California Mental Health Directors Travel Fund Policy

(Funded by the State of California Department of Mental Health)

The California Mental Health Directors Association (CMHDA) is a dues-supported non-profit association of directors of public county (and city) mental health authorities in California.  All counties are members, and all have a public mental health authority (two counties, Yuba and Sutter, have a joint authority).  Two cities, Berkeley in Alameda County and Tri-City authority in eastern Los Angeles County, operate public mental health services directly and are members of the Association.  The Association provides public policy development and advocacy for the directors.  A Governing Board of approximately twenty-five individuals who are county mental health directors governs the Association.  The Association conducts two public statewide meetings annually to keep the public mental health system and mental health stakeholders informed about policy and counties’ programs.  The Governing Board holds an annual retreat to discuss policy. Additionally, the Association has fourteen major committees that are chaired by members of the Governing Board.


What is the purpose of the fund?

The State Department of Mental Health (DMH) maintains a budget of $40,000 to support CMHDA Committee activities. In the past, funds have been sufficient to offset some of the meeting room costs for the twice yearly Full Association meetings: travel for Governing Board members; and partial travel and/or room costs for committees.  Because the budget is limited, not all committee members can be reimbursed.  Typically, committee chairs have designated counties with no travel funds, consumers and family members and meeting room rentals to have priority use of the fund.  The process for reimbursement requires submittal of claims to CMHDA.  We have a reimbursable contract between DMH and CMHDA. It is important, when requesting travel reimbursement, that the guidelines for State reimbursement be followed.  Any deviation of state travel reimbursement guidelines may result in a disallowed contract cost for CMHDA.

What CMHDA committees and meetings qualify to access the fund?

The Department of Mental Health supports the activities of the California Mental Health Directors Association, its Governing Board and Committees (with respect to conducting twice yearly Full Association meetings), monthly Governing Board meetings, one Governing Board yearly retreat and monthly committee meetings of the following major committees:

· Disaster Preparedness
· Ethnic Services

· Financial Services 

· Forensics

· Information Technology (IT)

· Legislative

· Medi-Cal Policy 

· QIC

· Small Counties

· Systems of Care

· Older Adults

· Children

· Adults

· Medical Services

Members of the Governing Board, committee chairs and committee members (or their designees) may be reimbursed for travel related to the above committees.

What expenses will be covered by the fund?

· Expenses for meeting room rental  *

· Audio-visual  *

· Printing costs for any of the meetings listed above  * 

· Meeting by conference call *

· Travel and per diem expenses

*These expenses must be contracted directly by CMHDA and billed directly to CMHDA.


How is the fund accessed?

· To contract for meeting room space, or audio-visual equipment with a hotel, conference center or other outside entity, please contact the Association’s Executive Assistant (Brad Yates).  He will give you the appropriate information, check to make sure the expenditure is qualified and assure that the billing comes directly to CMHDA.  

· Printing costs will be covered on a limited basis. Please check with the Executive Assistant before you contract or incur expenses for printing.

· To arrange for conference calls, please contact the Executive Assistant. 

· Travel and per diem expenses must be submitted on a State of California STD262 form.  This form is available on the CMHDA website or can be faxed to you directly by CMHDA staff.

The following are specific items that may be claimed. This section notes the maximum amount that may be claimed, and State regulations with regard to times of travel. Original receipts must be submitted, or no reimbursement will be made.
Please note: the time an individual leaves his/her office or residence and returns to his/her office or residence will be used in calculating per diem allowances.  A Travel Expense Claim (TEC) must contain these times in order to be processed for payment.

Breakfast – $6.00 (maximum)

· May be claimed when travel commences at or prior to 6:00 a.m. and /or ends at or after 9:00 p.m. on a trip of less than 24 hours, the first day of a trip which exceeds 24 hours, or the last fractional day of a trip which exceeds 24 hours. (SAM 0761)
Lunch - $10.00 (maximum)

· May be claimed on the first or last fractional day of a trip of more than 24 hours if the travel begins before 11:00 a.m. and/or terminates at or after 2:00 p.m. (SAM 0761)

· May not be claimed for travel less than 24 hours except in the case in which business is conducted during the lunch period and the claimant is expected to participate in a working lunch.  The notation “Presence required during lunch on a one day trip per DPA rule 599.623 (b)” must appear on the STD 262 (TEC).

Dinner - $18.00 (maximum)

· May be claimed on the first day or fractional day of the trip when it begins at or before 4:00 p.m. and ends at or after 7:00 p.m. (SAM 0761).
Lodging ($84.00)

· Contract will be reimbursed $84.00 plus tax for lodging if travel extends overnight.  Reimbursement for room charges cannot exceed $84.00 plus tax without prior written departmental approval.  In addition claimants may claim a $110.00 general rate for San Diego and Los Angeles counties and $140.00 general rate for Alameda, San Francisco, San Mateo and Santa Clara counties. (DPA guidelines).  A copy of the receipt must be submitted with the TEC.
Air, Bus and Rail Fares (commercial carriers)

The preferred method of financing travel is reimbursement directly to the traveler.  The traveler will pay for the fare, submit original receipts to CMHDA and will subsequently be reimbursed for the travel.  There is one exception to this policy:

· Consumer and Family members who serve on committees at the request of the CMHDA Governing Board (See Consumer claim process below)
Mileage for use of personal vehicle

· May be claimed at a rate not to exceed $0.34 per mile.
Parking

· May be claimed without a receipt up to $6.00.  Any parking claims in excess of $6.00 require a receipt.

Registration Fees

· May be claimed for the actual cost of registration fees (with receipt).  Any and all meals which are included in the registration fee must be noted on the claim form with an asterisk in the meal category, and a note stating which meals were included in registration fee.  All other meals may be recorded on the TEC (with original receipts attached) and will be reimbursed at the regular reimbursement rate. 
Incidentals $6.00

· $6.00 may be claimed for incidentals only when travel exceeds 24 hours. 

The term incidentals includes, but is not limited to, expenses for laundry, cleaning and pressing of clothing, and fees and tips for services, such as for porters and
baggage carriers. It does not include taxicab fares, lodging taxes or the costs of telegrams or telephone calls.

Consumer and Family Member Travel Process:

· The Consumer or Family Member must contact the fiscal services department at CMHDA, who will coordinate travel arrangements for you.  You must call a minimum of three weeks prior to your travel, as the approval process with DMH can be lengthy.  Otherwise, you may purchase tickets on your own and be reimbursed upon submittal of an STD 262 form with original documentation.

Governing Board & Committee Member Travel Process

· You must submit your travel claim on a STD262. The STD262 form is a State of California Department of Mental Health claim form. This form can be found on the CMHDA website or you may contact CMHDA @ ext 118 and one will be mailed or faxed to you.   You must attach original receipts.  Copies will not be accepted -- the claim form will be returned to you asking you to resubmit with original receipts.  

· Please fill out one claim form per event attended.  Please also note that if you list a qualified travel with an unqualified travel your claim may be denied.  An example would be attendance at a Governing Board meeting, (qualified) listed with an All Directors Meeting (unqualified).

· Prior to the reimbursement for any travel claim the claimant (you) must have on file a W-9 form. (This is a Federal and State requirement). This form is available on the website with instructions (they are provided as links to the IRS website). If you do not have access to the web, call our office and we can mail you a form with instructions.
· You must submit your travel expense claim within 30 days of your travel, or your claim may be denied.

· Governing Board members and committee chairs may submit claims directly to the CMHDA at 2030 J Street, Sacramento, CA 95814, attention: CMHDA Accounting.  If there are no original receipts to be submitted, you may submit your claims electronically to plaiewski@cmhda.org.  Committee members must first submit their claims to the committee chair for approval. The committee chair may then approve and forward to this office at the same address.

Note: The reimbursement of claims will not be reported to the IRS on a 1099 form at the end of the calendar year. However, federal regulations require a current W-9 form be on file with the disbursing agency.  Current is defined as within the current calendar year.  You will find on our web page a link to the IRS website.  You may download a W-9 form and submit it to CMHDA at the beginning of any calendar year or the first time you submit a Travel Expense Claim.

If you have questions or concerns regarding this policy, please feel free to contact Paula Laiewski @ 916-556-3477 x 118, or e-mail plaiewski@cmhda.org

A copy of the DMH Travel Expense Claim Form is available on the CMHDA website at: http://www.cmhda.org/documents/Std262.doc 
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