COUNTY OF KENDALL, ILLINOIS

o w@*‘: m! . ADMIN HR COMMITTEE
|- County Office Building
- County Board Room 210
Wednesday, August 21, 2019 at 5:30p.m.
MEETING AGENDA
Call to Order
2. Roll Call: Elizabeth Flowers (Chair), Scott Gengler, Judy Gilmour, Matthew Prochaska, Robyn
Vickers
3. Approval of Agenda
4. Approval of Minutes from August 5, 2019
5. Department Head and Elected Official Reports
6. Public Comment
7. Committee Business

» Presentation Health Insurance Mid-Year Review — The Horton Group
» Discussion of County Expense Reimbursement Policy

> Discussion of Mack & Associates, P.C. Performing a GIS Mapping Fee Cost Study not to
Exceed $5,000

» Discussion of Second Internet Connection

8. Executive Session
9. Items for Committee of the Whole

10, Action Items for County Board
11. Adjournment

If special accommodations or arrangements are needed to attend this County meeting, please contact
the Administration Office at 630-553-4171, a minimum of 24-hours prior to the meeting time



COUNTY OF KENDALL, ILLINOIS
ADMIN HR MEETING
County Office Building
111 W, Fox Street, Room 210; Yorkville
Monday, August §, 2019

CALL TO ORDER - Committee Chair Elizabeth Flowers called the meeting to order at
5:30p.m.

ROLL CALL
Attendee Status Arrived Left Meeting
Elizabeth Flowers Present
Scott Gengler Here
Judy Gilmour Here
Matthew Prochaska Here
Robyn Vickers ABSENT

Others in Attendance: Meagan Briganti, Matt Kinsey, Scott Koeppel

APPROVAL OF AGENDA — Motion made by Member Prochaska second by Member Gilmour
to approve the agenda. With four members voting ave, the agenda was approved by a 4-0

vote.

APPROVAL OF MINUTES - Motion made by Member Gilmour, second by Member Gengler

to approve the July 17, 2019 minutes, With four members voting ave, the minutes were
approved by a 4-0 vote,

DEPARTMENT HEAD AND ELECTED OFFICIAL REPORTS

»  Administration Department — Mr. Koeppel asked Chair Flowers about the
upcoming September 2™, meeting. The meeting falls on Labor Day. Chair Flowers
got consensus from committee members to have a Special Admin HR Meeting on
Thursday September 5™ at 5:30pm. Mr. Koeppel also reported that staff inquired
with our broker Alliant about going out to bid for liability, worker’s compensation
and property insurance. Per our broker they do not foresee significant savings if we
go out to bid. The consensus was to not go out to bid at this time. Staff and the
Board are very happy with the services of ICRMT.

PUBLIC COMMENT - None
COMMITTEE BUSINESS
» Approval of Resolution Authorizing Execution and Amendment of Downstate

Operating Assistance Grant Agreement — Mr, Koeppel explained that this is the
FY2020 grant application through the State for KAT in the amount of $1.1million.
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Motion made by Member Gilmour, second by Member Prochaska to forward to
the County Board under Consent Agenda. With four members voting ave, the
Resolution was approved by a 4-0 vote, .

» Approval of Resolution Authorizing Execution and Amendment of Section 5311
Grant Agreement — As the previous item this is a grant application for the KAT
Program in the amount of $55,000 and comes before the Committee and Board

annually. Member Prochaska made a motion, second by Member Gilmour to
forward to the County Board under Congent Agenda. With four members
voting aye, the Resolution was approved by a 4-0 vote.

» Approval of Kendall County Title VI Statement of Policy and Program — Mr.
Koeppel explained that the Title VI Statement is part of the Civil Rights Act of 1964
and a requirement of the KAT grant application process. It has to do with
discrimination as it relates to transportation services. There is a complaint form and

procedures for an investigation. Member Gilmour made a motion, second by

Member Gengler to forward to the County Board under Consent Agenda, With
four members voting aye, the Statement was approved by a 4-0 vote.

» Request for Bid for Modern Cadastral Model Parcel Fabric — Ms, Briganti outlined
why the GIS Department needed to move toward this newer modern model and
requested to go out to bid. She noted that this item is budgeted. Motion made by

Member Gengler, second by Member Gilmour to send to the State Attorney’s

Office for review then out to bid. With four members voting aye, the Statement
was approved by a 4-0 vote.

» Discussion of Increasing GIS Fees — Ms. Briganti reviewed the GIS budget and
noted that at the current rate the GIS Department which has always been self-funded
on fees will not be able to rely solely on fees and would require some funding from
the General Fund. Ms. Briganti reviewed a survey of fees from comparable
Counties, all but one had higher fees than Kendall. To staff’s knowledge we have

never increased the fee. There was consensus to increase the GIS fees from $16 to
$30, Staff would work on an Ordinance or Resolution and bring that back to

the Committee for review and approval.

» Discussion of Bid Results for Second Internet Connection — M. Kinsey reviewed the
bid results on page 43 of the packet. There were two companies that submitted
proposals. Mr. Kinsey recommended going with Metronet the lowest bidder at

300mb for 48 months. Motion made by Prochaska second by Member Gilmour
to send to State Attorney’s Office for review then to the County Board for
approval, With four members voting aye, the motion carried.

EXECUTIVE SESSION - None
ITEMS FOR COMMITTEE OF THE WHOLE - None

ACTION ITEMS FOR COUNTY BOARD

e e ————— e
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> Approval of Resolution Authorizing Execution and Amendment of Downstate
Operating Assistance Grant Agreement

> Approval of Resolution Authorizing Execution and Amendment of Section 5311
Grant Agreement

» Approval of Kendall County Title VI Statement of Policy and Program

ADJOURNMENT — Member Prochaska made 2 motion to adjourn the meeting, second by
Member Gengler. With four members voting ave, the meeting adjourned at 6:24 p.m.

Respectfully Submitted,

Mera Johnson
Risk Management and Compliance Coordinator

e
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MONTHLY MEDICAL INSURANCE REPORT

July FY 19
Total Enrolled
Non- Annual Plan
Unlon Unlon Jul-18 Aug-18 Jul-19 Aug-19 Cost
HMO EE 19 16 38 34 37 35 | $6,510.56
HMO FAM 8 13 23 21 20 21 $12,207.46
H.S.A. $1500 EE 60 43 111 115 | 104 103 $0,794.18] *
H.S.A $1500 FAM | 49 63 108 105 112 112 $18,666.61| *
[H.S.A §2800 EE 1 2 6 6 4 3 $6,001.53] *
HS.A $2800FAM | 5 3 0 0 8 8 $17,150.72| *
[Total Enrolled [142 ] 140 ] 284 281 285 282
Dental EE__ 165
Dental Famlly 181
Total Enrolled 346

NOTES:

1) Premiums and headcount pald as of monthly report date
* 2) Includes Employer HSA contribution *

3) 2018 H.S.A. $2800 are old PPO plan numbers



L L10Z/06/4E  LIGZMIEI0L  LLOZIOCS ZMOZNE/R  LLOZISIL ILOZIOEID ZWOGNES LWOZREH LLOZDGK  ZL0WBZZ  LLOZIEE  SLOTILRL

jeBpng Jo %ra-9e.{/57'001'sS :(ELIDANE)

S$3DI0OANI SONVUNSNI TYDIAIN ATHINON L1 Ad ‘

[T
o
(775 7> T
[C53
b
[T
661

SIDIOANI IDNVHNSNI TvoIaIN ATHLNOW 81 Ad

______

los [of _[20r'36¢% ose'zacs [so6'eecs (906953 Joczowss [iirzess [6Li7ics  [Goviies |




I lzz
IF b TWLOL
z F3 S19/A50j0uyoe | Jepeny iy
i b Tayend g
Iv 9 Bez 18 JEUEND pug
Jepieyeq o§and 0208 Jaiienp 151
L L q SL0Z SIOUVHD LNINAOTJWENN
000'SE8 [
JRqUIGAON 1 3
18G0100)
Tequisideg| T 3
BN 2 I
|~ 000 F3 3
0 eunr|
003 Aew ™iol |
aZl't W 4 £ obuIg o |
05z} (== ! Apieg |
589 Kreruged 3 — epus _Euo:_
062°) Rignuer, Ajpuey =T
000915 | Iaquedeq WORERERD [ (LA [ SeonmaEg T3 UOBIA
uscdeq) Yuop swie | suopeutisuy Sany Moy Nwey UOJS{A
ONIANNA VEH LI TIVMLIENTE {6L/0E/11- BL/1L/2L) SUCpRURIIS | /S|l MmaN ew]] Ind (V80D ) /2euou Zy) (61/08/LL - L/L/Z1) VHEODmoasioN]

6} Ad AInp
LHOdTH ANYINNNS SLI43N3F ATHLNOW



MONTHLY ADMINISTRATION / HR SUMMARY REPORT

July 31, 2019
W.C. Claims Expense (12/1/18 - 11/30/19)
201516 201617 2017-18 2018-19
i Pollcy Policy Policy Pollgy | Total Claims
December $ 228 1087 | § 2,164 _1$ 4,378
_J_anuary 446 5.130_9 220 1,351 7,626
February 770 4,657 T42 64 6,234
[March 8,636 1,641 2,542 810 11,430
April 1,215 15,811 159 10,072 27,258 |
May 283 8,330 3,342 4,487 14,442
June 352 2,004 2,144 8,782 13,282 |
July 185 1,647 952 1,884 4,678
[August 0
September 1]
October 0
November 0
Total Clalms Expense $ 10,114 39,086 | $ 12,266 | $ 27,262 | § 89,328
A P, all
PEDA Reimbursements YTD $ 28,340
W. lum
W.C. Premium $ 131,080 139,086 $ 171411 § 175442
Self Insured Retention (SIR)
Self insured Amount $ 250,000 250,000 $ 250,000 $§ 250,000
No. of claims >$250k 0 0 0 0
No. of claims >$100k & <$250k 1 2 0 0
No. of claime <$100k 39 4 20 20
Total cfaims paid 40 48 20 20
2015-16 2016-17 201718 2018-19
W.C, Claims Pollcy Poll Poll Poll
W.C. Claims peld prior year $ 308024 § 560,320 § 14430 § -
W.C. Ciaims pald current year 10,114 39,686 12,266 27,262
Total claims pald 318,138 $ 600,008 26|696 27I262
Pollcy Year
. 2015-16 201617 201718
Workers' Comp. Claims __Policy Policy Policy 2018-18 Pollcy
Prior Year Prior Year Prior Year
Total Total Total DEC-JUN JULY
|Administration 1
Animal Control 8 1 4 1
|Circult Clerk 1 1 1 1
Coroner
County Clerk 1 2
Facilitles 1
Forest Preserve 3 2 3
Health Dept. 3 2 2 1
| Highway 1 2 1 1 1
Judiclary
PBZ
| Probation 1
Public Defender
5 18 2 3 .
16 18 10 6 1
2 2 1
40 46 20 18 2




lllinols Counties Risk Management Trust

Claims Analysis
8/1/2019
Worker's Compensation
FY19 - Current Year's Total Claims
Incident Date | Department/Office Status Pald Missed > 3 Days Work Ret:‘::re: i
1| 12/9/2018 |Corrections closed 1,416 N Y
2 1/5/2019 Forest Preserve closed 1,000 N Y
3| 1/23/2019 |Sheriff closed - N Y
4| 1/25/2019 (Sheriff open 1,091 N Y
5| 1/28/2019 [Health open 477 N Y
6| 2/12/2019 |Highway open 430 N Y
7|  2/17/2019 |Sherlif open 31,067 Y N
8| 2/21/2019 [Clrcult Clerk closed - N Y
9] 3/8/2019 |Fadcliities open 842 N Y
10| 4/26/2019 [Sherlff open 1,485 N Y
11| 4/35/2013 [State's Attorney open - N Y
12| 5/17/2019 |Sheriff open 981 N Y
13| 5/19/2019 |Forest Preserve open - N Y
14 6/72/2019 |Forest Preserve open 299 N Y
15( 6/21/2019 [Sherlff opean 84 N Y
16( 6/28/2019 |[Aminal Control open - N Y
17| 6/29/2019 |Corrections open - Y Y
18| 6/29/2019 [Corrections open - N Y
19| 7/15/2019 |Highway open - N Y
20| 7/22/2019 |Sheriff open - N Y
Total FY15 Claims Pald To Date & 39i171
Worker's Compensation
Prior Years' Active Claims
Incldent Date | Department/Office Status Pald Missed > 3 Days Work Rets;::: to
2011-12 Pollcy
1| 6/30/2012 |Forest Preserve re-opaned 190,850 Y Terminated
190,850
2015-16 Policy
2| 4/12/2016 |Sheriff open 93,061 i Y
3| 9/13/2016 |Sherlff closad 252,246 Y Y
345,307
2016-17 Policy
4| 2/28/2017 |Corrections open 30,176 Y Y
5| 10/26/2017 |Corrections open 160,637 Y Y
6| 4/19/2017 |Sherlff open 87,698 Y Y
71 11212017 |Sheriff open 151,654 Y Y
430,164
2017-18 Policy
8] 12/12/2017 |Corrections open 20,379 Y ¥
9 5/2/2018  |Sherlff closed 3,468 N Y
10| 8/3/2018  [Sheriff re-opened 3,174 N Y
11| 11/1/2018 |Corrections open 771 N Y
12 11/18/2018 [Sheriff open 1,782 N Y
29,574

Total Prlor Year's Active Claims  $

995,806
I —




lllinols Counties Risk Management Trust

Claims Analysis
8/1/2019
Property & Casualty
FY19 - Auto PC
Incident Date | Department/Office Status Paid Coverage Type
1| 4/28/2019 |Sherlff Open Auto PD - Collislon

FY19 - General Liabillty

Total FY19 Auto Claims $

Incldent Date | Department/Office Status Pald Coverage Type
1|  1/25/201% |Courthouse closed
2( 12/5/2018 |Circult Clerk open -
Total FY19 General Liability Claims $ -
Prior Years'- General Llability
Incident Date { Department/Office Status Paid Coverage Type
2015-16 Policy
1| 8/5/2016 (Sheriff open 22,960 | Law Enforcement Llabllity
2{ 11/4/2016 (Sheriff open 9,766 | Law Enforcement Liability
32,726
2016-17 Pollcy
3| 9/23/2014 |Various open 13,686 General Liabfiity
13,686
2017-18 Pollcy
4|  7/1/2018  |Sheriff open 3,702 General Liabillty
Total Prior Year's General Liabillty Clalms  § 48,263




IN THE CIRCUIT COURT FOR THE TWENTY-THIRD JUDICIAL CIRCUIT

GENERAL ORDER 19-3

IN THE MATTER OF THE ADOPTION CF
THE COURT CALENDAR FOR THE YEAR

2020:

IT IS HEREBY ORDERED THAT:

) FILED
) 038
Kino t ot &g‘“w“’am

The Circuit Court for the 23 Judicial circuit of the State of Illinois shall adjourn, and the Office
of the Circuit Clerks of DeKalb and Kendall Counties shall be closed on the following legal

holidays for the year 2020:

HOLIDAY

New Year’s Day

Martin Luther King Jr. Day
Lincoln’s Birthday
Washington’s Birthday (Obsvd.)
Spring Holiday (Close at Noon)
Memorial Day

Independence Day (Obsvd.)
Labor Day

Columbus Day

Veterans Day

Thanksgiving Day

Day Following Thanksgiving Day
Christmas Eve (Close at Noon)
Christmas Day

#,
Datedthis_S " day of June, 2019

QBSERVED

Wednesday, January 1, 2020
Monday, January 20, 2020
Wednesday, February 12, 2020
Monday, February 17, 2020
Friday April 10, 2020

Monday, May 25, 2020

Friday, July 3, 2020

Monday, September 7, 2020
Monday, October 12, 2020
Wednesday, November 11, 2020
Thursday, November 26, 2020
Friday, November 27, 2020
Thursday December 24, 2020
Friday, December 25, 2020




P KENDALL COUNTY
st ADMINISTRATIVE SERVICES DEPARTMENT

To: Admin HR Committee; Elizabeth Flowers (Chair), Judy Gilmour, Scott Gengler,
Matthew Prochaska, Robyn Vickers

From: Mera Johnson, HR Risk Management & Compliance Coordinator

Re: KAT, CDL’s & Cannabis

At the August 5, 2019 Admin HR Committee a question was asked about Illinois’s recent
legalization of Cannabis as it relates to the Federal grants and employees with CDLs, specifically
the KAT Program

After a discussion with KAT, Program Director, Mike Neuenkirchen it was determined that
Federal primacy comes into play with regard to cannabis use. KAT is a Federal Transportation
Authority (FTA) and Department of Transportation (DOT) sensitive program, so cannabis and
cannabinoids remained banned. As a recipient of federal funds, KAT is required to follow DOT
standards.

Employees of KAT are required to get their CDL within months of being employed by KAT.
However, the DOT standards are in effect and cannabis would be treated as a banned substance
whether KAT was a CDL shop or not.

Please keep in mind, employees of KAT are not County employees. The State’s Attorney Office
is working on a county wide Drug Free Workplace Program & Testing Policy, for non DOT

purposes.

111 W. Fox Street Room 316 * Yorkville, lllinois 60560 « (630) 553-4171 +
Fax: (630) 553-4214
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HORTON S/

Administration & HR Committee Meeting

Mid Year Review & Renewal Planning

Location: The County of Kendall

111 West Fox Street
Yorkville, IL 60560

Date: August 21, 2019

Agenda details:

I. Market and Plan Performance Update

II. Cost Share & Plan Design Considerations

a. Current Cost Share

b. Defined Contribution 10% / 32%

¢. Defined Contribution 17.5% / 33.5%

d. Defined Contribution 15% / 33%

e. Modified Plan Design with different HSA Contribution by Plan

II1. Pharmacy Opportunities: Disruption Details



KENDALL COUNTY
EXECUTIVE HEALTHCARE COST ANALYSIS
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KENDALL COUNTY
EXECUTIVE HEALTHCARE COST ANALYSIS

1HHT-12i31017

Rx Annual Cost / Member
m.o_.ﬁm Rer member / yaar

g

Total Specialty Rx Plan Cost
Total number of specialty scripts
Average cost per spacialty script

Specialty Rx Cost as % of Tolal Rx Cost
Non-Specialty Rx % of Total Rx Cost

& Specialty Rx Percentage
=] Non-Spacialty Rx Percentage

T sy
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KENDALL COUNTY
EXECUTIVE HEALTHCARE COST ANALYSIS

Empiloyee-& Spouse T 19
Employee & Children 15 14 -18
Farmily 103 161
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s R e
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IRS Expands Preventive
HIGHLIGHTS Care for HDHPs to Include
: An HDHP can only pay lzuz-;_?hr_-:. Chronic Conditions

-1‘rrur t.l_-| &g n..-'n.|.1l deductible has OVER\"EW

d, except for

: On July 17, 2019, the IRS released Notice 2019-45 to add care
for a range of chronic conditions to the list of preventive care
ThelRShasexpanded the scope benefits that can be provided by a high deductible health plan
of preventive care to include (HDHP) without a deductible.

certalin medical services for

Individuals who are covered by an HDHP generally may
establish and make contributions to a health savings account

specific chronic conditions

These chronic conditions include {HSA). To qualify as an HDHP, the plan cannot provide benefits
€ for any year until a minimum deductible is satisfied. However,
heart failure and depression an HDHP may provide benefits for preventive care without

imposing a deductible.

IRS Notice 2019-45 classifies certain medical care services and

IM?GRTANTMTE : items, Including prescription drugs, for chronic conditions as
=, Ty reventive care for individuals with those chronic conditions.
July 17,2019, ]
ACTION STEPS
' ~ hlt S s A This guidance makes it easier for HDHP participants to receive

benefits for medications and other care to treat their chronic
conditions. Employers with HDHPs should review their plan
documents and consult with their carriers and benefit
administrators, if necessary, to determine how their plans
cover preventive care benefits.

Provided By:

The Horton Group, Inc. HORTON
=t

insufance / Risk Advisory / Employes Benefits



Congestive heart failure, diabetes and/or coronary
artery disease

Angiotensin converting enzyme (ACE) Inhibitors

Antl-resorptive therapy Osteoporosis and/or osteopenia
Beta-blockers Congestive heart fanlu.re and/or coronary artery
disease
Blood pressure monitor Hypertension
inhaled corticosteroids
Asthma
Peak flow meter
Insulin and other glucose-lowering agents
Retinopathy screening
Diabetes
Glucometer
Hemoglobin Alc testing
International normalized ratlo (INR) testing Liver disease and/or bleeding disorders
Low-density lipoprotein (LDL) testing Heart disease
Selective serotonin reuptake inhibitors (SSRIs) Depression
Statins Heart disease and/or diabetes

These additional services and items are treated as preventive care only when prescribed to treat an individual
with the specified chronic condition, and only when prescribed to prevent the exacerbation of the chronic
condition or the development of a secondary condition.

If an individual is diagnosed with more than one chronic condition, all listed services and items applicable to
the two or more conditions are preventive care. However, services and items not listed above that are for
secondary conditions or complications that occur are not considered preventive care for HDHP purposes.

In addition, Notice 2019-45 clarifies that its guidance does not impact the definition of preventive care under
the Affordable Care Act (ACA). Under the ACA, non-grandfathered health plans must cover specific preventive
care services without any participant cost-sharing.

This Compliance Bulletin Is not Intended to be exhaustive nor should any discussion or opinions be construed as legal advice. 3
Readers should contact legal counsel for legal advice.

® 2019 Zywave, Inc. All rights reserved.



Sectlon 7.2 REIMBURSEMENT POLICY

Pursuant to the lllinois Wage Payment and Collection Act, the SAO will reimburse an
employee for all necessary expenditures or losses incuired by the employee within the
employee's scope of employment and directly related to the services performed for the
SAO. "Necessary expenditures” means all reasonable expenditures or losses required
of the employee in the discharge of employment duties and that inure to the primary
benefit of the SAO. However, the SAO is not responsible for losses due to an employee’s
own negligence, losses due to normal wear, or losses due to theft unless the theft was a
result of the employer’s negligence.

A. REIMBURSABLE NECESSARY EXPENDITIJIBEQS

The following is a non-exhaustive list of expendltures that dependlng on an employee's
assigned job duties, may be authorized or requrred in writlng by the Kendall County
State’'s Attorney, and if so, could qualify as “necessary expendltures subject to
reimbursement pursuant to the terms and conditions of this pollcy"“l‘

. Membership fees in.professional organizations, which are pre-approved in
writing by the Kendall County State's Attorney;

. Reglstratlon fees for required continuing legal education, which are pre-
approved in writing by the Kendall County-State’s Attorney;

* Registration fees for required business conferences and workshops, which
are pre-approved in writing by the Kendall County State's Attorney;

° Cell phone expenses, which are pre-approved in writing by the Kendall
County State’s Attorney;

° Copying costs, which are pre-approved in writing by the Kendall County
State's Attorney;

. Postage costs, which are pre-approved in writing by the Kendall County
State’s Attorney; and

. Office supplies that are pre-approved in writing by the Kendall County
State’s Attorney and that required for the employee to perform the
employee’s assigned job duties.

In addition to the above, the following travel-related expenses might, depending on an
employee's assigned job duties, be authorized or required in writing by the Kendall
County State's Attorney and, if so, could qualify as “necessary expenditures” subject to
reimbursement pursuant to the terms and conditions of this policy:

° Travel Tickets: Although an employee may obtain travel tickets in advance
for approved business-related trips, the employee must receive prior written
approval from the Kendall County State’s Attorney before purchasing the
travel tickets.

. Lodging: Employees may be reimbursed for reasonable, business-related
lodging expenses if an ovemnight stay is required. However, the employes



must receive prior approval in writing from the Kendall County State’s
Attorney.

. Mileage: When attending a pre-approved training seminar, business
conference and/or other meeting as part of the employee’s job duties, which
requires the use of the employee’s personal vehicle, the employee shall be
reimbursed at the mileage rate In accordance with the Intemal Revenue
Service's established rate, provided the employee has received prior written
approval from the Kendall County State's Attorney. When submitting a
mileage reimbursement form, the employee shall attach a printout from
www.Mapguest.com or comparable website, which shows the total mileage
traveled for which the employee is seeking reimbursement pursuant to the
terms and conditions of this policy.

. Meals: Employees traveling overnight may be paid a per diem amount
designed to cover the cost of three (3) meals per day for all days of travel
other than the day of departtire and return, provided such expense has been
pre-approved in writing by the Kendall County State's Attomey.
Reimbursement for meals within a 30-mile radius of the SAO is generally
not allowable, unless pre-approved in writing by the Kendall County State's
Attomey. The SAO utilizes the per diem rates as established by the U.S.
General Services Administration. These per diem rates may be found under
the link “Per Diem Rates” at the following website: htip://www.gsa.gov. If
an employee is attending a conference or some other event and one or
more meals are provided to the employee as part of the event, the amount
of the employee’s per diem shall be prorated based upon the number of
meals received at the conference or event.

The employee shall not receive reimbursement for any expenses incurred by the
employee’s spouse or any other third party traveling with the employee. Also, no
employee will be reimbursed for any alcohol or entertainment expenses as such
expenses are not necessary expenditures. For purposes of this policy, “entertainment”
includes, but is not limited to shows, amusement centers, theaters, circuses, casinos,
concerts, and sporting events.

B. REIMBURSEMENT PROCEDURES

1. Employee Must Obtain Pre-approval Before Incurring The Necessary
Expenditure Or Loss.

Before incurring any necessary expenditure or loss, the employee shall be required to
obtain written approval from the Kendall County State's Attorney that (a) the expense is
a necessary expenditure or loss that would be subject to reimbursement pursuant to this
policy; and (b) if so, what proportion of the necessary expenditure is directly related to the
services performed and would be reimbursable. An employee's request for
reimbursement may be denied by the Kendalt County State's Attorney if the employee



has failed to comply with this requirement prior to incurring the necessary expenditure or
loss.

2. Employee Must Submit A Request For Reimbursement With
Supporting Documentation.

In order to receive reimbursement for all necessary expenditures, the employee shall
submit a request for reimbursement of any necessary expenditure with supporting
documentation (i.e., a receipt or Mapquest printout) to the Kendall County State’s
Attorney within thirty (30) calendar days after the employee incurred the expense. |If
supporting documentation is nonexistent, missing, or Iost‘ﬁhe employee shall submit a
signed statement to the Kendall County State’s Attorney on a form approved by the
Kendall County State’s Attorney.

C. FAILURE TO COMPLY WITH THE POLICY

If the employee fails to comply with any aspect of this policy, the Kendall County State’s
Attorney reserves the right in his sole discretion fo deny the employee’s request for
reimbursement. Only pre-approved necessary expenditures and losses submitted in
accordance with this policy will be reimbursed.



