RESOLUTION TO
AMEND THE EMPLOYEE HANDBOOK OF POLICIES AND PROCEDURES
FOR OUT OF STATE TRAVEL

SPONSOR: MAYOR EMILY MCFARLAND
FROM: FINANCE COMMITTEE

WHEREAS, the City adopted the current City of Watertown Employee Handbook of Policies and
Procedures on July 6, 2012 with the most recent amendment occurring on February 17, 2024; and,

WHEREAS, the City desires to update its policy to give authority to the department head to approve out
of state travel requests.

NOW, THEREFORE, BE IT RESOLVED BY THE COMMON COUNCIL OF THE CITY OF WATERTOWN,
WISCONSIN:

That Article V. Benefits shall be repealed and restated to read as follows:

P. TRAVEL REIMBURSEMENT

Job-related travel outside of Jefferson or Dodge County and incurrence of travel expenses shall be
approved in advance of departure by the employee’s department head using the travel request and
reimbursement form. Travel outside the State of Wisconsin shall be approved in advance of departure by
the employee’s department head using the travel request and reimbursement form.

After job-related travel is completed, claims for reimbursement of travel expenses shall be filed with each
employee’s supervisor using the travel request and reimbursement form no later than thirty (30) days
following incurrence and must be supported by documentation including receipts for any meals or lodging.

In the event a traveler is accompanied by family members, care must be exercised to include only costs
attributed to the employee.

That this Resolution shall be in full force and effect upon its passage and adoption.
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