CONTRACT NO. 2123-18704
PURCHASE ORDER NO. 70000187926

AIR MONITORING SUPPORT SERVICES
for

COOK COUNTY DEPARMENT OF ENVIRONMENT AND SUSTAINABILITY

SECTION |
SPECIFICATIONS

1. Overview:
Upon execution of this Contract by Cook County Office of the Chief Procurement Officer, Cook
County accepts the Vendor’s invoice (See Attachment B) for Air Monitoring Support Services.

2. Scope of Work: The Vendor has been selected to provide Air Monitoring Support Services.

3. Contract Value: $104,080.00

4. Contract Period: June 16, 2021 through June 15, 2022

5. Vendor Information:
Vendor Name: Montrose Air Quality Services, LLC
Address: 990 West 434 Avenue
Denver, CO 80211
Telephone: (303) 670-0530

Contact person: Patrick Clark
E-mail: pclark@montrose-env.com
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SECTION I
GENERAL CONDITIONS

GC-01 INDEMNIFICATION

The Contractor covenants and agrees to indemnify and save harmless the County and its commissioners, officials, employees, agents and representatives, and their respective
heirs, successors and assigns, from and against any and all costs, expenses, attorney's fees, losses, damages and liabilities incurred or suffered directly or indirectly from or
attributable to any claims arising out of or incident to the performance or nonperformance of the Contract by the Contractor, or the acts or omissions of the officers, agents,
employees, contractors, subcontractors, licensees or invitees of the Contractor. The Contractor expressly understands and agrees that any Performance Bond or insurance
protection required of the Contractor, or otherwise provided by the Contractor, shall in no way limit the responsibility to indemnify the County as hereinabove provided.

GC-02 INSPECTION AND RESPONSIBILITY

The County shall have a right to inspect and approve any Contract goods, equipment, supplies or services used in carrying out this Contract and shall approve the quality and standards
of all materials or completed work furnished under this Contract. Contract goods, equipment, supplies or services not complying herewith may be rejected by the Chief Procurement
Officer and/or the Using Agency and shall be replaced and/or re-performed by the Contractor at no cost to the County. Any Contract goods, equipment or supplies rejected shall be
removed within a reasonable time from the premises of the County at the entire expense of the Contractor, after notice has been given by the County to the Contractor that such
Contract goods, equipment or supplies have been rejected.

GC-03 PAYMENT TO CONTRACTORS

All invoices submitted by the Contractor shall be in accordance with the cost provisions contained in the Contract Documents and shall contain a detailed description of the Deliverables
(i.e., the goods, equipment, supplies or services) including the quantity of the Deliverables, for which payment is requested. All invoices will be paid within sixty (60) days of County’s
receipt of Contractor’s invoice. All invoices for services shall include itemized entries indicating the date or time period in which the services were provided, the amount of time spent
performing the services, and a detailed description of the services provided during the period of the invoice. All Contracts for services that are procured as Sole Source must also
contain a provision requiring the Contractor to submit itemized records indicating the dates that services were provided, a detailed description of the work performed on each such
date, and the amount of time spent performing work on each such date. All invoices shall reflect the amounts invoiced by and the amounts paid to the Contractor as of the date of the
invoice. Invoices for new charges shall not include “past due” amounts, if any, which amounts must be set forth on a separate invoice. Contractor shall not be entitled to invoice the
County for any late fees or other penalties.

In accordance with Section 34-177 of the Cook County Procurement Code, the County shall have a right to set off and subtract from any invoice(s) or Contract price, a sum equal to
any fines and penalties, including interest, for any tax or fee delinquency and any debt or obligation owed by the Contractor to the County.

The Contractor acknowledges its duty to ensure the accuracy of all invoices submitted to the County for payment. By submitting the invoices, the Contractor certifies that all itemized
entries set forth in the invoices are true and correct. The Contractor acknowledges that by submitting the invoices, it certifies that it has delivered the Deliverables, i.e., the goods,
supplies or equipment set forth in the Contract to the Using Agency, or that it has properly performed the services set forth in the Contract. The invoice must also reflect the dates and
amount of time expended in the provision of services under the Contract. The Contractor acknowledges that any inaccurate statements or negligent or intentional misrepresentations
in the invoices shall result in the County exercising all remedies available to it in law and equity including, but not limited to, a delay in payment or non-payment to the Contractor, and
reporting the matter to the Cook County Office of the Independent Inspector General.

GC-04 DISPUTES

Any dispute arising under the Contract between the County and Contractor shall be decided by the Chief Procurement Officer. The complaining party shall submit a written statement
detailing the dispute and specifying the specific relevant Contract provision(s) to the Chief Procurement Officer. Upon request of the Chief Procurement Officer, the party complained
against shall respond to the complaint in writing within five days of such request. The Chief Procurement Officer will reduce his/her decision to writing and mail or otherwise furnish a
copy thereof to the Contractor and Using Agency. Dispute resolution as provided herein shall be a condition precedent to any other action at law or in equity. Notwithstanding a dispute,
Contractor shall continue to discharge all its obligations, duties and responsibilities set forth in the Contract during any dispute resolution proceeding unless otherwise agreed to by the
County in writing.

GC-05 COMPLIANCE WITH LAWS

The Contractor shall observe and comply with the laws, ordinances, regulations and codes of the Federal, State, County and other local government agencies which may in any manner
affect the performance of the Contract, including but not limited to those County Ordinances set forth in the Certifications, Affidavits or EDS attached hereto and incorporated herein.
Assurance of compliance with this requirement by the Contractor's employees, agents or subcontractors shall be the responsibility of the Contractor. The Contractor shall secure and
pay for all federal, state and local licenses, permits and fees required in order to perform this Contract.

GC-06 AUDIT; EXAMINATION OF RECORDS

The Contractor agrees that the Cook County Auditor or any of its duly authorized representatives shall, until expiration of three (3) years after the final payment under the Contract,
have access and the right to examine any books, documents, papers, canceled checks, bank statements, purveyor's and other invoices, and records of the Contractor related to the
Contract, or to Contractor's compliance with any term, condition or provision thereof. The Contractor shall be responsible for establishing and maintaining records sufficient to document
the costs associated with performance under the terms of this Contract.

The Contractor further agrees that it shall include in all of its subcontracts hereunder a provision to the effect that the subcontractor agrees that the Cook County Auditor or any of its
duly authorized representatives shall, until expiration of three (3) years after final payment under the subcontract, have access and the right to examine any books, documents, papers,
canceled checks, bank statements, purveyor's and other invoices and records of such subcontractor involving transactions relating to the subcontract, or to such subcontractor's
compliance with any term, condition or provision thereunder or under the Contract.
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GC-06 AUDIT; EXAMINATION OF RECORDS (continued)

In the event the Contractor receives payment under the Contract, reimbursement for which is later disallowed by the County, the Contractor shall promptly refund the disallowed amount
to the County on request, or at the County's option, the County may credit the amount disallowed from the next payment due or to become due to the Contractor under any contract
with the County.

GC-07_GOVERNING LAW

This Contract shall be govemned by and construed under the laws of the State of lllincis. The Contractor imevocably agrees that, subject to the County's sole and absolute election, any
action or proceeding in any way, manner or respect arising out of the Contract, or arising from any dispute or controversy in connection with or related to the Contract, shall be litigated
only in courts within the Circuit Court of Cook County, State of llinois, and the Contractor consents and submits to the jurisdiction thereof. In accordance with these provisions,
Contractor waives any right it may have to transfer or change the venue of any litigation brought against it by the County pursuant to this Contract.

GC-08 COOPERATION WITH INSPECTOR GENERAL '

Confractors, subcontractors, licensees, grantees or persons or businesses who have a County contract, grant, license, or certification of eligibility for County contracts shall abide by
all of the applicable provisions of the Office of the Independent Inspector General Ordinance (Section 2-281 et. seq. of the Cook County Code of Ordinances). Failure to cooperate as
required may result in monetary and/or other penalties.

Office of the Chief Procurement Officer Montrose Air Quality Services, LLC
Digitally signed by Raffi

Raffi Sarrafian jes s, {% _
%Stlobvzozmﬁ.zz 09:55:35 = é’,/a’/?/

Raffi Sarrafian, Chief Procurement Officer Date Authorized Signature Date

Printed Name: % 7 cé C A &
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ATTACHMENT A
SCOPE OF WORK
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Air Monitoring Support Services Scope of Work

The Vendor shall furnish Air Monitoring Support Services for the Cook County Department of Environment
& Sustainability (CCDES), all in accordance with the contract documents, specifications, and the proposal
set forth herein.

TASK 1: Preventative Maintenance and Repair of Gaseous Monitors

The Vendor shall provide preventative maintenance (“maintenance”) and repair gaseous air pollution
equipment including ozone monitors, sulfur dioxide (S02) monitors, nitrogen oxides (NOx) monitors, and
gas calibrators. CCDES currently has the following monitors from the corresponding Vendors:

A. Ozone Monitors: Teledyne T400 and American EcoTech (E020010)
B. SO2 Monitors: Teledyne (T100)

C. NOx Monitors: Thermo (42iQ) and Teledyne 200E

D. Gas Calibrators: Teledyne T700, T703, and American EcoTech (3000)

The Vendor shall provide one staff person and transportation to conduct the maintenance and repair
activities for two days per week on a schedule provided by CCDES. CCDES will provide instruction manuals
for the equipment. Successful maintenance and repairs are indicated by passing quality control checks
such as precision checks and calibration/verification for the monitors. For the gas calibrators, successful
maintenance and repairs are indicated by passing certification requirements. CCDES has standard
operating procedures (SOP) for conducting calibration/verification and precision checks. CCDES will
provide training to the Vendor for these various documents in order to meet U.S. Environmental
Protection Agency requirements. Maintenance and repair work will be done at the CCDES laboratory at
the Maywood Courthouse (1500 Maybrook Drive, Maywood, IL 60153) or at site locations listed below:

1) Alsip Village Hall — 12229 S. Orchard St., Alsip, IL 60803

2) Cicero Park District — 1820 S. 51 St., Cicero, IL 60804

3) ComEd- 7801 S. Lawndale Ave., Chicago, IL 60652

4) Lemont — 729 Houston St., Lemont, IL 60439

5) South Water Filtration Plant - 3300 E. Cheltenham Place, Chicago, IL 60649
6) Taft High School - 6545 W. Hurlbut St., Chicago, IL 60631
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TASK 2: Preventative Maintenance and Repair of Particulate Matter <2.5 microns (PM2.5) and Total
Suspended Particulate (TSP) Monitors

The Vendor shall provide preventative maintenance (“maintenance”) and repair PM2.5 and TSP monitors.
CCDES currently has the following monitors and corresponding vendors:

A. Filter-based sequential PM2.5 Monitors: Andersen RAA2.5 and MetOne Sequential Federal Reference
Method (E-SEQ-FRM) Sequential Reference Method Sampler

B. Continuous PM2.5 monitors: MetOne Beta Attenuation Monitor (BAM) 1020

C. Total Suspended Particulate: Tisch

The Vendor shall provide one staff person and transportation to conduct the maintenance and repair
activities two days per week on a schedule provided by CCDES. CCDES will provide instruction manuals for
the equipment. Successful maintenance and repairs are indicated by passing Quality Control checks such
as flow checks and calibration. CCDES has SOP for conducting flow checks and calibration. CCDES will
provide training to the Vendor for these various documents in order to meet U.S. Environmental
Protection Agency requirements. Maintenance and repair work will be conducted at the site locations
listed below:

1) Alsip Village Hall — 12229 South Orchard St., Alsip, IL 60803

2) Liberty Elementary School - 4946 W. 13 St., Cicero, IL 60804

3) Groves Elementary School - 6021 S. 74" Ave., Summit, IL 60501

4) ComEd (where at ComEd?) — 7801 S. Lawndale Ave., Chicago, IL 6652

5) Mayfair Pumping Station - 4850 W. Wilson Ave., Chicago, IL 60630

6) Perez High School - 1241 W. 19" St., Chicago, IL 60608

7) Springfield Pumping Station - 1745 N. Springfield Ave., Chicago, IL 60647
8) Washington High School - 3535 E. 114%™ St., Chicago, IL 60617

Task 3 - Administration

The Vendor will conduct administrative tasks including contract management and invoicing. There are no
special invoicing requirements. Invoicing shall be conducted on a time and materials basis with billing
rates applied for the respective staff. Travel shall be invoiced on a per mile basis at the US General Services
Administration (GSA) rate. For cost estimating purposes, CCDES monitoring technicians typically drive
approximately 500 miles per month maintaining and/or repairing equipment.
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Task 4 - Parts

CCDES may direct the Vendor to purchase parts needed for preventative maintenance (“maintenance”)
and repair. These parts shall include material, supplies, and replacement parts.

At CCDES' request for parts, the Vendor must provide CCDES with such parts with no escalation to CCDES.
Upon CCDES approval, the Vendor may purchase the parts. The Vendor must submit a copy of the original
purchase invoice for the part(s) with their invoice. The Vendor’s invoice shall invoice CCDES the cost paid.
The invoice must show the original purchase price at no escalation, model and serial number of the parts
purchased.

These requirements apply to all parts that are purchased and included in the cost for preventative
maintenance and repair. Prior to the Vendor purchasing any parts, the CCDES Technical Services Manager
must approve the replacement parts to be purchased. The Vendor must submit a copy of the original
purchase invoice for the part(s) with their invoice. The Vendor shall invoice Cook County at the cost paid.
The original invoice must show the original purchase price and model and serial number of the
replacement parts purchased.

Qualifications and Experience

The Vendor shall meet the qualifications and experience for the firm and its employees to provide the air
monitoring services as set forth in this bid, including the preventative maintenance and repair of gaseous
monitors, as well as, particulate matter <2.5 microns (PM2.5) and total suspended particulate (TSP)
monitors.

With respect to gaseous monitors, the firm and its employees shall have experience and qualifications to
provide preventative maintenance and repair of gaseous air pollution equipment, including ozone
monitors, sulfur dioxide (502) monitors, nitrogen oxides (NOx) monitors, and gas calibrators (collectively,
“monitors”). Experience and qualifications are sought with respect to monitor precision checks,
calibration/verification, and passing certification checks to meet U.S. Environmental Protection Agency
requirements.

With respect to particulate matter <2.5 microns (PM2.5) and total suspended particulate (TSP) monitors,
the firm and employees shall have the experience and qualifications to provide maintenance and repairs
to pass quality control checks, including flow checks and calibration, to meet U.S. Environmental
Protection Agency requirements.
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ATTACHMENT B
VENDOR COST PROPOSAL
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Air Monitoring Services Req. #10000132497
Montrose Contract Contact and Cost Proposal

Patrick Clark, P.E.

VP Ambient and Emerging Technology
Montrose Air Quality Services, LLC
990 West 43™ Avenue, Denver, CO 80211

0: 303-670-0530
M: 720-308-4550
pclark@montrose-env.com

@) MONTROSE

Labor Equipment Travel
Task ($105/hr x 16 (Rate x ($0.56 x 500 Total
hrs/wk x 26 weeks 16hrs/wkx 26 mi/month x 12
weeks) months)
Maintenance and repair of $43,680.00 No Charge $3,360.00 $47,040.00
gaseous monitors
Maintenance and repair of
PM2.s and TSP monitors $43,680.00 No Charge $3,360.00 $47,040.00
Parts, maximum allowable $10,000.00
cost
Administrative No Charge No Charge No Charge $0
TOTAL $104,080.00

Primary Project Personnel

Darrin Barton - Program Manager. Darrin has 25 years’ experience in ambient air quality monitoring and
is well versed in all ambient requirements.

David Hopkins - Primary field technician. David works out of our Elk Grove Village, lllinois office. David
has approximately five (5) years of experience at Montrose and has worked with various types of
analyzers and sampling equipment
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Cook County Travel and Business Expenses Policy and Procedures
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Cook County Travel and Business Expenses Policy and Procedures

INTRODUCTION

The County of Cook (“County”) has a fiduciary responsibility to ensure County resources are
used responsibly and that individuals do not incur inappropriate or excessive expenses, or gain
financially from the County. As such, all persons who travel on behalf of the County are fiscally
responsible and accountable for all County expenditures.

The purpose of the County’s travel and business expense policy and procedures is to provide
guidelines for payment of authorized travel expenses in an efficient, cost effective manner, and
to enable County travelers to successfully execute their local and non-local travel requirements at
the lowest reasonable costs, resulting in the best value for the County.

All official travel should be prudently planned so that the County’s best interests are served at
the most reasonable cost. Anyone traveling on County business is expected to exercise the
same economy that a practical person would exercise when traveling on personal business.

Excessive costs or unjustifiable costs are not acceptable and will not be reimbursed. The
individual requesting reimbursement is responsible for insuring that his/her expense and related
reimbursement request complies with all applicable policies, is properly authorized, and is
supported with necessary receipts and documentation.

Supervisors and department heads are accountable for use of County funds and must verify that
all travel is budgeted and expenditures are charged to the proper account(s).

These guidelines and procedures described in this policy may not cover every possible situation.
Travelers should contact supervisors and/or department heads for clarification as needed.

APPLICABILITY

The Cook County Travel and Business Expense Policy and Procedures, and all associated
requirements, applies to all County employees and all County officials, whether elected or
appointed, who incur travel or business expenses while conducting official business on behalf of
the County.

GENERAL PRINCIPLES AND REQUIREMENTS

The County reimburses authorized travelers for reasonable and necessary expenses incurred in
connection with approved travel on its behalf.

A necessary expense is one for which there exists a clear business purpose and is within the
County’s expense policy limitations. A clear business purpose contains all information
necessary to substantiate the expenditure including a list of attendees, if appropriate, and their

Travel and Business Expenses Policy and
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Cook County Travel and Business Expenses Policy and Procedures

purpose for attending, business topics discussed, or how the expenditure benefited the County.

Each county bureau and department is charged with the responsibility for determining the
necessity, available resources and justification for the need and the method of travel.

All employees and supervisory staff should keep the following key points in mind when planning
and/or approving travel on behalf of the County:

i.  All official travel should be planned so that the best interests of the County are
served at the most reasonable cost;

i.  All official travel shall be by the most economical mode of transportation
available considering travel time, cost and work requirements;

iii.  Most travel must be authorized in advance by the traveler’s department head;

iv.  Each department head is responsible for ensuring that all travel on behalf of the
County complies with all applicable travel regulations;

v.  Employees must be authorized to commit the County’s resources, and are subject
to disciplinary action up to and including the termination of employment if proper
authorization is not obtained;

vi.  All travel authorizations must be documented by the process established within
each bureau or department as to how prior authorization for travel will be
documented, e.g., travel request form, email;

vii.  Under no circumstances should an individual approve his/her own expense report.

viii.  Travel related costs shall not be reimbursed from petty cash funds; and

ix.  The County will not reimburse personal expenses.

LOCAL TRAVEL
Definitions

“Local travel” means travel that is performed for official purposes in and around the employee’s
primary work location and does not entitle the traveler to lodging, meals or other travel related
allowances.

“Primary work location” means the worksite to which the employee is assigned and reports to
when not performing local travel.

Authorized Modes of Transportation for Local Travel

Authorized modes of local transportation for conducting local official County business in
preferred order are:

I.  Public transportation, i.e., CTA, Pace, Metra

i.  County-owned vehicles, i.e., Shared Fleet or ZipCar;

iii.  Taxicabs and ride sharing services; and

iv.  Personally owned vehicle.

Travel and Business Expenses Policy and
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Cook County Travel and Business Expenses Policy and Procedures

Local Travel Requirements
Preferred Method of Travel

Public transportation is the preferred method of local travel. However, it is recognized that
there are times when this mode of transportation may not be feasible due to location, timing,
equipment/materials, and/or security reasons. In such cases, the use of a County-owned or
personally owned vehicle (“POV”) for local travel may be approved by a department head. Use
of a POV for local travel may not be approved solely to accommodate the traveler’s personal
comfort or convenience.

County-owned vehicles

The following requirements apply to local travel by means of a County-owned vehicle:

I.  The department head has determined public transportation is not feasible or practical.
ii. County owned vehicles are to be used only for County business. The use of
County-owned vehicles for personal use is prohibited.
iii.  Employees must follow the Vehicle Policy Ordinance, and any other rules, regulations or
other applicable requirements adopted by the Cook County Board of Commissioners or
the Vehicle Steering Committee.

Personally Owned Vehicles

The following requirements apply to the use of a POV for local travel:

I.  County employees, with the prior written permission of their department head, may use
their POV to conduct official County business. Department heads shall only approve the
use of POV for County business when it is in the best interest of the County to do so.

ii. POV use is in the County’s best interest when it is the least expensive option or the
employee’s department head determines in writing that a less expensive mode of
transportation is clearly not feasible or practical.

iii.  Each bureau (or equivalent operating unit) is responsible for developing a process for
approving and documenting the use of a POV for official travel.

A copy of the department head’s written approval for each instance of POV use must accompany
each request for POV mileage reimbursement and related expenses.
Reimbursement for Local Travel by Public Transportation

Mass Transit and Metra
Local official travel via mass transit, e.g., CTA, PACE, Metra, may be reimbursed as a
transportation expense. A receipt is required for reimbursement.
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Taxicabs

Employees may utilize a taxicab if advantageous to the County and necessary for urgent
business. Reimbursement is limited to the metered fare. Tipping is at the traveler’s expense and
not reimbursable. A receipt is required for reimbursement.

Uber/Lyft, etc.

Employees may utilize Uber or a similar service if advantageous to the County and necessary for
urgent business. In such cases, an employee may only use the service’s lowest-cost option, e.g.,
Uber X. Reimbursement for Uber and similar ride services is limited to the actual cost of the
trip. A receipt is required for reimbursement.

Reimbursement for Local Travel by POV
Reimbursement for POV mileage shall be subject to the following terms and conditions:

i. An employee shall not be reimbursed for commuting mileage, i.e., the distance between
the employee’s residence and the employee’ primary work location.

ii. When approved local travel starts and terminates at the employee’s primary work
location, only the most direct route mileage (using the TEVS mileage calculator) from
the primary work location to the site(s) visited and back to the primary work location
will be reimbursed. In the event the employee’s work day ends at a site, the mileage
from the last site to residence shall not be reimbursed.

iii. An employee driving a POV may start and terminate the field assignment at her/his
home or official workstation, at the discretion of the department head, provided that
where the assignment starts and/or terminates at the employee's home, mileage from
residence to first location and last location to residence is deemed commuting mileage
and shall not be reimbursed.

iv. The number of County business miles driven per month will be compensated at the
standard IRS deduction rate for business related transportation currently in effect and
authorized by the Bureau of Administration. IRS mileage rates adjusted midyear will
not be made retroactive. The IRS per-mile rate covers the total cost of operating a
POV for local travel or transportation away from home, including such items as
gasoline, oil, maintenance, repairs, etc.

v. Any travel voucher for POV reimbursement that does not include a copy of the prior
authorization for POV travel shall not be processed for payment.

Parking and Tolls

Employees can be reimbursed for parking and toll expenses when using a County owned vehicle
or POV for County business. Parking and tolls shall be allowed for reimbursement if items are
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supported by receipts.
Local Travel Reimbursement

Local travel expenses are reimbursed by means of a Travel Expense Voucher (TEV) on the
Transportation Expense Voucher System (TEVS). A sample TEV is attached at Appendix 1.

All requests for local travel reimbursement must be generated from the TEVS. The
Comptroller’s Office will not accept handwritten vouchers.

Employees are required to utilize the TEVS for all mileage reimbursement and other
transportation expenses associated with local travel including tolls and parking. TEVS
automatically calculates the distance for the most direct route between the two points of travel.

All TEV expenses for parking, tolls, taxi, and public transportation costs shall be supported by
receipts for all items, individually.

TEVs prepared through the TEVS must be prepared and signed by the employee who has
incurred the expense and signed by his/her department head (or a designated representative).
The original local travel voucher shall be submitted to the Comptroller’s Office and a copy
should be retained by the employee and by the department. Falsification of a TEV is
considered a major cause infraction subject to disciplinary action up to and including discharge.

The traveler submitting the TEV is personally responsible for its accuracy and propriety. Local
travel trip details are to be entered immediately following travel to eliminate possibility of errors.
The TEV must be completed in its entirety.

Approval and Submission of Local Transportation Expense Voucher

In order to be eligible for local travel reimbursement, the employee must submit the TEV by no
later than the 20th day of the month following the month in which the travel expense was
incurred, unless the failure to submit a voucher within the 20 day period is due to extraordinary
circumstances.

The local transportation expense voucher shall then be reviewed and approved by the traveler’s
department head (or a designated representative), or bureau chief (or equivalent) in the case of a
department head, whose signature will represent his or her representation that he or she has
reviewed the voucher and that the information contained on the voucher is complete and
accurate.

Upon approving a TEV, a supervisor and department head (or a designated representative) are
certifying:

i. Appropriateness of the expenditure and reasonableness of the amount;
ii. Availability of funds;
iii. Compliance with applicable reimbursement policies; and
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iv. Completeness and accuracy of documentation.

A department must submit the TEV to the Comptroller’s Office via TEVS by no later than the
60th day after the end of the month in which the travel expense was incurred. An employee
who submits a voucher within the 20-day submission period will not be denied reimbursement
for failure of his/her department to timely submit the voucher to the Comptroller’s office. A
copy of the TEV shall be retained by the department.

Any TEV not prepared in accordance with these regulations, including the proper signatures, will
be returned to the originator for corrections.

A request for reimbursement of an expense that does not comply with these guidelines may be
denied and treated as a personal expense to the traveler and shall be deducted from the
reimbursement due the traveler.

NON-LOCAL TRAVEL

The following is not intended to cover routine local travel related to the performance of regular
job duties and applies only to official travel that requires an overnight stay.

Before planning non-local travel to attend conferences, meetings, seminars or training sessions,
every effort should be made to identify local options for comparable conferences, meetings,
seminars or training sessions.

Travelers must verify that planned travel is eligible for reimbursement before making travel
arrangements.

Non-local travel connected to and/or funded by a grant (or contract) must be made in accordance
with the funding agency’s travel requirements. Reimbursement is made at whichever rate is
lower, the County’s rate or the rate set out in the grant (or contract).

Reasons for Non-Local Travel
The County recognizes the following activities as appropriate for non-local travel purposes:

I. Delivery of legislative testimony:
ii. As a stipulation or condition of grant funding or otherwise required for County or
federal certification.
iii. Presentation on behalf of the County at a conference or seminar.
Iv. Financial or tax audit.
V. Site visits or operational evaluations related to departmental improvement efforts.

Vi. Court proceedings or case preparation.
Vii. Law enforcement related investigations.
Viil. Attendance at conferences, meetings, seminars or training sessions for which: the

topic is of critical interest to the County; representation at the event is in
the best interest of the County, and the topic is related to an employee’s
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professional development.

Non-local travel for any other purpose(s) requires the prior written approval of the traveler’s
bureau chief (or equivalent).

Limits on Participants

Attendance at conferences, meetings, seminars or training sessions held outside the Chicago
Metropolitan Area is limited to two employees unless otherwise approved by the travelers’
bureau chief (or equivalent). (The Chicago Metropolitan Area is comprised of Cook County,
DuPage County, Kane County, Kendall County, Lake County, McHenry County and Will
County.)

Non-Local Travel Approval Procedure

If the County has contracted with a travel management company, all travel arrangements are
required to be secured through the County’s designated travel management company.

If the County has not contracted with a travel management company, travel arrangements are the
responsibility of the traveler(s). In such cases, all travel should be by means of the most direct
route and the least costly alternative consistent with the itinerary.

All travel outside the Chicago Metropolitan Area requires bureau chief (or equivalent) approval.
A completed Travel Request Form (“TRF’”) must be approved by the traveler’s department head
and submitted to the bureau chief (or equivalent) as far in advance as possible, but no later than
ten (10) business days prior to the date of non-local travel. A sample TRF is attached at
Appendix 2.

Supporting documentation should be attached to the TRF. Supporting documentation includes,
but is not limited to:

a. A cover memo from the department head justifying the benefit to the County that
will result in the employee attending the conference, meeting, or training, etc.;

b. Anagenda; and

c. The estimated travel cost (obtained either from the travel management company
or prepared by the traveler, as the case may be).

The County is not obligated to reimburse employees for non-local travel expenses that do not
comply with the applicable travel requirements or those not previously approved by the
traveler’s bureau chief (or equivalent).

All expenses incurred during non-local travel are to be charged to the 190 account.

Non-local travel paid by a third party must adhere to these travel guidelines and the County’s
Ethic’s rules.

Non-local travel shall not be reimbursed from petty cash funds.
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Travel Outside the Continental United States (U.S.)

All requests for travel outside the continental U.S. must be submitted to the traveler’s executive
department head, i.e., the chief administrative officer responsible for the policy and
administration of the traveler’s department, as far in advance as possible, but not later than
fifteen (15) business days prior to travel. The executive department head will seek approval from
the President’s chief of staff or the chief of staff of the elected official for whom the employee
works, as the case may be, and will notify the department of approval or denial.

Travelers should convert all foreign expenses to U.S. currency prior to submitting a Travel
Reimbursement Voucher. Official documentation of the exchange rate at the time of travel (i.e.,
bank receipt) must accompany all original receipts.

Reimbursable Non-Local Travel Expenses
County-owned vehicles.

Employees traveling on County business in a County-owned vehicle are entitled to
reimbursement for any out of pocket gas expenditures, parking and toll expenses but not mileage
reimbursement.  Original receipts must be provided for all expenses.

Employees are responsible for all fines related to parking or moving violations issued while
traveling on County business.

Personal Vehicles

Employees may use personal automobiles for non-local business travel within a 300-mile radius
of Chicago.

Employees will be reimbursed at the IRS mileage rate, but in no event will the reimbursement
exceed the cost of lowest available round trip coach airfare.

Mileage reimbursement includes full reimbursement for the cost of gas and general maintenance.
Parking and toll expenses will be reimbursed separately with original receipts.

Employee must carry liability and property damage insurance for business use of his or her
vehicle and submit a copy of these insurance policies to the appropriate personnel within his or
her department. The employee’s personal insurance is primary in the event of an accident.

Employees are responsible for all fines related to parking or moving violations issued while
traveling on County business. Absolutely no exceptions will be made.

Note: Travelers are advised to refer to the County Vehicle Policy Ordinance for other
rules and regulations regarding the use of county-owned and personal vehicles.

Car Rental

Car rental will not be approved for travel within the Chicago Metropolitan Area. County
Shared Fleet or ZipCar programs should be reserved for such travel.
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Car rental is a reimbursable expense only when transportation by common carrier cannot be
utilized or is impractical.

Car rental will be reimbursed at the compact car rate unless the need for a larger car can be
justified.

Daily rental rates, taxes, surcharges, gas and car rental insurance are all considered reimbursable
items.

Only one car rental will be allowed per trip. This includes trips with multiple travelers unless
previously authorized by the traveler’s bureau chief (or equivalent).

Employees are responsible for all fines related to parking or moving violations issued while
traveling on County business. Absolutely no exceptions will be made.

Original receipts are required for reimbursement.
Common Carrier (Air, Train, Bus)

Reservations and ticket purchases should be made as far in advance as possible to take advantage
of any available discount fares and/or government rates.

Tickets are to be booked at the most economical fare available that meets the requirement of the
traveler’s agenda.

No traveler may select tickets on a specific carrier or airport for any reason while on County
business, unless it is the most economical fare.

First-class and business upgrades are prohibited.

Electronic tickets are the only acceptable delivery method of tickets unless this option is not
available.

Any charges incurred as a result of changes to an original airline reservation made prior to or
during travel are subject to the prior written approval of the traveler’s bureau chief (or
equivalent).

Original receipts are required for reimbursement.

Ground Transportation (Taxis, Public Transportation, Livery Service)

Transportation to and from the airport is included in the ground transportation allowance in the
reimbursement rate.

Shuttle service or public transportation is encouraged.

Limousine or livery service charges to and from airports and railroad stations are reimbursable,
where such costs do not exceed the comparable taxi fare.

Uber, Lyft and other similar transportation services are permitted options, and may include
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surcharges and fees. Surcharges and fees may be reimbursable if the total cost is comparable to
other ground transportation options, and must be clearly documented to substantiate
reimbursement.

Livery service may be used if the cost is less than the cost of a taxi service or other means of
transportation.

Gratuity for ground transportation is the sole responsibility of the traveler.
Original receipts are required for reimbursement.

Lodging

Government rates should be requested.

Lodging costs will be reimbursed at the lesser of actual costs or the current federal travel
allowance published by the General Services Administration Lodging Rates at:
http://www.gsa.gov/portal/category/104711.

Hotel lodging within the Chicago metropolitan area is not a reimbursable expense.

Lodging costs greater than the published GSA rate require the prior written approval of the
bureau chief (or equivalent).

All personal expenses must be paid for separately or deducted from the lodging bill before it is
submitted for reimbursement.

Original receipts are required for reimbursement.
Meals and Incidental Expenses

Employees shall receive the lesser of actual costs or the allowance for meals and incidental
expenses allowance published by the General Services Administration at
http://www.gsa.gov/portal/content/101518.

Employees will only receive 75% of the lesser of actual costs or applicable meals and incidentals
expenses rate for the first and last day of the trip and 100% for the other days.

There will be no reimbursement for meals and incidental expenses beyond the above rates.

The value of any meal(s) included in registration fees shall, be deducted from the employee’s
reimbursement.

Original receipts are required for reimbursement.

Conference Reqistration Fees

Every effort should be made to take advantage of early registration or group rate discounts.
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Additional Reimbursable Expenses

Business-Related Expenses. Business-related expenses incurred while on County travel may be
reimbursed at the discretion of the department head. Original receipts must be provided for
reimbursement. Examples of acceptable reimbursable business expenses are:

i.  Internet connections

ii.  Sending or receiving faxes
iii.  Photocopying
iv.  Express mail services

Laundry. Employees traveling on County business for three or more consecutive days are
entitled to reimbursement for laundry expenses up to a maximum of $10 per three-day period
beginning with the fourth day. Original receipts are required for reimbursement.

Telephone Calls.

i. If the employee has a County-issued cell phone, that phone should be used for all
business calls (unless there is no service).

ii.  When possible, employees should avoid surcharges by using cell.

iii.  For approved international travel, the traveler should contact the Bureau of
Technology so that the traveler’s calling plan may be temporarily changed to the
appropriate calling plan. Business calls may be reimbursed at the discretion of the
department head.

iv.  Original receipts are required for reimbursement for business calls made on a
personal cell or other phone.

Incidentals. Reimbursement for other incidental expenses will be approved at the discretion of
the department head. Original receipts are required to reimbursement traveler for incidentals
not listed above.

Non-Reimbursable Non-Local Travel Expenses
Non-reimbursable expenses include, but are not limited to, the following:

I.  Additional hotel charges for upgrades, special "club™ floors, late checkout or early
check-in;

ii.  Airline convenience fees (e.g., early check-in, seat upgrades, TSA pre-check)
iii.  Alcoholic beverages;

iv.  Amenities such as movies, health clubs, or in-room bars;

v.  Cancellation charges (unless justified);
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vi.  Child care, baby-sitting, house sitting, or pet sitting costs;

vii.  Cost differential on premium and luxury car rentals or first or business class airline
tickets;
viii.  Entertainment, including, but not limited to, exercise facilities, movie rental, videos,

games, or other non-business related items;
iX.  Excess baggage fees;

X.  Flight Insurance or other supplemental travel insurance, unless required for
international travel and approved by the department head,

xi.  Gasoline costs if mileage reimbursement is used;
xii.  Laundry for trips less than three or more consecutive days;
xiii.  Local transportation charges incurred for personal reasons;
xiv.  Lost or stolen cash or personal property;
Xv.  Magazines, books, or other reading materials;
xvi.  Meals included in the cost of registration fees and airfare;
xvii.  Modifications to travel arrangements;
xviii. ~ Personal items (e.g., toiletries, luggage, clothing, medications, etc.);
xix.  Personal portions of a trip combined with business travel;
xX.  Personal telephone calls;
xxi.  Repairs, towing service, etc. for personal vehicle;
xxii.  Snacks, beverages, etc. outside of a meal,
xxiii.  Spouse, family member(s), and guest travel costs; and
xxiv.  Traffic citations, parking tickets, and other fines.

Reimbursement for Non-Local Travel and Business Expenses

Non-Local Travel Reimbursement VVoucher

All claims for reimbursement of non-local travel expenses shall be submitted on the Travel
Reimbursement Voucher (“TRV”) and shall be itemized in accordance with these regulations.
A sample TRV is attached at Appendix 3.

The TRV shall show the purpose of travel, the dates of travel, the points of departure and
destination, mode of transportation, and the cost of the transportation secured or mileage
allowance if automobile is used.
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The TRV shall be supported by receipts in all instances for railroad and airplane transportation,
for lodging, meals and incidental expense items, and all other items. With respect to travel to
conferences, the conference program must be attached to the voucher.

The TRV shall be prepared and signed by the employee who has incurred the expenses.

The employee submitting the TRV is personally responsible for accuracy and propriety.
Falsification of a TRV is considered a major cause infraction subject to disciplinary action up to
and including discharge.

Any TRV that does not include a copy of the traveler’s approved TRF shall not be processed for
payment.

Employees shall be reimbursed for airline, hotel, and conference registrations costs after expense
is incurred. Airline and conference costs are reimbursable prior to flying or attending the
conference as long as the employee shows those costs were paid. Lodging costs will be
reimbursed after payment by the employee is made to the hotel.

Employees shall be reimbursed t for approved travel related expenses once the trip is complete
and the voucher is submitted.

The County will reimburse employees for travel related costs incurred by the employee on their
paycheck following the submittal and approval of the TRV.

Approval and Submission of Transportation Expense Vouchers

In order to be eligible for reimbursement, the employee must submit the TRV by no later than
the 20th day of the month following the month in which the travel expense was incurred, unless
the failure to submit a voucher within the 20 day period is due to extraordinary circumstances.

The TRV shall then be reviewed and approved by the traveler’s department head (or a designated
representative), whose signature will represent his or her representation that he or she has
reviewed the voucher and that the information contained on the voucher is complete and
accurate.

Upon approving a TRV, a department head (or a designated representative) and supervisors are
certifying:

v. Appropriateness of the expenditure and reasonableness of the amount;
vi. Availability of funds;

vii. Compliance with applicable reimbursement policies; and

viii. Completeness and accuracy of documentation.

A department must submit the TRV to the Comptroller’s Office by no later than the 60th day
after the end of the month in which the travel expense was incurred. An employee who submits
a voucher within the 20-day submission period will not be denied reimbursement for failure of
his/her department to timely submit the voucher to the Comptroller’s office. A copy of the
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TRV shall be retained by the department.

Any TRV not prepared in accordance with these regulations, including the proper signatures,
will be returned to the originator for corrections.

A request for reimbursement of an expense that does not comply with these guidelines may be

denied and treated as a personal expense to the traveler and shall be deducted from the
reimbursement due the traveler.
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APPENDIX 1

Travel Expense Voucher
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APPENDIX 2

Travel Request Form
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APPENDIX 3

Travel Reimbursement Voucher
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