official county business should exercise the same care in incurring expenses and accomplishing 

official business that a prudent person would exercise if traveling for personal business.  Excess 

costs, indirect routes, delays, or luxury accommodations unnecessary or unjustified in the 

performance of official business are not considered as exercising prudence.   

 

In accordance with this Policy and procedures established by the County Auditor, employees 

traveling on County business will be paid or reimbursed for reasonable expenses incurred if travel 

funds have been budgeted.     

 

Employees traveling on official county business must submit all required receipts for audit and 

reimbursement or risk being held personally liable for their travel expenses. 

 

Employees are personally responsible for any expense not allowed under this policy.  If the disallowed 

expense has been charged on a County procurement card, the employee shall promptly reimburse the 

County for that charge in accordance with the Procurement Card Policy. 

 

Any employee found to be submitting false travel claims is subject to disciplinary action, up to and 

including termination and possible prosecution.   

 

When making travel arrangements, the employee must submit appropriate documentation to the 

County Auditor of any reasonable accommodations needed under the Americans with Disabilities Act.  

Reasonable accommodation requests should be coordinated with travel, transportation, lodging, meals, 

and conference officials, as necessary, to comply with the needs of the employee.   

 

If a death, serious injury or grave illness occurs in an employee’s immediate family, the employee is 

authorized to immediately return at county expense. When, during a period of official travel, an 

employee dies due to illness or injury not induced by personal misconduct, the county will pay all 

transportation expenses to return the employee. The employees’ next of kin may travel at county 

expense to make necessary arrangements. Expenses will be reimbursed according to this County 

policy.  If injured while traveling, the injury must be reported to the County Risk Manager. 
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9. Transportation 
9.1 Air Fare 

 

Employees must use discretion to obtain the best airfare deal for the County.  Employees may not 

incur higher airfare to obtain a personal benefit such as frequent flyer miles or other incentives. 

 

Employees are required to travel by economy class or coach class, unless there are documented 

extenuating circumstances.  The documentation must be submitted to the County Auditor with 

their travel documents. 

 

The County will pay reasonable fees for luggage or other expenses when traveling by air. 

 

9.2 Auto Rental 

Rental vehicles may be an authorized expense if determined by the department head or County 

official as necessary.  

 

Employees are not permitted to purchase insurance in connection to rental car agreements.  Collin 

County insurance policy provides vehicle insurance for all employees on travel status; employees 

will be held responsible for any purchase of rental car insurance.  

 

Only County employees may be permitted to drive or be listed as drivers on a rental car paid by the 

County. 

The employee should minimize the cost of fuel when renting a vehicle, taking into account the 

rental car company policy. 

 

Receipts for the auto rental, fuel and other related expenses must be submitted. 

 

9.3 Use of Personal Vehicle for Travel or Business Purposes 

The County will pay, when an employee provides their own transportation, the optional standard 

mileage rate used by the IRS to calculate the costs of operating a vehicle for business purposes, 

including travel for business purposes.   

 

Miles claimed must be reasonable in relation to the location visited. 

 

No other automobile expense will be paid for use of a personal vehicle other than the current 

mileage rate established by the IRS for business mileage.  County officials and department heads 

may, only for use of their personal vehicle, choose to be paid less than the IRS optional mileage 

rate.  All other employees must be reimbursed at the IRS optional mileage rate. 

 

Mileage is paid based on IRS rules as detailed in the Travel Expenses and Transportation Expenses 

in IRS Publication 17.  Mileage should be calculated on an exact mileage basis or using Google travel 

maps.  If the employee is receiving an auto allowance no mileage is permitted within Collin County 

and travel outside the County must begin and end at the Collin County border. Details are 

summarized below with definitions of each of these locations. If an employee uses a personal 

vehicle for overnight travel for County business, the rules on the following table apply: 
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 From Your 

Home 

From Your Primary 

Work Location 

From A Temporary 

Work Location 

To Your Home  No mileage allowed Mileage allowed 

To Your Primary 

Work Location 

No mileage 

allowed 

 Mileage allowed 

 

To A Temporary 

Work Location 

 

Mileage allowed 

 

 

Mileage allowed 

 

 

Mileage allowed to a 

second temporary 

location 

 

Home Location: The place where you reside. Transportation expenses between your home and 

your main or regular place of work are personal commuting expenses and are not reimbursed. 

Primary Work Location: This is your principal place you work.  

Temporary Work Location: This is for personal vehicle miles driven going from home or one work 

location to another in the course of your business day, when your job requires you to work in 

another location.  It could be for business meetings or business luncheons in another location 

away from your primary work location; training or seminar away from your primary work location; 

or travel to the airport or parking at the airport for a business trip. 

 

If traveling, incidental miles driven at the destination are submitted for payment with other travel 

expenses upon return.  Incidental miles should be reasonable. 

 

Personal vehicle travel exceeding 350 miles one-way (700 miles total) on official county business 

will be reimbursed at the lower of 1) the most appropriate airline rate plus the cost of a rental car, 

or 2) the calculated cost for total business miles driven.  

 

A motor pool vehicle may be available for employees who prefer not to use their personal vehicle.  

Please refer to the Vehicle Usage and Take Home Vehicle Policy before utilizing a motor pool 

vehicle. 

 

If two or more employees are traveling in the same private vehicle, only one mileage allowance will 

be paid or reimbursed. 

 

Tolls from toll roads may be reimbursed if a receipt is provided or a printout of the NTTA statement 

identifying which tolls were for County business. 

 

9.4 Taxi and Other Transportation 

Taxi, shuttle, or other transportation may be an authorized expense when necessary as determined 

by the department head or elected official.  

 

Receipts for taxi, shuttle, or other transportation are required. 

 

Tips for transportation are not part of the per diem and are reimbursable. 
 

10. Lodging 

The actual cost of lodging, including hotel taxes, will be paid or reimbursed for a traveling employee on 

official county business.   
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Accommodations should be the most reasonable available at the time of the stay. 

 

The employee should always seek any discounts available. 

 

The traveler must submit an itemized, detailed statement/receipt for lodging. 

 

An employee may stay at the home of a friend or family, but there will be no payment or 

reimbursement for lodging.  

 

 

The County will only pay or reimburse the single person cost of the lodging for the employee if there is 

only one employee staying in the room.   If there are two or more employees staying in the room, the 

cost of the room should be paid by one employee and not allocated.  If the expenses need to be 

allocated, the County Auditor will perform the allocation.  If there is a cost for a non-employee lodger 

staying in the room with an employee, the County will only reimburse or pay the single room rate. 

 

The County will not pay or reimburse the employee for additional lodging not considered a part of the 

business trip (i.e., personal trip or vacation). 

 

If an employee has an emergency requiring a change in the length of the stay, resulting in additional 

charges, the additional charges, within reason, are allowable for payment or reimbursement.  

 

11. Travel Meals and Incidentals 

Travel meals and incidentals will be paid or reimbursed based on per diem bases for overnight travel 

and an actual basis for day travel. 

 

Travel meals may be paid or reimbursed for each day the employee is on travel status.   

 

Travel meals purchased within Collin County borders for day travel meals (non-overnight) will not be 

paid or reimbursed except as needed for inmate transport. 

 

The County will pay or reimburse travel meals for the employee only with the exception of Inmate 

Transport.  A meal may be provided to an employee if the inmate requires a meal while being 

transported, even if the employee is in Collin County.  The inmate transport employee’s meal will not 

be subject to payroll taxation.  Both meals will be reimbursed or paid. 

 

A travel meal purchased by the employee for friends, family, other employees, or county officials will 

not be paid or reimbursed. 

 

Meals provided by a third party may not be paid or reimbursed. 

 

Meals for business meetings are not considered travel expenses and are not covered by this policy. 

 

Overnight Travel:  Employees will be paid or reimbursements on a per diem basis for meals and 

incidentals related to overnight travel.  Incidentals include all taxes and tips related to travel.  The per 

diem rate is 80% of the rate established by the Governmental Services Administration (GSA) with the 

federal government and will vary by city or county and state.  Per diem meals will not be paid or 

reimbursed to employees when meals are provided by a third party or conference.  Meal payments for 

the first and last day of travel will be reduced to 75% of a full day meal reimbursement in accordance 
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with GSA standards.  Per diem will not be paid for the first day of a trip when an employee departs after 

7:00pm.  The County Auditor shall publish the GSA per diem allowable rate each year by January 1 on 

the intranet website. 

 

Under very limited circumstances the County Auditor may reimburse an employee for amounts in 

excess of the meal and incidental amount if the employee provides written justification and detailed 

receipts to the County Auditor.    

 

Day Travel Meals:  An itemized receipt must be submitted to be reimbursed for a day travel meal.  

Incidentals should be itemized and submitted to the Auditor.  Only one employee per receipt can be 

submitted.  Per IRS regulations, the cost for meals incurred while attending an event not requiring an 

overnight stay is considered taxable income.  Employees will be reimbursed through payroll for the 

exact cost of their meal in gross pay before payroll taxes and withholdings are deducted.  Tips will 

generally be paid or reimbursed at 15%, with a maximum of 20% allowable; tips at fast food 

establishments are not reimbursed. 

 

 

12. Travel Advances 

The County may provide advances for travel based on the estimated cost of the travel as provided by 

the department or employee. 

 

An affidavit requesting a travel advance must be completed for each advance of funds and must be 

approved by the elected official or department head, or designee.  The affidavit must be submitted 

according to the deadlines established by the County Auditor. 

 

Travel advance limitations: 

• Advances will not be provided for estimated expenditures less than $100. 

• Advances will not be provided for non-overnight travel expenses. 

• Advances will not be provided after the travel is completed. 

• Advances will not be disbursed when a traveler has a travel reimbursement request that is more 

than 30 days past due. 

• Only one advance of funds shall be authorized for each scheduled travel. 

• Advance must be returned within 10 business days if trip is cancelled. 

• The employee is personally responsible for funds advanced.  Any loss must be repaid.   

• An advance may only be used for employee travel and not for travel of another person. 

 

13. Miscellaneous 

Reimbursable miscellaneous expenses include:  

• Internet connectivity charges for County-provided equipment. 

• Charges for business-related telephone calls. 

• Excess baggage charges will be paid or reimbursed only when transporting County materials. 

• Charges for reasonable and actual expenses will be paid or reimbursed for laundry services 

necessary due to travel that exceeds one week. 

• Tolls and parking fees. 

Parking expense is permitted and reimbursable with proper documentation.  If the parking cost is $6 or 

less for the entire trip no receipt is required.  If more than $6 a receipt will be required for 
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reimbursement; however, if a receipt is not given such as a parking meter a written explanation as to 

such must be provided. 

 

 

 

 

14. Not Reimbursable 

Miscellaneous expenses while traveling that will not be reimbursed or paid include:  

• Alcoholic drinks 

• Pet care expenses  

• Personal travel insurance  

• Insurance coverage for privately owned vehicles  

• Expenses for the repairs of privately owned vehicles  

• Interest charges levied on overdue invoices or credit card statements  

• Personal expenses, such as barbers, hairdressers, toiletry items, health club fees, prescriptions, 

and non-prescription medications  

• Hotel pay-per-view video and mini-bar expenses  

• Expenses related to lost or stolen items  

• ATM fees  

• Entertainment expenses, even if provided by the conference unless it involves a meal 

• Use of a personal cell phone to make calls 

• In general, personal expenses are not reimbursable, and are assumed to include any expenses 

which are not a necessary consequence of travel on behalf of the County 

• Between meal snacks, gum, candy bars, etc., will not be paid or reimbursed by the county. 
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