Travel Reimbursement for Child/Family Protection Attorneys for Expenses Incurred in the Performance of Their Duties

Eligibility for reimbursement
Unless otherwise provided by statute, the Chief Child Protection Attorney shall control the reimbursement of Juvenile and Family Contract attorneys, firms or organizations for expenses incurred in the performance of their contract duties and these rules shall generally be known as the Standard Reimbursed Travel Regulations.

Definitions
(a) CCPA: Chief Child Protection Attorney.

(b) Reimbursable expenses mean those expenses essential to transacting official business under the contract, including travel, lodging, taxes   and rental car.

(c) Travel means all transportation via rail, airline, bus, taxi or car, necessary to transact official business under the contract.

Authority for travel
(a) All travel shall be approved by the CCPA prior to travel, unless it is for 1 day by car.  The form CCPA-11 shall be completed and submitted to the CCPA.

Reimbursable expenses-travel
(a) Reimbursable expenses--Travel by air, rail or bus
(1) All air travel shall only be authorized at the lowest available rate.   The CCPA may set a cap depending on the lowest rates available at the time of approval.

(2) All approved rail or bus travel shall only be authorized at the lowest rate available.

(3) Additional costs incurred for the personal convenience of the attorney shall be the responsibility of the attorney.

(b) Reimbursable expenses-Travel by non-State vehicle
(1) Use of privately owned vehicles may be authorized by the CCPA.
(2) Mileage reimbursement shall be at the prevailing rate authorized by the CCPA. 

(3) Charges for road service, repairs, towage and other similar expenses are not reimbursable.

(4) All vehicle rentals shall be approved by the CCPA.

Reimbursable expenses - meals
(a) Meals are not reimbursable unless there are justifiable circumstances that warrant reimbursement, and the request is approved by the CCPA in advance.

Reimbursable expenses - lodging
(a) When overnight accommodations are required to perform the attorney’s duties under the contract, reimbursement for lodging shall he made in accordance with the rates authorized by the CCPA.  All lodging arrangements shall be approved by the CCPA.

(b) Taxes on lodging and gratuities are reimbursable.

(c) The attorney shall be reimbursed once the business has been conducted.  After the travel, the attorney shall submit proof of payment along with the hotel registration attached to their monthly bill submission.

Receipts and vouchers
(a) Receipts shall be submitted as required by Section 3-117 of the Connecticut General Statutes. 

(b) All claims for reimbursement of traveling expenses shall be submitted to the Fiscal Administration Supervisor along with the monthly bill.  Each traveler in a party shall submit a separate claim.

(c) Under no circumstances shall travel payments exceed the amount actually spent by the attorney.

 

