EXHIBIT “A”

REIMBURSABLES
Expense/Costs:
It is inappropriate to bill the following expense items at more than the specified rates:

Photocopying:
Not more than 15 cents per page or the actual charge of a copy service.



Telephone:  


Actual charges only.


Fax Machines:

Not more than $1.00 per page outgoing only.


Messenger & Delivery:
At cost.  Do not bill if the rush is caused by your firm.
Travel/Expense Costs:
1.  Authority – Section 112.061, Florida Statutes.

2. Mileage – Forty and a half (40.5) cents per mile, but total cannot exceed normal coach airfare unless one of the following applies:

a. Destination has no scheduled airline service.

b. When freight requires use of auto.

c. When number of persons traveling would result in greater economy.

3. Air Travel – Actual cost of most economical airfare available given the following:

a. All travel shall be by a usually traveled route, but may include stopovers, and a copy of ticket and boarding passes must be attached to request for reimbursement.

b. Since significant savings can be achieved through the use of “Super Saver” airfares, CONSULTANT shall try to schedule with the “Super Saver” airfare if possible.

4. Lodging – Actual expense TBD

5. Meals – Paid at the following maximum rates:

a. Breakfast - $6.  Must be in travel status before 6:00 a.m. and extend beyond 8:00 a.m.

b. Lunch - $12.  Must be in travel status before noon and extend beyond 2:00 p.m.

c. Dinner - $22.  Must be in travel status before 6:00 p.m. and extend beyond 8:00 p.m.

6. Limousines/Taxi – Actual costs will be reimbursed.  Attach all receipts

7. Parking/Tolls – Actual costs will be reimbursed.  Attach all receipts.

8. Auto Rental – Reimbursed if it represents most economical means.  Paid invoice must be attached.  (Loss Deductible Waiver is not a reimbursable expense).

9. Other – Any necessary and reasonable costs connected with the travel.  Explain and attach any and all receipts.

10. Sales and Use Taxes – Sales and use taxes are reimbursable.

11. Tips – Tips are not reimbursable.

12. Costs Not Allowable – 
a. Flight Insurance.  NOTE:  Most personal credit cards provide flight insurance at no additional cost if the airline ticket is charged.

b. Alcoholic beverages.

c. Entertainment expenses for yourself or others.

d. Personal telephone calls.

e. Any uneconomical or unnecessary expenses.

f. Meals during trips in the tri-county area, unless involving an overnight stay.

g. Laundry

13. Travel Allowance – To be utilized for travel expenses related to District initiatives and business not to exceed $36,000; and in accordance with the agreement and the terms and conditions outlined in this exhibit.

Initials ______  Date  ______

Initials   _________      Date ________
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