Board Travel
Policy
I.

Purpose
A.

To encourage ACERA Board and Alternate Trustees (“Trustees”) to pursue educational
and business related initiatives that will assist the Trustees in meeting their fiduciary duties
to administer the pension plan;

B.

To facilitate Trustees’ participation in such activities;

C.

To ensure that expenditures incurred from travel or business related activities are prudent
and cost-effective, and to mitigate the risk of improprieties arising from these activities.

II.

Assumptions
The Travel Policy rests on the following important assumptions:
A.

Prudent oversight of a public sector pension plan requires that Trustees travel to business
meetings and educational conferences or seminars held in or outside of the State of
California. Travel and related costs incurred in doing so not only represent legitimate
expenses of the plan, but are a sound investment in the ongoing success of the organization
in meeting the needs of the membership.

B.

Any expenditures relating to travel by ACERA Trustees and reimbursement of travel related
expenses by the plan must comply with the Board’s fiduciary obligations to plan members
and beneficiaries.

C.

Trustees shall disclose all expenditures and expenses for which they seek reimbursement on
claim reimbursement form.
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Policy Guidelines
A.

ACERA Trustees are authorized to incur reasonable expenses necessary to fulfill their
fiduciary or operational duties pursuant to the Trustee Education Policy, subject to the
guidelines contained herein and consistent with ACERA’s Conflict of Interest Policy.
ACERA shall reimburse Trustees for business and travel related expenses consistent with
this Travel Policy.

B.

Trustees shall ensure that all business and travel related expenses are reasonable using
ACERA specific business-related expense guidelines attached as Exhibit A.

C.

Each Trustee is allotted $15,949 for the calendar year effective January 1, 2022. The
allotment for each Trustee shall automatically increase by the Consumer Price Index (CPI)
for the greater San Francisco area effective January 1 of each year, subject to budgetary
constraints. Staff will automatically update the Policy to reflect the new allotment and will
notify the Committee of the new amount each year.

D.

Excluded from the allotted annual amount are the following educational opportunities
which provide unique, high level learning opportunities for Trustees which are more
expensive than typical training opportunities and in which Trustees are unlikely to
participate every year:
1.

Half of the total expenditures of the Milken Global Institute conference. The total
expenditures include conference fee, airfare, accommodation and other travel costs.

2.

For first time Trustees, the Wharton Portfolio Concepts and Management and
CALAPRS Principles of Pension Management or comparable Wharton and
CALAPRS Programs.

3.

The advanced Wharton and CALAPRS pension management trainings may be taken
by each Trustee once every three years.

E.

Should a Trustee desire to incur business and travel-related expenses which exceed the
annual allotment, the Trustee must receive approval from the Board before incurring the
expense. Special consideration will be given to requests by New Trustees, who are
encouraged to attend educational seminars to obtain sufficient knowledge to better prepare
them to execute their fiduciary responsibilities and govern the system.
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In light of ACERA’s asset allocation to international investments, the Board may authorize
travel outside the US if such a travel request is deemed to be consistent with all of the
provisions in this Policy and the Conflict of Interest Policy. The Trustee shall seek approval
for travel outside the US from the Board.

G.

Trustees agree to make every attempt to attend any programs for which they have signed
up to avoid the loss of travel and related expenses incurred by ACERA.

H.

Reservations for airline tickets and hotel accommodations may be made through the office
of the CEO.

I.

When traveling by air Trustees may extend their trip if it will result in no additional cost or
a net savings to ACERA.

J.

Staff will provide each Trustee with a monthly statement listing the individual Trustee’s
travel and business related expenditures to date.

K.

Staff will provide the Operations Committee with a quarterly report identifying expenditures
and the educational conferences that each Trustee has attended to date.

IV.

Policy Review
The Operations Committee will review this policy every three (3) years to ensure that it
remains relevant and appropriate. The Committee shall make recommendations to the Board
concerning any improvements or modifications it deems necessary.

V.

Policy History
The Board reviewed and affirmed this policy, with revisions, on November 21, 20191.

1

The Board adopted the Board Travel Policy (then named the Travel Policy) on September 16, 1999. The Board reviewed and affirmed, with revisions,
on September 20, 2001; May 19, 2005; May 18, 2006; November 9, 2006; October 18, 2007; November 19, 2009; March 18, 2010; January 20, 2011;
November 8, 2012; September 19, 2013; October 16, 2014; November 12, 2015; June 22, 2017; February 15, 2018. The Board reviewed and affirmed,
without revisions, on November 9, 2011 and affirmed with revisions on February 15, 2018 and on November 21, 2019. The Policy was automatically
updated on February 14, 2022 to reflect the CPI adjusted travel allotment for 2022.
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I.

Purpose
These guidelines summarize the procedures for authorization and reimbursement of business
and travel-related expenses for Trustees.
A.

The governing principle for business and travel-related expense reimbursement is that
Trustees should neither profit nor suffer monetarily as a result of acquiring education
and/or conducting ACERA business.

B.

Business and travel-related expenses include costs directly paid by ACERA to either an
outside vendor for transportation, lodging, and related expenses, or to Trustees for
reimbursement of incidental travel costs such as meals, tips, and baggage costs, incurred
during the course of acquiring Trustee education or conducting ACERA business.

C.

ACERA will neither pay for nor reimburse a Trustee for business or travel-related expenses
that have been or will be paid for or reimbursed from any outside sources.

D.

Trustees are expected to follow this Board Travel Policy in a manner that minimizes
expenses and fairly assigns the costs of business-related activities to ACERA.

II.

Reimbursement Request Responsibility And Requirements
A.

Trustees are required to comply with the Board Travel Policy. The Trustee requesting
reimbursement or incurring the expense is responsible for ensuring all the following:
1.

The travel and other expenses are directly related to an approved education or
business matter;

2.

Mileage and other reimbursement calculations are accurate; and
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Proper business justification and supporting documentation have been provided to
ACERA for processing the expense.

B.

Trustees must account for all business and travel-related expenses.
1.

Substantiation of the expense requires the original receipts (a photo copy of the
original receipt is acceptable), printed confirmation of itinerary or order confirmation
if purchased on the internet, and an adequate record of each expense indicating the
provider of service or product, amount, date, and location of expense.

2.

Submit reimbursement within 45 days of completion of travel or the date the expense
was incurred. Exceptions to the 45-day timeframe will be made for extenuating
circumstance (e.g., illness, emergency, or unforeseen absence).

C.

The CEO or designee is responsible for approving a Trustee’s request for reimbursement
by verifying the following:
1.

Expenses were related to an approved business matter;

2.

Expenses are documented as required and that the Board Travel Policy has been
applied;

3.

Expense reports or other requests for reimbursement are mathematically accurate;
and

4.
III.

The applicability of any exceptions.

General Expense Provisions
A.

ACERA will reimburse tips or gratuities for travel and business services such as meals,
baggage handling and storage, ground transportation and hotel services. Reasonable and
customary tips for meals are 15-18% of the bill. Tips for other services will be in amounts
that are reasonable and customary for the service rendered.

B.

ACERA will not provide, pay for, or make reimbursements for the travel-related expenses
of companions or spouses who accompany a Trustee on ACERA business.
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ACERA will not reimburse or pay for personal items or services unrelated to a valid business
or educational purpose.

D.

At no time, and under no circumstances, stated or unstated in this Board Travel Policy, will
ACERA reimburse or pay for alcoholic beverages.

IV.

Automobile, Shuttle, Taxi and Alternative Transportation
A.

Generally,
1.

Trustees will select a reasonable and cost effective means of transportation such as
personally owned vehicles, rental cars, taxis, shared economy options (e.g., Uber or
Lyft), Bay Area Regional Transit (BART), Alameda County (AC) Transit and other
forms of public transportation.

2.

Trustees shall maintain receipts to obtain reimbursements. Fees for transportation,
parking and tolls are all reimbursable.

3.

ACERA will not reimburse for parking tickets, fines for moving violations, vehicle
towing charges, or auto repairs and maintenance.

B.

Personally Owned Automobiles (POV)
1.

Trustees may only use their POV for ACERA business if they are in possession of
both a valid driver’s license and maintain current comprehensive auto insurance,
including liability limits that match those carried by ACERA’s vehicle insurance
policy. If not, the Trustee is not authorized to drive for ACERA business travel.

2.

Trustees may use their POV instead of flying if they provide documentation that the
cost of using a POV is comparable to flying and, if needed, airport transportation
and rental car charges at the final location.

3.

Reimbursement for mileage is based on the Internal Revenue Service’s (IRS) business
standard mileage rate. ACERA will only reimburse mileage for the most reasonably
direct route (given traffic and other constraints) driven solely for business purposes.
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Mileage Expenses
1.

To receive reimbursement for mileage, Trustees must complete an expense report
specifying the purpose of the trip, point of origin, destination and date of trip.
Trustees shall submit a documented route through a mapping service to verify the
mileage.

2.

Mileage shall ordinarily be computed one of the following two ways, depending upon
the circumstance: a) Between the Trustee’s office and the common carrier or
destination (if Trustee left for travel from the workplace); or b) Between the Trustee’s
residence and the common carrier or destination (if Trustee left from his or her
residence).

D.

Rental Car Travel (Domestic and Foreign)
1.

Rental cars are authorized only when another form of ground transportation is either
unavailable or would create an unreasonable hardship for the Trustee. Trustees shall
rent cars that are economical and reasonable.

2.

Rental vehicles for ACERA business purposes are subject to the following
conditions:
a.

All drivers of rental vehicles must be over the age of 25 unless pre-approved by
the CEO or designee.

b.

ACERA’s automobile insurance provides liability coverage, but does not provide
coverage for any physical damage to the automobile. Collision insurance coverage
provided by the rental agency is required for all vehicles.

c.

If a rental vehicle is required for travel outside the United States, the Trustee is
required to contact ACERA’s Legal Department or Administration Department
to ensure the agency’s automobile insurance policy coverage is in force at the
foreign destination.
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Any accident involving a rental vehicle must be reported in writing within 24
hours to both the car rental agency and the CEO or designee except in cases of
injury rendering the ACERA Trustee unable to report within 24 hours.

3.

Trustees are required to cooperate in the investigation of any accident involving their
rental car.

V.

Airline Travel
A.

Airline Fares
Airfares should be the most economical that are reasonable under the circumstances
regardless of whether ACERA purchases the tickets or Trustees purchase their own airline
tickets.

B.

Baggage and Lost Luggage/Items
The airline charge for one checked bag is a reimbursable business expense. Charges for
more than one bag will be reimbursable under the following circumstances:
1.

The Trustee is transporting ACERA business and/or conference materials; or

2.

The Trustee is on a travel period longer than 3 days or is traveling internationally.

ACERA does not purchase or maintain insurance coverage for lost luggage or the personal
belongings of Trustees while on ACERA business travel.
C.

Parking or Other Forms of Transportation for the Airport
Airport or other business parking will be reimbursed. Trustees are urged to seek cost
effective transportation to and from the airport such as shuttles or other public
transportation.

VI.

Lodging
A.

Generally:
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ACERA will directly pay for or reimburse for lodging expenses for a standard room
during ACERA-related travel, which could also include an upgraded room where
there is no increased cost.

2.

ACERA will reimburse for business related services such as Wi-Fi connection,
printing, and faxing when such expenses are incurred for authorized business travel.

3.

If paying with a personal credit card, the Trustee must present an itemized hotel bill
for reimbursement of lodging expenses.

B.

Cancellations
1.

ACERA will pay for costs incurred as a result of a hotel room cancellation only under
extenuating circumstances such as illness or emergency.

2.

A written explanation for the cancellation verified by the CEO or designee must be
submitted to the Fiscal Service Department within 15 days of the cancellation.

C.

“No-Show” Charges
1.

Trustees are responsible for requesting a refund from the hotel for a “no show”
charge regardless of whether ACERA or the Trustee made the reservation.

2.

In the case of flight delays or cancellations which are outside of a Trustee’s control,
ACERA will reimburse for additional expenses incurred to continue travel, such as
rebooking fees or increased airfares.

VII.

Meals For Business Meetings While Traveling
A.

Trustee only Business Meals
1.

ACERA will reimburse for meals during business-related travel (as distinguished
from local business meals covered below in Section VIII) at a rate not to exceed $100
per person, per day. Receipts for all meals are required.

2.

As a general rule, Trustees are not expected to incur personal expense for meals while
attending conferences, training workshops, and similar activities. If meals are
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provided and paid for as part of the cost of attendance, Trustee should exercise
fiduciary responsibility and make a reasonable adjustment to the $100 a day meal
allowance. If, however, dietary restrictions prevent consumption of provided meals,
no adjustment in the meal allowance is expected.
B.

Business Meals for Others
1.

Trustees may pay for the meals of other ACERA Trustees as part of a businessrelated meeting.

2.

ACERA will also reimburse Trustees for meals paid for on behalf of other meeting
attendees so long as the meal is for an ACERA business purpose.

3.

The receipt submitted by the Trustee must include the business justification for the
expense and the names of all meal recipients and their affiliation with ACERA.

VIII.

Meals For Business Meetings When Not Traveling
A.

Trustee Only Business Meals
1.

ACERA will reimburse Trustees for meals incurred as part of a meeting only where
the primary purpose of the meeting is to conduct ACERA business and there is a
valid business need to meet over the meal.

2.

The receipt submitted by the Trustee must include the name of each meal recipient
and the business purpose for purchasing the meal for the others. Meals under this
circumstance should not exceed twenty-five dollars ($25) each for breakfast and
lunch and fifty dollars ($50) for dinner per person.

B.

Trustee Only Meals at Local Conferences, Seminars, Workshops, etc.
1.

ACERA will reimburse Trustees for the cost of their meals when attending a local
conference, seminar, workshop, presentation, or other similar group meeting when
it extends through the usual mealtime.
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The receipt submitted by the Trustee must include the purpose of the meeting and
should not exceed twenty-five dollars ($25) each for breakfast and lunch and fifty
dollars ($50) for dinner.

3.

Meals provided and paid for by ACERA for in-house training, seminars, workshops,
or meetings are not included in this Board Travel Policy.

IX.

Lost Receipts
A.

A receipt or a credit card statement is required for all requests for reimbursement of
purchases over $5.

B.

If a Trustee loses a receipt and cannot obtain a duplicate, the Trustee may receive
reimbursement by providing ACERA with a completed Affidavit Form for Business
Expenses without Receipt. The use of affidavits is expected to be an exception and not a
regular practice.

