Sponsored by Mayor Betterton

RESOLUTION

BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF FLORENCE, ALABAMA as follows:

That the following advancement and/or reimbursement of travel expenses be approved:

ADVANCED
EMPLOYEE DESCRIPTION OF TRAVEL EXPENSE
Barry Haddock SWANA Spring Conference-Orange Beach, AL $1,530.00
Chynna McKelvey ALLEAPS Conference-Dothan, AL $215.51
Justin Wright FBI LEEDA — Pelham, AL $315.06
Michael Hand Field Training Course -Muscle Shoals, AL $195.00
Antonio Hiles Field Training Course — Muscle Shoals, AL $195.00
Kaytrina Simmons NLC Congressional Conference-Washington, DC ~ $4,833.64
Derek Murphy Al Vector Management-Orange Beach, AL 5875.00
Robert Finley AL Vector Management-Orange Beach, AL $940.00
Terry Craig Borden SWANA Spring Conference-Orange Beach, AL $1,430.00
Hayden Hawk Hazmat/MMD Tech Class-Albertville, AL $206.11
Gina Butler Crime Scene Photography -Jefferson County, AL $458.40
ADOPTED this the day of , 2025,
CITY COUNCIL
APPROVED this day of , 2025,
MAYOR
ADOPTED & APPROVED this day of , 2025,

CITY CLERK



IRAVEL VOUCHER REQUISITION

DATE: 1/17/2025

CHECK ONE:

[V] 1) ADVANCE EXPENSE REQUEST
| 2) REIMBURSEMENT REQUEST

v

Authorization is requested to advance the amount of:
OR approve the amount of:

OR to disburse the amount of;

OR approve the amount of.

4) PURCHASE CARD REQUEST

To Barry Haddock

3) PRE-PAID EXPENSES (registration, airline, etc.)

VOUCHER NO. SAN-000013

AMOUNT REQUESTED  $1530.00

CHARGE TO ACCT. NO.  283-43200

$_ 1035.00 1) to employee

$ 2) to employee for reimbursement
$ 3) for registration, airline ticket, etc.
$ 495.00 4) for purchase card

as travel expense for the following purpose: to attend the

SWANA Alabama Spring Meeting at the Perdido

Beach Resort in Orange Beach, AL

on the dates of March 30th - April 2, 2025

SIGNED:'@cw /é/d‘/l’/

PERSON AUTHORIZED TO MAKE TRIP

APPROVAL
W COUNCIL MEMBER
DEPT. HEAD COUNCIL MEMBER
R OR
MAYOR RESOLUTION ADOPTED ON
ESTIMATED TRIP EXPENSES
Regular Expenses E;ﬁ?gﬁ::epgg_;w
Gasoline 150.00
Registration Fee 495.00
Miles @ rate approved by the IRS
Airline Ticket(s)
Lodging 715.00
Meals and Tips 170.00
Taxi Fares
Miscellaneous:
TOTAL COST OF TRIP 1035.00 495.00

Less Cost of Trip
Rebate Due City or Balance Due Employee
I hereby certify that the above amount(s) are true and correct.

Total Advanced

SIGNED: /BLM MWL—’

PERSON AUTHORIZED TO MAKE TRIP

ALL ADVANCES MUST BE APPROVED BY CITY COUNGIL RESOLUTION PRIOR TO BEING ISSUED. ADVANCEMENT VOUCHERS SHOULD BE SUBMITTED TO THE
MAYORS OFFICE NO LATER THAN NOON, THURSDAY, PRIOR TO THE COUNCIL MEETING. REIMBURSEMENT REQUEST VOCUCHERS ARE TO BE APPROVED
BEFORE THE TRIP IS MADE. RECIEPTS ARE R ED FO L REIM EMENT AND MUST BE TURNED IN TO THE APPROFRIATE ACCOUNTING

DEPARTMENT WITHIN FIVE (5) WORKING DAYS OF RETURNING FROM THE TRIP. FAILURE TO COMPLY WITH THIS POLICY MAY RESULT IN THE EMPLOYEE
BEARING THE COST OF THE TRIP.



T L\ HER R ISITI

DATE: 1/22/2025 VOUCHER NO. POL -00020
CHECK ONE:
. 1) ADVANCE EXPENSE REQUEST AMOUNT REQUESTED  $ 215.51
_1 | 2)REIMBURSEMENT REQUEST CHARGE TO ACCT. NO.  283-42100

3) PRE-PAID EXPENSES (registration, airline, etc.)
v 4) PURCHASE CARD REQUEST

Authorization is requested to advance the amount of:  $ 30.00 1) to employee
OR approve the amount of:  $ 2) to employee for reimbursement
OR to disburse the amount of:  § 3) for registration, airline ticket, etc.
OR approve the amount of. $ 185.51 4) for purchase card

To Chynna McKelvey as travel expense for the following purpose:
For lodging and meals for Chynna McKelvey to attend ALLEAPS Peer Support Conference
in Dothan, Alabama

on the dates of February10-11, 2025

PERSON AUTHORIZED TO MAKE TRIP

SIGNED: (A cynna /V1E K e e, ﬂf«/wdé)/

APPROVAL
COUNCIL MEMBER
DEPT. HEAD /ﬂ - /I S {\L_/(,_\ COUNCIL MEMBER
—— OR
MAYOR RESOLUTION ADOPTED ON

ESTIMATED TRIP EXPENSES

Regular Expenses

Expenses paid w/
Purchase Card

Gasoline
Registration Fee

Miles @ rate approved by the IRS
Airline Ticket(s)
Lodging 185.51
Meals and Tips 30.00
Taxi Fares
Miscellaneous:

TOTAL COST OF TRIP 30.00 185.51

Total Advanced
Less Cost of Trip
Rebate Due City or Balance Due Employee

| hereby certify that the above amount(s) are true and correct.

SIGNED:
PERSON AUTHORIZED TO MAKE TRIP

NOTE; ALL ADVANCES MUST BE APPROVED BY CITY COUNCIL RESOLUTION PRIOR TO BEING ISSUED. ADVANCEMENT VOUCHERS SHOULD BE SUBMITTED TO THE
MAYORS OFFICE NO LATER THAN NOON, THURSDAY, PRIOR TO THE COUNCIL MEETING. REIMBURSEMENT REQUEST VOCUCHERS ARE TO BE APPROVED
BEFORE THE TRIP IS MADE. RECIEPTS ARE REQUIRED FOR ALL REIMBURSEMENT AND MUST BE TURNED IN TO THE APPROPRIATE ACCOUNTING
DEPARTMENT WITHIN FIVE (5) WORKING DAYS OF RETURNING FROM THE TRIP. FAILURE TO COMPLY WITH THIS POLICY MAY RESULT IN THE EMPLOYEE
BEARING THE COST OF THE TRIP.



TRAVEL HER R ISITI

DATE: 1/21/2025 VOUCHER NO. POL - 25-00017
CHECK ONE:

_[] 1) ADVANCE EXPENSE REQUEST AMOUNT REQUESTED  315.06

" []  2) REIMBURSEMENT REQUEST CHARGE TO ACCT. NO.  283-42100

3) PRE-PAID EXPENSES (registration, airline, etc.)
4) PURCHASE CARD REQUEST

Authorization is requested to advance the amount of:  $ 315.06 1) to employee
OR approve the amount of:  $ 2) to employee for reimbursement
OR to disburse the amountof:  $ 3) for registration, airline ticket, etc.
OR approve the amount of. $ 4) for purchase card

To Justin Wright as travel expense for the following purpose:

For lodging and meals for Justin Wright to attend the FBI LEEDA Leadership Integrity training in
Pelham, Alabama

on the dates of 2/10-2/11/2025

SIGNED: _Luati (W nschd Ouy A

PERSON AUTHORIZED 7O MAKE TRIP

APPROVAL
w /\A_j\ COUNCIL MEMBER
DEPT. HEAD COUNCIL MEMBER
OR
MAYOR RESOLUTION ADOPTED ON
ESTIMATED TRIP EXPENSES

Expenses paid w/

Regular Expenses Purchase Card

Gasoline
Registration Fee

Miles @ rate approved by the IRS
Airline Ticket(s)

Lodging 255.06
Meals and Tips 60
Taxi Fares

Miscellaneous:

TOTAL COST OF TRIP 315.06

Total Advanced
Less Cost of Trip
Rebate Due City or Balance Due Employee
| hereby certify that the above amount(s) are true and correct.

SIGNED:
PERSON AUTHORIZED TO MAKE TRIP

NOTE: ALL ADVANCES MUST BE APPROVED BY CITY COUNCIL RESOLUTION PRIOR TO BEING ISSUED. ADVANCEMENT VOUCHERS SHOULD BE SUBMITTED TO THE
MAYORS OFFICE NO LATER THAN NOON, THURSDAY, PRIOR TO THE COUNCIL MEETING. REIMBURSEMENT REQUEST VOCUCHERS ARE TO BE APPROVED

BEFORE THE TRIP IS MADE. RECIEPTS ARE REQUIRED FOR ALL REIMBURSEMENT AND MUST BE TURNED IN TO THE APPROPRIATE ACCOUNTING
DEPARTMENT WITHIN FIVE (5) WORKING DAYS OF RETURNING FROM THE TRIP. FAILURE TO COMPLY WITH THIS POLICY MAY RESULT IN THE EMPLOYEE

BEARING THE COST OF THE TRIP.



T HER REQUISITI

DATE: 1/21/2025 VOUCHER NO. POL -25-00018
CHECK ONE:
. 1) ADVANCE EXPENSE REQUEST AMOUNT REQUESTED  195.00
[1 2) REIMBURSEMENT REQUEST CHARGE TO ACCT.NO. 283-42100

| 3) PRE-PAID EXPENSES (registration, airiine, etc.)
4) PURCHASE CARD REQUEST

Authorization is requested to advance the amount of:  $ 45.00 1) to employee
OR approve the amount of:  § 2) to employee for reimbursement
OR to disburse the amount of:  § 150.00 3) for registration, airline ticket, etc.
OR approve the amount of. $ 4) for purchase card

To NWSCC/Michael Hand as travel expense for the following purpose:
For registration and meals for Michael Hand to attend the Field Training Officer Course at
Northwest Shoals Community College in Muscle Shoals, Alabama

on the dates of May 27-29, 2025

SIGNED: ¥7), cAoel /\lmq(C Drey r’7<‘9

PERSON AUTHORIZED TO MAKE TRIP

APPROVAL
‘/( "5 M\ COUNCIL MEMBER
DEPT. HEAD [ COUNCIL MEMBER
OR
MAYOR RESOLUTION ADOPTED ON

ESTIMATED TRIP EXPENSES
Regular Expenses

Expenses paid w/

Purchase Card
Gasoline
Registration Fee 150.00

Miles @ rate approved by the IRS s

Airline Ticket(s)
Lodging
Meals and Tips 45
Taxi Fares
Miscellaneous:

TOTAL COST OF TRIP 195.00

Total Advanced
Less Cost of Trip
Rebate Due City or Balance Due Employee
| hereby certify that the above amount(s) are true and correct.

SIGNED:
PERSON AUTHORIZED TO MAKE TRIP

OTE: ALL ADVANCES MUST BE APPROVED BY CITY COUNCIL RESOLUTION PRIOR TO BEING ISSUED. ADVANCEMENT VOUCHERS SHOULD BE SUBMITTED TO THE
MAYORS OFFICE NO LATER THAN NOON, THURSDAY, PRIOR TO THE COUNCIL MEETING. REIMBURSEMENT REQUEST VOCUCHERS ARE TO BE APPROVED
BEFORE THE TRIP IS MADE. RECIEPTS ARE REQUIRED FOR ALL REIMBURSEMENT AND MUST BE TURNED IN TO THE APPROPRIATE ACCOUNTING

DEPARTMENT WITHIN FIVE (5) WORKING DAYS OF RETURNING FROM THE TRIP. FAILURE TO COMPLY WITH THIS POLICY MAY RESULT IN THE EMPLOYEE
BEARING THE COST OF THE TRIP.



TR HER ISITI

DATE: 1/21/2025 VOUCHER NO. POL -25-00019
1) ADVANCE EXPENSE REQUEST AMOUNT REQUESTED  195.00
2) REIMBURSEMENT REQUEST CHARGE TO ACCT. NO.  283-42100
3) PRE-PAID EXPENSES (registration, airline, etc.)
4) PURCHASE CARD REQUEST
Authorization is requested to advance the amount of:  $ 45.00 1) to employee
OR approve the amount of: $ 2) to employee for reimbursement
OR to disburse the amount of:  $ 150.00 3) for registration, airline ticket, etc.
OR approve the amount of. § 4) for purchase card
To NWSCC/Antonio Hiles as travel expense for the following purpose:

For reqistration and meals for Antonio Hiles to attend the Field Training Officer Course at

Northwest Shoals Community College in Muscle Shoals, Alabama

on the dates of May 27-29, 2025

SIGNED: (utsnio Malos iy A

PERSON AUTHORIZED TO MAKE TRIP

APPROVAL
—Ué ﬁ«—/ﬁ_\ COUNCIL MEMBER
DEPT. HEAD COUNCIL MEMBER
OR
MAYOR RESOLUTION ADOPTED ON

ESTIMATED TRIP EXPENSES

Regular Expenses

Expenses paid w/
Purchase Card

Gasoline
Registration Fee 150.00

Miles @ rate approved by the IRS
Airline Ticket(s)
Lodging
Meals and Tips 45
Taxi Fares
Miscellaneous:

TOTAL COST OF TRIP 195.00

Total Advanced
Less Cost of Trip
Rebate Due City or Balance Due Employee
I hereby certify that the above amount(s) are true and correct.

SIGNED:

PERSON AUTHORIZED TO MAKE TRIP

NOTE: ALL ADVANCES MUST BE APPROVED BY CITY COUNCIL RESOLUTION PRIOR TO BEING ISSUED. ADVANCEMENT VOUCHERS SHOULD BE SUBMITTED TO THE

MAYORS OFFICE NO LATER THAN NOON, THURSDAY, PRIOR TO THE COUNCIL MEETING. REIMBURSEMENT REQUEST VOCUCHERS ARE TO BE APPROVED

BEFORE THE TRIP IS MADE. RECIEPTS ARE REQUIRED FOR ALL REIMBURSEMENT AND MUST BE TURNED IN TO THE APPROPRIATE ACCOUNTING
DEPARTMENT WITHIN FIVE (5) WORKING DAYS OF RETURNING FROM THE TRIP. FAILURE TO COMPLY WITH THIS POLICY MAY RESULT IN THE EMPLOYEE

BEARING THE COST OF THE TRIP.



TRAVEL VOUCHER REQUISITION

DATE: January 10, 2025 VOUCHER NO. CO - 000015

CHECK ONE:
. 1) ADVANCE EXPENSE REQUEST AMOUNT REQUESTED  $4,833.64

2) REIMBURSEMENT REQUEST CHARGE TO ACCT. NO.  283-41112

N
/| 3) PRE-PAID EXPENSES (registration, airline, etc.)
4) PURCHASE CARD REQUEST

Authorization is requested to advance the amountof: $  1,744.40 1) to employee
OR approve the amount of:  $ 2) to employee for reimbursement
$
$

OR to disburse the amount of; 3) for registration, airline ticket, etc.
OR approve the amount of. 3,089.24 4) for purchase card

To Kaytrina Simmons as travel expense for the following purpose:; to attend

Annual NLC Congressional Conference

SIGNED: /ﬁ/ W

on the dates of March 7-12, 2025

PER?@)’ AUTHORIZED TO MAKE TRIP

APPROVAL
COUNCIL MEMBER

DEPT. HEAD ey : COUNCIL MEMBER

OR e
MAYOR (—M/ RESOLUTION ADOPTED ON

ESTIMATED TRIP EXPENSES

Regular Expenses

Expenses paid w/
Purchase Card

Gasoline
Registration Fee 350.00
142 Miles @ rate approved by the IRS 99.40
Airline Ticket(s) 665.96
Lodging 2,023.33
Meals and Tips 900.00
Taxi Fares 600.00
Miscellaneous: Airport Parking/baggage 145.00
Flight Insurance 49.95
TOTAL COST OF TRIP 1,744.40 3,089.24
Total Advanced
Less Cost of Trip

Rebate Due City or Balance Due Employee
I hereby certify that the above amount(s) are true and correct.

SIGNED: et S i s s

PERSON AUTHORIZED TO MAKE TRIP

ALL ADVANCES MUST BE APPROVED BY CITY COUNCIL RESOLUTION PRIOR TO BEING ISSUEIABMCEMENT VOUCHERS SHOULD BE SUBMITTED TO THE
MAYORS OFFICE NO LATER THAN NOON, THURSDAY, PRIOR TO THE COUNCIL MEETING. REIMBURSEMENT REQUEST VOCUCHERS ARE TO BE APPROVED
BEFORE THE TRIP IS MADE. RECIEPTS ARE REQUIRED FOR ALL REIMBURSEMENT AND MUST BE TURNED IN TO THE APPROPRIATE ACCOUNTING

DEPARTMENT WITHIN FIVE (5) WORKING DAYS OF RETURNING FROM THE TRIP. FAILURE TO COMPLY WITH THIS POLICY MAY RESULT IN THE EMPLOYEE
BEARING THE COST OF THE TRIP.




DATE: |./jp!/202% VOUCHER NO. STR - 000007

CHECK ONE:

ADVANCE EXPENSE REQUEST AMOUNT REQUESTED  $875.00

REIMBURSEMENT REQUEST CHARGE TO ACCT. NO.  283-43120

v] 1)
= 2

WA 3) PRE-PAID EXPENSES (regisiation, airline, etc.)
v|  4) PURCHASE CARL) REQUEST

Authorization is requested to advance the amountof: $ _ 225.00 1) to employee
OR approve the amount of:  § 2) to employee for reimbursement

OR to disburse the amount of: ‘E_ 190 Qg_ 3) for registration, airline ticket, etc.
OR :prove the amountof. $_ 900.00  4)for purchase card

To Derek Murphy __ as trave! expense for the following purpose:

Travel to Orange Beach for the AL Vector ianagemes:t 2025

on the dates of Feb. 26- Feb. 28

SIGNED:  STowd T )

PERSON AUTHGRIZED TO MAKE TRIP

APPROVAL
COUNCIL MEMBER
DEPT. HEAD ; COUNCIL MEMBER
L OR
MAYOR :

RESOLUTION ADOPTED ON

ESTIMATED TRIP EXPENSES

Regular Expenses

Expenses paid w/
Purchase Card

Gasoline 65.00

Registration Fee 15000
_Miles @ raic =oproved by the IRT

Airline Ticket(s)

Lodging 500.00

Meals and Tips 160.00

Taxi Fares

Miscellaneous:

TOTAL COST OF TRIP 375.00 £00.00

Tota! Advanced
Less Cost of Trip
Rebzte Due City or Balance Due Eznployee
| hereby certify that the above arount(s) are true and correct.

SIGNED: _ﬁa«i 7%1»

PER3ON AUTHORIZED TO MAKE TRIP

NOTE:; ALL ADVANCES MUST BE APPROVED BY CITY CuNCIL RESOLUTION PRICH 7O BEING ISSL:“D. ADVANCEMENT VOUCHERS SHGULD BE SUBMITTED TO THE

MAYORS OFFICE NO LATER THAN NOON, THURS:. AY, PRIOR TO THE COUNCIL MEETING. RE!MBURSEMENT REQUEST VOCUCHERS ARE TO BE APPROVED
BEFORE THE TRI? IS MADE. RECIEPT ARE 2*1UIRED FLR ALL REIMBURSEMENT AND MUST BE TURNED IN TO THE APPROPRIATE ACCOUNTING
DEPARTMENT WITHIN FIVE (5) WORKING L 'S OF ETURNING *ROM 1HE TRIP. FAILURE 1O COMPLY WITH THIS POLICY MAY RESULT IN THE EMPLOYEE

BEARING THE COST OF THE TRIP.



TR YEL VOUCHEF, REQUISITION

DAT: 1.710202% . VOUCHER NO. STR - 000008
CHEC;( ONIé:
. 1) ADVANCE EXPENSE REQUEST ' AMOUNT REQUESTED  $940.00
2) REIMBURSEMENT REQUEST CHARGE TO ACCT. NO. 283-43120

3) PRE-PAID EXPENSES (registration, airline, etc ;
4) PURCHASE CARD REQUEST

Authorization is requested to advance the amountof: $  290.00 1) to employee
OR approve the amountof. § __ 2)to employee for reimbursement
OR to disburse the amount of:  $ 150,07V 3) for registration, airline ticket, etc.

OR approve the amount of. $ 500.00 4) for purchase card

To Rubc«-t’Finlev ) as travel expense for the following purpose:
Travel to Orange Beach for 'he Al Vector Management 2025

on the dates of Feb. 26- Feb. 28 s q y (}
o
: SIGNED: "‘j/ﬁ % ()

| F‘@I‘iﬁﬁUTHOR!ZED TOMAKE TRIP

APPROVAL
COUNCIL MEMBER
DEPT. HEAD \ - COUNCIL MEMBER
= OR
MAYOR L XESOLUTION ADOPTED ON

ESTIMATED TRIP EXPENSES

Expenses paid w/

Regular Expenses Purchase Card

Gasoline 130.00
Registratioii i ee (50 p@

Mizs @ rate approved by the (S
Airline Ticket!s)

Lodging 500.00
Meals and Tips 160.00 -
Taxi Fares
Miscellaneous;
TOTAL COST OF TRIP L 00 500.00

Totai Advanced
Less ©Cest of Trip
Rebate Due City or Batance Due “ mployee
| hereby certify that the above amount(s) are true aiia corraet.

/) d
SIGNED: /M Mléy,

PERSBN AUTHORIZED TO MAKE TRIP

NOTE; ALL ADVANCES MUST BE APPROVZED 3Y CITY COUNG:. RESOLUTION PRIOR T¢} BE'NG ISSUED. ADVANCEMENT VOUCHERS SHOULD BE SUBMITTED TO THE
MAYORS OFFICE NO LATER THAN NG*N, THURSDAY, FRIOR TC THE GOUNCIL MEETING. REIMEURSEMENT REQUEST VOCUCHERS ARE TO BE APPROVED
BEFORE THE TRIP IS MADE. RE:ZIEV'TS ARE REQUIGED FOR ALL REIMBURS:IMENT AND 'AUST BE TURNED IN TO THE APPROPRIATE ACCOUNTING

DEPARTMENT WITHIN FIVE (5) WORKi.+3 DAYS OF RET .RNING FROM THE TRIP. FAILURE TO COMPLY WITH THIS POLICY MAY RESULT IN THE EMPLOYEE
BEARING THE COST OF THE TRIP.



IRAVEL VOUCHER REQUISITION

-y / DATE: 1/17/2025 VOUCHER NO. SAN- 000014
CHECK ONE:
. 1) ADVANCE EXPENSE REQUEST AMOUNT REQUESTED  $1430.00
_[1_ 2) REIMBURSEMENT REQUEST CHARGE TO ACCT. NO. 283-43200
| 3) PRE-PAID EXPENSES (registration, airline, etc.)
v 4) PURCHASE CARD REQUEST

Authorization is requested to advance the amount of:
OR approve the amount of:

OR to disburse the amount of:

OR approve the amount of.

To Terry Craig Borden

$  1035.00 1) to employee

$ 2) to employee for reimbursement
$ 3) for registration, airline ticket, etc.
$ 395.00 4) for purchase card

as travel expense for the following purpose: to attend the

SWANA Alabama Spring Meeting at the Perdido

Beach Resort in Orange Beach, AL

on the dates of March 30th - April 2, 2025

SIGNED: 73-;/’44 Z‘V KA/M/

PERSONAUTHORIZED TO MAKE TRIP

N ;
APPROVAL
COUNCIL MEMBER
DEPT. HEAD COUNCIL MEMBER
T OR
MAYOR \\ RESOLUTION ADOPTED ON
ESTIMATED TRIP EXPENSES
Regular Expenses E;z‘:g;::epgﬁ,;vl
Gasoline 150.00
Registration Fee 395.00
Miles @ rate approved by the IRS
Airline Ticket(s)
Lodging 715.00
Meals and Tips 170.00
Taxi Fares
Miscellaneous:
TOTAL COST OF TRIP 1035.00 395.00

Total Advanced

Less Cost of Trip

Rebate Due City or Balance Due Employee
I hereby certify that the above amount(s) are true and correct.

SIGNED:  Zpnr Lo Sl

PERSON AUTHORIZED TO MAKE TRIP

BEFORE THE TRIP IS MADE. R PTS Al EQU FOR

DEPARTMENT WITHIN FIVE (5) WORKING DAYS OF RETURNING FROM

BEARING THE COST OF THE TRIP.

ALL ADVANCES MUST BE APPROVED BY CITY COUNCIL RESOLUTION PRIOR TO BEING ISSUED. ADVANCEMENT VOUCHERS SHOULD BE SUBMITTED TO THE
MAYORS OFFICE NO LATER THAN NOON, THURSDAY, PRIOR TO THE COUNCIL MEETING. REIMBURSEMENT REQUEST VOCUCHERS ARE TO BE APPROVED
REIMBURSEMENT AND MUST BE TURNED IN TO THE APPROPRIATE ACCOUNTING
THE TRIP. FAILURE TO COMPLY WITH THIS POLICY MAY RESULT IN THE EMPLOYEE



TRAVEL VOUCHER REQUISITION

DATE: January 17, 2025 VOUCHER NO. FIR -000042
CHECK ONE:
] 1) ADVANCE EXPENSE REQUEST AMOUNT REQUESTED  $206.11
_Iv|  2) REIMBURSEMENT REQUEST CHARGE TO ACCT. NO. 42200-283

3) PRE-PAID EXPENSES (registration, airline, etc.)
4) PURCHASE CARD REQUEST

Authorization is requested to advance the amount of:  § 1) to employee
OR approve the amount of;  $ 206.11 2) to employee for reimbursement
OR to disburse the amount of: $ 3) for registration, airline ticket, etc.
OR approve the amount of. $ 4) for purchase card
To Hayden Hawk as travel expense for the following purpose: Hazmat/MMD

Technician Class in Albertville, AL

on the dates of 12/5/2024-12/9/2024

SIGNED: j%/// (%L

PERSQ} AUTHORIZED TO MAKE TRIP

APPROVAL
6 L 3 COUNCIL MEMBER
DEPT. HEAD M i COUNCIL MEMBER
= [ N OR
MAYOR RESOLUTION ADOPTED ON

ESTIMATED TRIP EXPENSES

Regular Expenses

Expenses paid w/
Purchase Card

Gasoline $42.20
Registration Fee

Miles @ rate approved by the IRS
Airline Ticket(s)
Lodging
Meals and Tips $163.91
Taxi Fares
Miscellaneous:

TOTAL COST OF TRIP

Total Advanced -
Less Cost of Trip
Rebate Due City or Balance Due Employee $206.11

| hereby certify that the above amount(s) are true and correct.
SIGNED: W /4[;,%

PERSON A#OTHORIZED TO MAKE TRIP

OTE:

ALL ADVANCES MUST BE APPROVED BY CITY COUNCIL RESOLUTION PRIOR TO BEING ISSUED. ADVANCEMENT VOUCHERS SHOULD BE SUBMITTED TO THE
MAYORS OFFICE NO LATER THAN NOON, THURSDAY, PRIOR TO THE COUNCIL MEETING. REIMBURSEMENT REQUEST VOCUCHERS ARE TO BE APPROVED
BEFORE THE TRIP IS MADE. RECIEPTS ARE REQUIRED FOR ALL REIMBURSEMENT AND MUST BE TURNED IN TO THE APPROPRIATE ACCOUNTING
DEPARTMENT WITHIN FIVE (5) WORKING DAYS OF RETURNING FROM THE TRIP. FAILURE TO COMPLY WITH THIS POLICY MAY RESULT IN THE EMPLOYEE
BEARING THE COST OF THE TRIP.



TRAVEL YVOUCHER REQUISITION

DATE: 1/15/2025 VOUCHER NO. POL -00016
CHECK ONE:
. 1) ADVANCE EXPENSE REQUEST AMOUNT REQUESTED  458.40
2) REIMBURSEMENT REQUEST CHARGE TO ACCT. NO. 283-42100

3) PRE-PAID EXPENSES (registration, airline, etc.)
4) PURCHASE CARD REQUEST

Authorization is requested to advance the amount of;  § 150.00 1) to employee
OR approve the amount of:  § 2) to employee for reimbursement
$
$

OR to disburse the amount of; 3) for registration, airline ticket, etc.
OR approve the amount of. 308.40 4) for purchase card

To Gina Butler as travel expense for the following purpose:

Lodging and meal expenses for Gina Butler to attend the Crime Scene Photography training course
in Jefferson County, Alabama

on the dates of 3/12 - 14/2025

/o S ' Y
SIGNED: \/f AALL_ Lf@-i@t/\_ (.’}if!fi ( 7}3 (3‘
PERSON AUTHORIZED TO MAKEARIP

APPROVAL
< ’S /L_/\ COUNCIL MEMBER
DEPT. HEAD COUNCIL MEMBER
S OR
MAYOR RESOLUTION ADOPTED ON

ESTIMATED TRIP EXPENSES

Regular Expenses Expenses paid w/

Purchase Card
Gasoline
Registration Fee

Miles @ rate approved by the IRS
Airline Ticket(s)
Lodging

308.40
Meals and Tips 150.00
Taxi Fares
Miscellaneous:
TOTAL COST OF TRIP 150.00 308.40

Total Advanced
Less Cost of Trip
Rebate Due City or Balance Due Employee
| hereby certify that the above amount(s) are true and correct.

SIGNED:
PERSON AUTHORIZED TO MAKE TRIP

OTE: ALL ADVANCES MUST BE APPROVED BY CITY COUNCIL RESOLUTION PR|

IOR TO BEING ISSUED. ADVANCEMENT VOUCHERS SHOULD BE SUBMITTED TO THE
MAYORS OFFICE NO LATER THAN NOON, THURSDAY, PRIOR TO THE C

OUNCIL MEETING. REIMBURSEMENT REQUEST VOCUCHERS ARE TO BE APPROVED

BEFORE THE TRIP IS MADE. RECIEPTS ARE REQUIRED FOR ALL REIMBURSEMENT AND MUST BE TURNED IN TO THE APPROPRIATE ACCOUNTING

DEPARTMENT WITHIN FIVE (5) WORKING DAYS OF RETURNING FROM THE TRIP. FAILURE TO COMPLY WITH THIS POLICY MAY RESULT IN THE EMPLOYEE
BEARING THE COST OF THE TRIP.



