City Of | W

MadeiraBeach
MEMORANDUM

MEMORANDUM
TO: Civil Service Commission
FROM: Megan Powers, Assistant to the City Manager
DATE: May 15, 2024
RE: HR Report- June 5, 2024, Civil Service Commission Meeting
Update:

Open Positions:
o Recreation Leader | (PT)
=  Due to turnover
o Seasonal Rec Leader | (PT)
=  Summer Camp
o Parking Enforcement Officer (PT)
= Due to internal position change

Hired:
= 2 Recreation Leader | Seasonal- Summer Camp Counselors
e In process of screenings
= Parking Enforcement Officer

Projects:
o Training:
= Managers
e |ICMA training, see options attached.
o One time for new Managers
e Yearly Ethics training via Florida League of Cities
e Target Solutions: (at hire and yearly)
o Sexual Harassment for Supervisors
Reasonable Suspicion for Drugs/Alcohol
Diversity, Equity & Inclusion: Skills for Managers
Conflict Management
Understanding Employee Leave
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= All employees via Target Solutions at hire and yearly
e Ethics via target solutions
e Sexual Harassment
e Cyber Security
o Comp and Classification Study
o Updated Travel Policy, see attached
= Added verbiage to follow GSA (US General Services Admin.)
o Maternity/Paternity, included in updated handbook
= No comments, all looks good
=  Working with finance on fiscal impact (will be provided at meeting)

e HR Training:
o Working with Pinellas County HR Consortium on a potential
manager/supervisor training all cities can participate in.
*= Next meeting is June 21,

e Other Items being researched:
o Exit Survey
o Employee Satisfaction Survey
o Training:
= Cell Phone- all employees who hold a phone/anyone who drives
e Nothing in Vector Solutions, will look elsewhere.
o PTO Donation
= See attached for policies and forms.
=  Working with Pinellas County HR Consortium to come up with a
recommendation. Next Meeting June 215t



Practices for Effective Local Government Leadership

ICMA delivers the latest research in the 14 core areas critical for effective local government
leadership and management.

ICMA University is the premier resource for local government leadership and management training. Our programs
are designed to advance your career, enrich your community, and contribute to your professional fulfillment. ICMA’s
online workshops and programs bring the latest research from leading experts to your office. Our conferences and
in-person workshops allow you to network with colleagues and exchange ideas. All ICMA University programs are
drawn from the 14 core competencies that members have determined are essential to local government leadership
and management.

ICMA’s professional development programs encourage local government professionals to think in terms of
leading the organization and not just managing the organization. Leadership is engaging with and inspiring others to
participate in developing, achieving, articulating, and embodying a shared set of values, shared sense of purpose, and
shared vision of the desired community outcome. Leadership requires professionals who are highly interpersonally
competent as well as self-aware.

ICMA also recognizes the leadership role of local government managers in creating and maintaining resilient
and livable communities. Through the responsible stewardship of public resources, our communities will retain the
economic, environmental, and social capital needed to prosper for future generations.
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1. PERSONAL AND PROFESSIONAL INTEGRITY

Being fair, honest, and ethical in all personal and professional relationships and activities

Leadership dimensions that contribute to this core content area are:
e Fostering ethical behavior throughout the organization through exemplary personal actions
e Ensuring the decision-making model reflects integrity, honesty, and openness.

Management dimensions that contribute to this core content area are:

e Conducting professional relationships and activities fairly, honestly, ethically, and in conformance with
the ICMA Code of Ethics and the policies of your local government to maintain public confidence in the
profession and local government

e Performing official and personal affairs in a manner that clearly conveys that you cannot be
improperly influenced

e Fostering ethical behavior throughout the organization through staff training on administrative ethics and
the ICMA Code of Ethics

¢ Holding staff accountable and instilling accountability into operations

e Communicating ethical standards and guidelines to others.

2. COMMUNITY ENGAGEMENT

Ensuring and managing community involvement in local government to support good decision making

Leadership dimensions that contribute to this core content area are:
¢ Building relationships among local, state, and federal elected and appointed officials to advocate for
the community
e Ensuring robust public outreach in the policy-making process
e Respecting the governing body’s role in setting direction and vision, and helping staff and the community
understand the governing body's role in the democratic process
e Working to promote civility in public discourse
¢ Advocating for diverse viewpoints to be considered and helping the organization seek them out when
they appear to be missing.
Management dimensions that contribute to this core content area are:
e Understanding the perspectives of elected officials and being mindful of competing public values in
policy recommendations
e Learning and respecting a community’s history with various political, social, and economic issues
e Engaging with and understanding the viewpoints of key stakeholders in the community; committing to ongoing
communication about expectations, decisions, and outcomes
e Understanding emerging technologies that are designed to promote open dialogue between local
government and constituents
e Employing a range of engagement, positive communication, and conflict resolution methods.

3. EQUITY AND INCLUSION

Creating an environment of involvement, respect, and connection of diverse ideas, backgrounds, and talent
throughout the organization and the community

Leadership dimensions that contribute to this core content area are:
o Authentically bringing everyone, including traditionally excluded individuals and groups, into processes, activities,
and decision making
e Taking a proactive approach to service delivery and decision making that accounts for underlying differences in
opportunities, burdens, and needs, in order to equitably improve the quality of life for all.
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Management dimensions that contribute to this content area are:

¢ Driving measures, goals, and plans around diversity, equity, and inclusion within your organization
and community; communicating the vision for why and how achieving these goals will improve the organization
and service delivery

e Understanding and championing sustainable support mechanisms such as affinity groups, mentoring programs,
and cultural celebrations

o Educating the organization on common behaviors that advance diversity and inclusion efforts and
address implicit biases

e Being aware of and acknowledging culturally significant events and holy days for employees and
community members

e Creating opportunities for employees and community members to learn about each other’s cultural backgrounds,
lives, and interests; building relationships through increased understanding.

4. STAFF EFFECTIVENESS

Taking responsibility for the development, performance, and success of employees throughout the organization

Leadership dimensions that contribute to this core content area are:

e Energizing the team to reach a higher level of performance

¢ Providing the team with a sense of direction and purpose, and balancing the big picture framework
with day-to-day operations

e Prioritizing collaboration and efforts that create a shared sense of success

e Being a role model and demonstrating behavior expected by others

e Developing an environment where staff are encouraged to learn new skills and try new ideas

¢ Developing meaningful connections with people at all levels of the organization

e Facilitating teamwork.

Management dimensions that contribute to this core content area are:

o Setting clear expectations for the organization and work groups

e Creating an empowering work environment that encourages responsibility and decision making at all
organizational levels

e Delegating: assigning responsibility to others and relying on staff

o Coaching and mentoring: providing direction, support, and feedback to enable others to meet their
full potential

e Conducting effective performance evaluations, reviewing success and opportunities for achievement of
goals and work objectives, providing constructive feedback, and identifying others’ developmental needs
and available ways to address those needs

e Creating a positive atmosphere where interactions are based in respect and professionalism.

5. PERSONAL RESILIENCY AND DEVELOPMENT

Demonstrating a commitment to a balanced life through ongoing self-renewal and development in order to increase
personal capacity

Leadership dimensions that contribute to this core content area are:
e Modeling healthy work habits to your employees
¢ Modeling a healthy lifestyle to your employees
o Actively encouraging a personal and professional growth and development mindset throughout the organization
e Seeking and providing support when career setbacks occur.
Management dimensions that contribute to this core content area are:
e Periodically establishing personal development goals
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e Successfully integrating work and personal responsibilities; periodically assessing yourself and seeking
input from trusted others on their assessment of your work-life balance or integration

e Continually practicing mindfulness of your stress levels

¢ |dentifying areas where you would like to gain knowledge or skills and developing a plan to acquire those
skills and knowledge.

6. STRATEGIC LEADERSHIP

Defining and communicating a vision and leveraging all resources and tools to achieve it

Leadership dimensions that contribute to this core content area are:

e Creating, conveying, and instilling a unified vision and purpose by illustrating and providing examples of what
the future will look like

e Fostering a safe place to take risks and initiative; serving as an example to others by applying lessons learned
to future initiatives, decision making, and risk taking

e Examining the full scope of factors that influence an issue, determining calculated risks, and developing and
using relationships and interpersonal skills to build consensus

¢ Implementing integrated solutions to complex problems that address the needs of all stakeholders

¢ Creating new and innovative strategies to deal with rapid change by assessing the environment, synthesizing
strategies and plans, ensuring organizational direction and alignment, generating excitement in the workforce,
and celebrating new ideas

e Thinking and acting to instill a culture of continuous improvement; moving the organization forward through
consistent examination of methods and integration of new and innovative business trends

e Demonstrating high interpersonal competence and educating yourself on fundamental concepts such as
self-awareness, judgment, emotions, power, resistance to change, and trust.

Management dimensions that contribute to this core content area are:

e Sharing, supporting, and advocating the organization’s mission and vision by developing and communicating
the vision to staff and others

e Creating an environment through coaching that encourages others to address complex problems using a
strategic approach

¢ Providing resources and training to support creative innovation and problem-solving and seeking opportunities
for improvement as well as new initiatives.

7. STRATEGIC PLANNING

Developing a plan of action that brings the community together, provides clarity of purpose and priorities, and
guides the organization’s actions in achieving its goals and objectives

Leadership dimensions that contribute to this core content area are:

e Ensuring the organization is focused on the core mission, plans are implemented, and resources are
available to achieve the plan’s goals and objectives.

¢ Ensuring that the social responsibility of the organization is well understood and forms part of the
planning process

e Making sure the plan ties all parts of the organization together and that everyone sees themselves in the
plan and is invested in the plan

e Making sure that the planning process is highly participative, involves all levels of the organization, has
strong support from the elected officials and the community, and coalesces everyone around the plan

¢ Building an integrated planning system that begins with the community and flows to corporate, operational,
and individual plans. Plan examples include short- and long-term financial, human resource and workforce,
enterprise-wide technology, capital improvement and asset management, and community.
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Management dimensions that contribute to this core content area are:

e Carrying out the planning process incorporating the needs of all stakeholders, including input from the
community, elected officials, and staff

e Completing an environmental scan and assessment of organizational strengths, weaknesses, opportunities,
and threats including major economic, social, and competitive factors

¢ Developing a vision and mission for the organization that are aspirational and reflect the organization’s
social responsibility

e Ensuring that organizational values are incorporated into strategy and plans at all levels

¢ Determining goals and key strategic objectives and indicators

o Completing a strategic planning document

¢ Implementing the strategic plan

e Assessing the results of the planning effort through data collection and measurement and benchmarking
of performance

e Ensuring necessary improvements to processes and systems so that attainment of goals and objectives
is possible.

8. POLICY FACILITATION AND IMPLEMENTATION

Engaging with elected officials and other community stakeholders to create and execute policies that achieve
common goals and objectives
Leadership dimensions that contribute to this core content area are:

e Assessing the environment to determine the best approach or style for championing a project to success
¢ Maintaining perspective and focus on both short- and long-term outcomes

Listening to identify core interests and build cooperation and consensus among and within diverse groups

Helping diverse groups identify common goals and act effectively to achieve them

Energizing a group: acting as a stimulus for group action

Demonstrating courage and taking responsibility for advancing the policy discussion

Knowing when to lead others and when to follow the lead of others

Accepting and implementing elected officials’ decisions that run counter to your recommendations

Being politically savvy: recognizing and navigating relationships to influence and achieve positive results

Understanding the political environment and the impact of decision making on diverse groups.
Management dimensions that contribute to this core content area are:
¢ Helping elected officials develop a policy agenda that can be implemented effectively and that serves the
best interests of the community
e Understanding the policy cycle, including problem definition, data gathering, development and analysis of
alternatives, and ranking and recommendations
e Communicating sound information and recommendations

e Developing fact sheets, issue briefs, and other materials to provide information to decision makers and
other stakeholders

o Respecting the role and authority relationships between elected and appointed officials

e Recognizing interdependent relationships and multiple causes of community issues

¢ Anticipating the consequences of policy decisions and their link to strategy

e Acting as a neutral party in the resolution of policy disputes; using mediation and negotiation techniques

¢ |dentifying core initiatives, long-term trends, and policy issues to support and enhance the success of
local government

e Participating in national, state, provincial, regional, and local policy discussions.
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9. COMMUNITY AND RESIDENT SERVICE

Discerning community needs and providing responsive, equitable services

Leadership dimensions that contribute to this core content area are:
¢ Convening, encouraging, and ensuring that all facets of the community are represented and have physical
or technological access to engage in and be informed about community discussions and issues
o Celebrating participation and engagement of the community
e Building a culture of transparency throughout the organization
e Making difficult funding recommendations and building consensus when needed, taking service equity
into consideration
e Understanding that different approaches are needed to account for different needs.
Management dimensions that contribute to this core content area are:
e Adopting a variety of data collection methods to determine community and resident needs and to inform
decision making
e Using technology to build an open and engaging relationship between residents and their government
e Employing various communication methods, including social media, to ensure transparency and to tell the
story of local government services and performance
e Providing complete, accurate, and timely information.

10. SERVICE DELIVERY

Understanding the basic principles of service delivery, using strategic decision making and continuous
improvement to serve the organization and community, and influencing the components and relationships
between operational areas

Leadership dimensions that contribute to this core content area are:

e Championing and supporting comprehensive plans and quality standards for service delivery and efficiency

¢ Anticipating the probability and impact of external influences on the organization, community, and individual
service levels; initiating change to harness positive impacts and mitigate negative impacts

¢ |dentifying strategic decisions required to pivot current resources and policies to achieve a desired future state

¢ Holding managers and staff accountable for measuring performance, using data to improve services, sharing
data with other communities, and using data to communicate with constituents and tell a story

e Building a culture that values high performance and continuous improvement.

Management dimensions that contribute to this core content area are:

¢ Understanding the basic principles of service delivery in functional areas

e Systems planning: Understanding the processes by which functional and operational systems can impact the
ability to grow jobs and improve the economy, to control cost of government, and to improve quality of life;
recognizing that systems are interrelated and interdependent and must work in a coordinated fashion in order
to maintain long-term community vitality

o Asking the right questions of functional experts to ascertain service delivery needs and corresponding solutions

e Understanding the roles and responsibilities of all levels of management and aligning those with the broader
mission and vision of the organization

¢ |dentifying the interconnectivity within the organization and with other levels of government—horizontal
integration and collaboration—to create opportunities to improve service or efficiency

¢ |dentifying, gathering, and reporting performance measures in a manner that is meaningful, understandable,
and efficient; using data to lead and manage the organization and deliver results.
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11. TECHNOLOGICAL LITERACY

Demonstrating an understanding of information technology and ensuring that it is incorporated appropriately in
service delivery, information sharing, and public access

Leadership dimensions that contribute to this core content area are:
e Remaining future oriented to anticipate how new developments in technology can be applied to
local government
e Being a change agent, role model, and advocate for technology innovation that improves the organization
and community
e Engaging the users of technology in decision making about the tools they use to serve the community and
accomplish tasks
e Sharing data and technology with other communities to improve delivery of service and, ultimately, quality of life.
Management dimensions that contribute to this core content area are:
¢ |dentifying the organization’s technology needs and devising strategic plans to meet those needs
¢ Managing technology resources to maintain up-to-date systems, software, and infrastructure; establishing a
business continuity plan
e Ensuring security of information technology systems
e Continually exploring work process and process improvements; automating only effective processes.

12. FINANCIAL MANAGEMENT AND BUDGETING

Implementing long-term financial analysis and planning that integrates strategic planning and reflects a
community’s values and priorities; preparing and administering the budget

Leadership dimensions that contribute to this core content area are:

e Supporting transparency in financial planning and budget development by involving the community to
identify goals and prioritize spending

¢ Building financial resiliency by analyzing risk, anticipating future trends and challenges, and planning for
the unexpected

e Using the budget to tell a story and as a vehicle to connect with and inform the community

e Understanding the community and governing body’s priorities and advancing them through the budget and
short- and long-term financial planning and management

e Communicating and working collaboratively with departments and stakeholders throughout the budget
process and through ongoing financial management

e Ensuring the governing body is well informed about its fiduciary responsibilities.

Management dimensions that contribute to this core content area are:

¢ Implementing short- and long-term financial analysis and planning

e Preparing accurate and understandable capital and operating budgets

¢ Providing information for effective budget and financial planning decisions by elected officials and
other stakeholders

¢ Administering the adopted budget and ensuring accountability for spending

o Taking responsibility for preventing fraud in the system

o Engaging in strategic planning to direct the development of goals and the budget document

e Engaging employees across the organization in strategic planning, budget development, and ongoing
budget management

e Measuring performance and assessing the results of spending

e Understanding investments and best practices of government finance officers

e Interpreting financial information to assess the short- and long-term fiscal condition of the community,
determine the cost-effectiveness of programs, and compare alternative strategies.
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13. HUMAN RESOURCES MANAGEMENT AND WORKFORCE ENGAGEMENT

Ensuring that the policies and procedures of the organization are applied consistently and fairly, and motivating and
engaging the workforce to its highest potential

Leadership dimensions that contribute to this core content area are:

e Encouraging each employee to be focused on personal growth; proactively providing professional and
leadership development opportunities for staff
Modeling the organization’s values
Building a culture of trust and inclusiveness in which employees understand the big picture and how their
positions fit within it
Ensuring that hiring practices are open and transparent and that diversity goals are acted upon

Actively engaging employees in the development of a high-performance organization
¢ Forecasting the needs of the workforce and institutionalizing succession planning.
Management dimensions that contribute to this core content area are:
e Understanding the organization’s policies and procedures, making sure that they remain current, and ensuring
that they are applied consistently
Understanding the collective bargaining process
e Keeping current on trends in human resources management

Understanding employee and employer rights and responsibilities and applicable laws and regulations

Providing for continuous education and improvement, including coaching, mentoring, and access to
professional and leadership development

Recruiting, retaining, and developing a talented workforce

Aligning the organization’s human capital with the strategic objectives of the governing body.

14. COMMUNICATION AND INFORMATION SHARING

Effectively facilitating the flow of ideas, information, and understanding

Leadership dimensions that contribute to this core content area are:

e Articulating personal support for policies, programs, or ideas that advance organizational and
community objectives

e Practicing emotional intelligence, including understanding and managing your own and others’ emotions
and harnessing emotions to apply them to tasks like thinking and problem solving

e Using verbal and nonverbal communication and cues to inspire and motivate

o Effectively communicating with elected officials

e Maintaining poise and composure while presenting in emotionally charged and crisis situations

e Understanding your environment; knowing when to engage and when not to engage

¢ Building a culture of transparency in the organization that facilitates effective information sharing across
the entire organization and community

e Strategically supplementing the organization’s communication tools to provide the most effective
outreach opportunities.

Management dimensions that contribute to this core content area are:

e Clearly and articulately conveying a message to diverse audiences who have different levels of understanding
of the content

o Selecting the most effective communication methods and using interesting and compelling tools to share
information, including story telling

e Communicating and sharing information respectfully, credibly, and confidently

e Communicating complex material in a nontechnical way
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Anticipating things that can go wrong and preparing accordingly
e Demonstrating a solid grasp of the subject matter

e Understanding, appreciating, and interacting with persons from cultures or belief systems other
than one’s own

e Providing accurate information in a timely manner

¢ Training staff on how to appropriately and effectively communicate with various stakeholders, including
traditional and social media, with one message and one voice, and in compliance with community protocols

e Preparing a crisis communication protocol

o Establishing positive working relationships with the media and other key information-sharing outlets

e Understanding and training staff on the importance of appropriate compliance with public records requests.
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Local Government 101 Online Certificate Program

Give your resume a boost with an ICMA professional certificate in local government management.

L OCAL
Government

101

ICMA-owned image

Local Government 101 goes back to the basics - grounding local government professionals in those key skills and practices that are the
foundation of becoming an effective local government manager.

What is Local Government 101?

This interactive online certificate program immerses you in the special challenges that confront the local government manager today.
Taught by experienced managers and local government experts, it is designed to impart real-life experience, best practices, and sound
advice in the areas most important to a manager’s day-to-day role.

Gain Your Competitive Edge

Local Government 101 helps new and mid-career managers, assistant managers, and even career-changers new to local government gain
the competitive edge in leading their communities and advancing their careers. This five-course, 15-session program provides the basic
skills you need to do an outstanding job for your community and make yourself marketable in the increasingly competitive field of local

government management.

Program Details

Format: Local Government 101 is available in two on-demand learning tracks so that participants may learn around their schedules. You

have one year to complete the program.

Choose Your Own Learning Track

There are two learning tracks available so you may choose the one that best suits your needs:

Track 1: Local Government Fundamentals Plus Equity and Inclusion

15 90-minute modules

e Course 1: Effective Local Government Manager (3 on demand modules/90 minutes each)

Privacy - Terms


https://icma.org/
https://www.google.com/intl/en/policies/privacy/
https://www.google.com/intl/en/policies/terms/

Course 2: Equity and Inclusion (3 on demand modules/90 minutes each)

Course 3: Human Resources and Staff Effectiveness (3 on demand modules/90 minutes each)

Course 4: Managing Local Government Services (3 on demand modules/90 minutes each)

Course 5: Becoming an Effective Leader (3 on demand modules/90 minutes each)

Fee: Member = $1,495; Nonmember = $2,495 (Join ICMA)

Track 2: Local Government Fundamentals Plus Disaster Preparedness

e Course 1: Effective Local Government Manager (3 on demand modules/90 minutes each)

e Course 2: Disaster Preparedness (3 on demand modules/90 minutes each)

e Course 3: Human Resources and Staff Effectiveness (3 on demand modules/90 minutes each)
e Course 4: Managing Local Government Services (3 on demand modules/90 minutes each)

e Course 5: Becoming an Effective Leader (3 on demand modules/90 minutes each)

Fee: Member = $1,495; Nonmember = $2,495 (Join ICMA)

MissizsnSquare
RETIREMENT
Special thanks to Mission Square, Founding Corporate Sponsor.
Topics
Community Engagement Finance & Budgeting Human Resources Leadership Management

Job Titles

Department Heads Entry-Level Staff Students and Interns
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You may also be interested in

Application Deadline Extended for the Leadership Institute on Race, Equity, and Inclusion
05-14-2024

Open to ICMA members only, the application period for the 2025 cohort of fellows closes June 30.

i
S [ West Coast
' B Mountain Plaing
(] Midwest

ICMA Regions USA and International

05-08-2024

Celebrating Public Servants



https://icma.org/articles/member-news/application-deadline-extended-leadership-institute-race-equity-and-inclusion
https://icma.org/articles/member-news/application-deadline-extended-leadership-institute-race-equity-and-inclusion
https://icma.org/page/icma-regions-usa-and-international
https://icma.org/page/icma-regions-usa-and-international
https://icma.org/blog-posts/celebrating-public-servants
https://icma.org/blog-posts/celebrating-public-servants

05-06-2024
While we should celebrate these contributions year-round, it is especially fitting we do so during Public Service Recognition Week.

Letter from the CEO: Strong Local Government Organizations Emphasize Workplace Well-
Being

05-01-2024

Mental Health Awareness Month presents an opportunity to engage all levels in leading change.

About Contact Join ICMA

Subscribe to the latest from ICMA

EMAIL Subscribe
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CITY OF MADEIRA BEACH TRAVEL POLICY

Travel expense records are open to the public and must be able to sustain the test of public review. When planning and

paying for travel, economy, prudence and necessity are of primary concern. The use of City funds to accommodate personal

comfort, convenience, and taste is not permitted. It is the policy of the City of Madeira Beach to limit travel costs only to

those expenses that are necessary for providing essential services to the Madeira Beach citizens. Travelers and travel

planners are expected to seek ways of reducing the cost of travel/training requests.

At least 2 weeks prior to requested travel:

Complete the Employee Travel Expense Pre-Approval Form subject to the following:
A. Attach quotes and estimates for airfare and lodging.
B. Mileage is to be reimbursed at $0.67 per mile (effective 2024), calculated as 300 Municipal Drive to/from

the destination.

C. When not provided by the organization sponsoring the event, meals are to be reimbursed at the rate calculated on the

U.S. General Services Administration (GSA) site. Place the location traveling to and provide a screenshot or print
attachment. https://www.gsa.gov/travel/plan-book/per-diem-rates.

D. Tolls, shuttles, rail, parking, etc. are eligible for reimbursement when properly documented with receipts. Such
items should be included as estimates on the form, as “Other” or “Incidental Expenses”.
Route the Employee Travel Expense Pre-Approval Form for review and approval by the department director; then

Finance; then City Manager.

Upon approval of the Employee Travel Expense Pre-Approval Form:

Book any applicable lodging or airfare, claiming sales tax exemption, using a City credit card whenever possible. A

Tax Exempt Certificate is included in this packet.

Upon completion of travel/training:

Complete the Travel Expense Reimbursement Form, including actual receipts for approved expenses.

Attach the Travel Expense Reimbursement Form to the completed and approved Employee Travel Expense Pre-
Approval Form and submit to the Finance Department for processing.

Upon verification that the Travel Expense Reimbursement Form is consistent with the Employee Travel Expense
Pre-Approval Form, the Finance Department will issue a reimbursement check to the employee at the earliest
available date. When necessary, based on individual need or the magnitude of the requested amount, certain
reimbursements may be provided prior to the travel or training. Such requests are to be approved by the

department director and Finance Director.

W: FORMS/ACTIVE/CITY OF MADEIRA BEACH TRAVEL APPROVAL PACKET 2022


https://www.gsa.gov/travel/plan-book/per-diem-rates

BEFORE TRAVEL

EMPLOYEE TRAVEL EXPENSE PRE-APPROVAL FORM

Name Title

Purpose of Trip

Location

Dates Covered

ESTIMATED TRAVEL EXPENSES

Provide a copy of any rate quotes received and maps for mileage with this request

Total Miles

(there and back

from City Hall)

Auto allowance (always leaving from City Hall) @ $0.67

Registration fees

Hotel/lodging

Other (air, rail, bus, etc.)

Meals via GSA Per Deim

Other incidental expenses (tolls, parking, etc.)

Total
Employee Signature Date Human Resources Date
Department Head Date Finance Director Date

Approval is contingent upon budgeted funding and availability at the time of request. The City of Madeira Beach
has APPROVED / NOT APPROVED this request.

City Manager Date

Account Number: Amount:

W: FORMS/ACTIVE/CITY OF MADEIRA BEACH TRAVEL APPROVAL PACKET 2022



AFTER TRAVEL

Employee Name: Date:

Upon return, use this worksheet to itemize reimbursement expenses
MUST ATTACH RECEIPTS IF AVAILABLE

Travel Expense Reimbursement

SPEEDOMETER SPEEDOMETER TOTAL MILES
DATE READING FROM READING T0 EACH WAY

TOTAL MILEAGE MULTIPLIED BY $0.58.5 | $

DATE BREAKFAST LUNCH DINNER NO. OF PEOPLE TOTAL

TOTAL MEALS AND TIPS | S

DATE DESCRIPTION AMOUNT

TOTAL | S

Total requested reimbursement (S): $

Department Director approval: City Manager approval:

W: FORMS/ACTIVE/CITY OF MADEIRA BEACH TRAVEL APPROVAL PACKET 2022
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Cemficate NLimber Effeotive Date Exuration Date Exemp.  Category
This certifies that

CITY OF MADEIRA BEACH
300 MUNICIPAL DR
MADEIRA BEACH FL 33708-HI-16

i6 e,xempt from the payment of Flonda .sates and use tax on re,al property rented, transient rental property rented, tang ble
personal property purohased or rented, or services pumhased.

- o DR-14
ﬁi | Important Information for Exempt Organizations R, 10/1!:1
FIORfDA
1. You must pro\llide all ve:ndors and suppflers with an exemption certiffcate before making tax-exempt purcha s,
See- Rule 12A-1.038, FJorida Administratirve Code (F_A.C.}.
2. Your Coosvmer.<i Certificate of Exemption is to be t.1sed sole4y by your organization fur your org!linization's
OU5tomary nonprofit acllvttf es.
3. Purchases made by ar, individual on behalf of he organization ara taxabte, e.ve if the individual will be
reimbursed by the organizat on.
4. This exempti.on appi.es only to purchases yourorganizat!on mi3'kes. The s e or lease to others of tangible

perSonal prcperty, sleeping .accommodations, o:r other real property is taxaib'8. Ycur organiz.at1on must register,
and ccllact and mmit salas and use tax.on suctl taxable transactions. Note Churci"ies are eKempt from ttiis
requirem€nt except when they are the lessor of real property(Rule 12A-1.070, F:A.C.).

5. ftis a oriminal offense 'lo frnud1.ilen-tly present this,cer1ificate to evade the paymer,rtof sales tax. Under no
eiroumstanees shoukl this oertifirate be used for the personal benefit of any individual. VtOlators will be Hable tor
payment of the:sales tax pJw:; a penalty of 200% of the tax., ood may be subject to conviction of a ttlird-degree
felony. Amr; violation will re,qu:lre the revocation of'this certificate.

6. Hy,ou have que-Stiions regarding your e.xempilion certificate, pt-ease contact the Exe:mpttioo Unit-of Aooount
Management at 800-352..3671. Fro:m the avalla/ble optlons, s eci"Reglstrat on of Taxes, then .,. egisilration
Information." alld finally "Ex.emption Oertiflcates and Nonprofit En tles." The mam g address is PO Box.,6480,
Tallahassee, FL 32314 6-480.
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