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AGENDA 

 
 

Date: May 5, 2017 
 
 
The regular meeting of the Dallas Police and Fire Pension System Board of Trustees will be held 
at 8:30 a.m. on Thursday, May 11, 2017, in the Second Floor Board Room at 4100 Harry 
Hines Boulevard, Dallas, Texas. Items of the following agenda will be presented to the Board: 
 
A. MOMENT OF SILENCE 
 
 
B. CONSENT AGENDA 

 
  1. Approval of Minutes 

 
Regular meeting of April 13, 2017 

 
  2. Approval of Refunds of Contributions for the Month of April 2017 
 
  3. Approval of Activity in the Deferred Retirement Option Plan (DROP) for May 

2017  
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  4. Approval of Estate Settlements 
 
  5. Approval of Survivor Benefits 
 
  6. Approval of Service Retirements 
 
  7. Approval of Alternate Payee Benefits 
 
  8. Approval of Payment of Previously Withdrawn Contributions 
 
  9. Denial of Unforeseen Emergency Requests 

 
 
C. DISCUSSION AND POSSIBLE ACTION REGARDING ITEMS FOR INDIVIDUAL 

CONSIDERATION 
 

  1. Discussion and possible action on Legislative Matters 
 
a. Status of DPFP plan legislation 
b. Other pension-related legislative issues 

 

  2. Consideration of possible Deferred Retirement Option Plan (DROP) account 
distributions in accordance with DROP Policy Addendum 
 

a. Certification of reserve amount 
b. Certification of excess liquidity amount 
c. Determination of distribution amount  
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  3. Legal issues 
 

Portions of the discussion under this topic may be closed to the public under the terms 
of Section 551.071 of the Texas Government Code. 

 

a. Police Officer and Firefighter pay lawsuits 
b. Potential claims involving fiduciaries and advisors 
c. Eddington et al. v. DPFP 
d. Rawlings v. DPFP 
e. DPFP v. Columbus A. Alexander III 
f. Degan et al. v. DPFP (Federal suit) 
g. Education and Travel Policy and Procedure 
 

  4. Violation of federal law (USERRA) by the City of Dallas 
 
  5. Possible changes to Education and Travel Policy and Procedure 
 
  6. North Texas Opportunity Fund 
 
  7. Investment reports 
 
  8. Quarterly financial reports 
 
  9. Recognition of outgoing Trustee 
 
10. Investment of Excess Cash  
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11. Board Members’ reports on meetings, seminars and/or conferences attended 
 

a. PRB: MET Online Core Training: Actuarial Matters 
b. PRB: MET Online Core Training: Benefits Administration 
c. PRB: MET Online Core Training: Risk Management 
d. PRB: MET Online Core Training: Ethics 
e. PRB: MET Online Core Training: Governance 
f. PRB: MET Online Core Training: Investments 

 
12. Unforeseeable Emergency Requests from DROP Members 
 

Portions of the discussion under this topic may be closed to the public under the terms 
of Section 551.078 of the Texas Government Code. 

 
 
D. BRIEFING ITEMS 

 
  1. Reports and concerns of active members and pensioners of the Dallas Police and 

Fire Pension System  
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  2. Executive Director’s report 
 
a. Future Education and Business Related Travel 
b. Future Investment Related Travel 
c. Associations’ newsletters 

 NCPERS Monitor (April 2017) 
 NCPERS Monitor (May 2017) 
 NCPERS PERSist (Spring 2017) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The term “possible action” in the wording of any Agenda item contained herein serves as notice that the Board may, as permitted by the Texas Government Code, Section 551, in its discretion, 
dispose of any item by any action in the following non-exclusive list: approval, disapproval, deferral, table, take no action, and receive and file. At the discretion of the Board, items on this 
agenda may be considered at times other than in the order indicated in this agenda. 
 

At any point during the consideration of the above items, the Board may go into Closed Executive Session as per Texas Government Code, Section 551.071 for consultation with attorneys, 
Section 551.072 for real estate matters, Section 551.074 for personnel matters, and Section 551.078 for review of medical records. 































Regular Board Meeting 

Thursday, April 13, 2017 

 

 

 

14 of 18 

 

12. Employee recognition – First Quarter 2017  (continued) 
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12. Employee recognition – First Quarter 2017  (continued) 
 

 
 

b. Mr. Friar and Ms. Gottschalk presented a performance award for Employee 

of the Quarter, First Quarter 2017, to Kimberly L. Boone, Administrative 

Clerk. 

 

 
 

No motion was made. 
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*  *  *  *  *  *  *  * 

 

13. Board Members’ reports on meetings, seminars and/or conferences attended 

 

a. BTIG Value Manager Event/Berkshire Hathaway Shareholders Meeting 

b. Developing Managerial Skills 

c. TEXPERS Annual Conference 

 

Reports were given on the following meetings. Those who attended are listed. 

 

a. BTIG Value Manager Event/Berkshire Hathaway Shareholders Meeting 

 

Mr. Schutz 

 

b. Developing Managerial Skills 

 

Mr. Schutz 

 

c. TEXPERS Annual Conference 

 

Messrs. Friar, Haben, Brown 

 

No motion was made. 

 

*  *  *  *  *  *  *  * 

 

14. Unforeseeable Emergency Requests from DROP Members 

 

There were no Unforeseeable Emergency Requests from DROP members 

requiring Board action. 

 

No discussion was held. 

 

No motion was made. 

 

*  *  *  *  *  *  *  * 

 

15. Amendment of Group Trust Declaration 

 

Staff briefed the Board on a technical amendment to the Group Trust Declaration. 

 

After discussion, Mr. Brown made a motion to adopt the proposed amendment to 

the Group Trust Declaration.  Mr. Haben seconded the motion, which was 
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15. Amendment of Group Trust Declaration  (continued) 

 

unanimously approved by the Board.  Messrs. Griggs, Kingston, and Wilson were 

not present for this item. 

 

After discussion, Mr. Brown made a motion to adopt the proposed amendment to 

the Group Trust Declaration.  Mr. Haben seconded the motion, which was 

unanimously approved by the Board.  Messrs. Griggs, Kingston, and Wilson were 

not present for this item. 

 

*  *  *  *  *  *  *  * 

 

16. Performance review of the Executive Director 
 

The Board went into closed executive session – personnel at 3:23 p.m. 

 

The meeting was reopened at 4:26 p.m. 

 

After discussion, Mr. Conway made a motion to approve a $10,000 salary 

increase and a one-time bonus of $10,000.  Mr. Ho seconded the motion, which 

was unanimously approved by the Board.  Messrs. Griggs, Kingston, and Wilson 

were not present for this item. 

 

*  *  *  *  *  *  *  * 

 

 

D. BRIEFING ITEMS 

 

  1. Reports and concerns of active members and pensioners of the Dallas Police 

and Fire Pension System 

 

The Board received comments during the open forum. 

 

No motion was made. 

 

*  *  *  *  *  *  *  * 
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  2. Executive Director’s report 

 

a. Future Education and Business Related Travel 

b. Future Investment Related Travel 

c. Associations’ newsletters 

 

• NCPERS Monitor (March 2017) 

• NCPERS PERSist (Winter 2017) 

 

The Executive Director’s report was presented.  No motion was made. 

 

*  *  *  *  *  *  *  * 

 

 

Ms. Gottschalk stated that there was no further business to come before the Board. On a 

motion by Mr. Haben and a second by Mr. Ho, the meeting was adjourned at 4:27 p.m. 
 

 

 

 

 

_______________________ 
Samuel L. Friar 

Chairman 

 

 

ATTEST: 
 

 

 

 

_____________________ 
Kelly Gottschalk 

Secretary 







DISCUSSION SHEET 

Regular Board Meeting – Thursday, May 11, 2017 

 
ITEM #C2 
(continued) 

 
 

vi. All outstanding capital commitments for existing private market investments as well 
as no less than 12 months of other anticipated investment-related expenditures. 

 
b. Staff will present the determination of the excess liquidity amount calculated in accordance 

with the DROP Policy Addendum for the Board’s consideration. The excess liquidity 
amount represents the amount of total liquid assets in excess of 1) the reserve amount and 
2) the Minimum Annual Distributions to be paid for the current month. 

 
c. The Staff will discuss the possible effects of payment of excess liquidity amounts on the 

efficient administration of DPFP. 
 

Staff 
Recommendation: a. Certify the reserve amount. 

 
b. Certify the excess liquidity amount. 
 
c. To be provided at the meeting. 
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Regular Board Meeting – Thursday, May 11, 2017 

ITEM #C3 
 
 

Topic: Legal issues 
 
Portions of the discussion under this topic may be closed to the public under the terms of 
Section 551.071 of the Texas Government Code. 
 
a. Police Officer and Firefighter pay lawsuits 
b. Potential claims involving fiduciaries and advisors 
c. Eddington et al. v. DPFP 
d. Rawlings v. DPFP 
e. DPFP v. Columbus A. Alexander III 
f. Degan et al. v. DPFP (Federal suit) 
g. Education and Travel Policy and Procedure 

 
Discussion: Counsel will brief the Board on these issues. 
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ITEM #C4 

 
 

Topic: Violation of federal law (USERRA) by the City of Dallas 
 
Discussion: Pursuant to the Uniform Services Employment and Reemployment Act (USERRA), members 

who have returned from military service and continued their employment are entitled to make 
the contributions they did not make while they were on military leave in order to receive 
pension credit for the time they spent on military leave. USERRA provides that when members 
make such contributions to receive pension credit, the employer is required to make its share 
of contributions to the plan for that military leave time that the member is “buying back.” 

 
DPFP has tried for over a year to collect such contributions from the City. The amount owed 
by the City is $1,407,421. The City contends that it is not required to make such contributions. 
USERRA specifically provides rights to pension plans against employers who refuse to make 
required contributions. 

 
Staff 
Recommendation: Staff requests direction from the Board on how to address the City’s continuing violation of 

federal law. 
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ITEM #C5 

 
 

Topic: Possible changes to Education and Travel Policy and Procedure 
 

Discussion: Staff is proposing the following changes to the policy and procedure covering education and 
travel related expenses to address the approval of travel and reimbursement of expenses for 
Trustees. 

 
1. Currently, the policy requires that Chairperson and Executive Director approval be 

obtained prior to incurring expenses related to educational conferences or training sessions. 
The proposed changes would require that the Board approve plans for such expenses in 
advance of the educational conferences or training sessions taking place. 
 

2. Materials for any new conference/session which is not already on the list of planned future 
conferences/sessions would be required to be submitted to the Executive Director at least 
two weeks prior to a Board meeting in order for the conference/session to be included on 
the agenda for Board review. 
 

3. Any business related travel, such as meetings with the city of Dallas or legislative meetings, 
would not require Board approval, but would require joint approval by the Chairperson and 
Executive Director prior to travel (including local travel) if related expenses are to be 
reimbursed. 
 

4. A Trustee who is eligible to receive reimbursement from the city of Dallas for an 
educational course should seek reimbursement from the City prior to seeking 
reimbursement from DPFP. 
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ITEM #C5 
(continued) 

 
 

Staff is also proposing that the Mileage Reimbursement Policy as amended through April 28, 
2004 be repealed as the provisions of this policy have been incorporated into the Education 
and Travel Policy and Procedure. 
 

Staff 
Recommendation: Approve the Education and Travel Policy and Procedure as amended and approve the repeal 

of the Mileage Reimbursement Policy. 

 



 

 

 
 
 
 
 
 
 
 
 

EDUCATION AND TRAVEL  

POLICY AND PROCEDURE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

As Amended Through December 8, 2016 



 

 

DALLAS POLICE AND FIRE PENSION SYSTEM 
 

EDUCATION AND TRAVEL POLICY AND PROCEDURE 
Adopted March 9, 1989 

As amended through December 8, 2016 
 
 

A. POLICY 
 
 The policy of the Dallas Police and Fire Pension System (DPFP) is to: 
 
 1. Provide for a Board Education Plan which outlines the Board’s educational 

goals and addresses compliance with the Texas Pension Review Board’s (PRB) 
Minimum Educational Training (MET) Program for trustees and system 
administrators of Texas defined benefit public retirement systems. 

 
 2.   Reimburse Board Trustees and staff members, as approved by the Board, for 

the cost of meals, accommodations, transportation and other expenses 
associated with travel activities relating to the operation of DPFP.  Costs 
incurred by Trustees in the conduct of City of Dallas business unrelated to 
pension business, as opposed to expenses reimbursable under this policy, will 
be reimbursed in accordance with the appropriate City of Dallas policy and are 
not to be reimbursed by DPFP. 

 
 3. Arrange travel using the most economical means reasonably available. 
 
 4. Monitor travel expenses to adhere to budgeted amounts as approved by the 

Board. 
 
 
B. PURPOSE 
 
 The purpose of this policy is to: 
 
 1. Outline a Board Education Plan that addresses the Board’s educational goals, 

identifies topics that Trustees and staff should be educated on, and provides for 
compliance with the requirements of the PRB’s MET Program.  

 
 2. Define the procedure for travel and conference/training registration approvals, 

arrangements, documentation, and reimbursement. 
 
 3.  Establish general policies and guidelines for determining allowable expenses 

and processing travel expenses.  
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B. PURPOSE  (continued) 
 
 This policy does not address the approval of Trustee travel related to the monitoring 

of investment consultants and investment managers associated with DPFP’s 
investment portfolio. Such approval is addressed in the Investment Policy 
Statement. 

 
 
C. BOARD EDUCATION PLAN 
 

1. At minimum, Trustees and the Executive Director are to comply with the 
training requirements of the PRB’s MET Program. The objective of such 
training is to cover the fundamental competencies necessary for the Trustees 
and Executive Director to successfully discharge their duties, as well as allow 
them to gain expertise in additional areas related to their duties. The number 
of hours and frequency of training should follow the requirements as set forth 
by the PRB and the content should be aligned with the required content areas 
of the PRB, including but not limited to the following: fiduciary matters, 
governance, ethics, investments, actuarial matters, benefits administration, risk 
management, compliance, legal and regulatory matters, pension accounting, 
custodial issues, plan administration, Texas Open Meetings Act, and the Texas 
Public Information Act.  

 
2. A designated staff member shall maintain records of attendance for 

educational activities for each Trustee and the Executive Director, notating 
which activities qualify as a PRB approved source for the MET Program. 
These records are to be utilized to meet the compliance reporting requirements 
of the MET Program.  

 
3. Trustee and staff attendance of educational activities beyond those sponsored 

by PRB approved sources should be related to core topics which support the 
role of a public fund trustee and/or staff person, as applicable (e.g. finance, 
defined benefit plans, legislative issues, retirement counseling, financial 
reporting, or any of the areas noted in paragraph C.1. above).  
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D. PROCEDURE 
 

1. Travel arrangements shall be made by a designated staff member, upon the 
request of the individual Trustee or staff member attending a conference, 
training, or meeting.  The designated staff member will assist with all 
necessary arrangements, including registration, airline reservations, car rental, 
hotel and any other arrangements requiring reservation.  In order for staff to 
assist with such arrangements, a Travel Profile form should be completed by 
any individual requesting travel reservations.  

 
2. A Trustee or staff member may request the method of transportation that best 

meets his/her needs and the requirements of the education or business purpose, 
however the request will be subject to consideration of economic feasibility 
based on all available options.  The staff member designated to assist in 
arranging travel shall perform a search of all reasonably available options for 
transportation and lodging prior to booking in order to best manage 
expenditures.  

 
3. Charges for registration and travel reserved in advance of the travel date shall 

be made by a designated staff person using the DPFP credit card unless 
otherwise pre-approved by the Executive Director.  

  
4. All expenses associated with any travel shall be documented on the Expense 

Report form (see Appendix A). 
 
  An explanation of the form is as follows: 
 
  a. Dates 
 
  A separate column on the Expense Report is to be utilized for each day of 

the expense period. 
 
  b. Registration Fees 
 

(1) DPFP will reimburse actual expenses incurred in registering for a 
conference/training or meeting.  If the attendee pays the registration 
fee, an original or electronic (email) receipt must be furnished for 
reimbursement purposes. 
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D. PROCEDURE (continued) 

 
(2) Registration costs are authorized only to the extent necessary for the 

purpose of the conference/training or meeting; expenses for golf 
tournaments or other extracurricular activities offered in connection 
with a conference/training or meeting are the responsibility of the 
individual.  

 
  c. Airfare 
 

(1) If a reduced airfare may be obtained by traveling a day earlier or later 
than required for event attendance (i.e. staying an additional night), 
and the cost of all additional travel expenses (hotel, meals, rental car, 
local transportation, etc) is offset by the savings in airfare, DPFP will 
reimburse additional lodging, local transportation, rental car, and meal 
expenses incurred. The reimbursement for travel expense for the 
additional day will be limited to the savings in airfare (i.e. the 
difference between 1) the airfare that would have been incurred based 
on travel dates required for event attendance and 2) the actual rate paid 
for the airfare). Support for the amount of cost differential shall be 
obtained by the staff person assisting with booking travel and shall be 
included with the Expense Report for record keeping purposes.  

 
(2) For all flights, DPFP will reimburse a coach or economy class airfare. 

First-class or business-class seats may be allowed only if coach seats 
are not available and no other flight can be substituted.  

 
(3) Expenses incurred to change or cancel a flight will be reimbursed by 

DPFP. 
 

(4) Upon completion of air travel, a copy of the boarding pass and/or 
itinerary must be submitted with the Expense Report.  

 
  d. Mileage 
 

(1) Expenses relating to the use of personal vehicles for business travel 
shall be reimbursed at the current standard mileage rate as released by 
the Internal Revenue Service for use in computing the deductible costs 
of operating an automobile for business purposes.  
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D. PROCEDURE (continued) 

 
  d. Mileage (continued) 

 
(2) If multiple individuals are traveling together by car, DPFP will 

reimburse mileage to the person who owns the vehicle. 
 
(3) Mapquest.com, Map.com, or some equivalent online map service 

should be used to calculate mileage for reimbursement purposes. 
 

(4) Mileage to and from DPFP’s office when the origin or end point is the 
Trustee’s home will not be reimbursed for days when a Trustee is 
compensated by the City. If a Trustee is not compensated by the City 
in the form of pay or time on the day of commuting to or from the 
DPFP office for a meeting, such mileage may be submitted for 
reimbursement. Any mileage which is being reimbursed by the City 
is not reimbursable by DPFP. Mileage to and from DPFP’s office from 
a Trustee’s workplace is reimbursable.  

 
(5) The total reimbursement for vehicular transportation shall in no case 

exceed the amount that would be incurred using air transportation. 
Documentation of airfare used for cost comparison shall be attached 
to the Education/Travel Request Form.  

 
(5)(6) For staff, on a normal workday, only the mileage traveled which is 

in excess of the number of miles from the staff person’s residence to 
the DPFP office is reimbursable.  

 
  e. Local transportation 
 
  Actual expenses incurred for taxis or other local transportation service will 

be reimbursed.  The original or electronic (email) receipt must be provided 
for reimbursement. 

 
  f. Car Rental 
 
  DPFP will reimburse for rental cars under the following guidelines: 
 
  (1) Whenever possible, the least expensive mode of transportation to and 

from the airport will be used, including shuttles, taxis, or other forms 
of local transportation.  
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D. PROCEDURE (continued) 
 
  f. Car Rental (continued) 
 
  (2)  Rental car expenses will not be reimbursed if an individual opts to rent 

a car rather than use less expensive, reasonably available modes of 
transportation to and from the airport. Reimbursement of the amount 
that would have been expended on a shuttle or taxi will be made with 
documentation of established rates.  

 
  (3)  Fuel and mileage costs incurred shall be reimbursed. An original or 

electronic (email) receipt must be provided for reimbursement. 
Whenever possible, the individual will return the rental car with a full 
tank of gas to avoid paying inflated prices for fill-up by the rental 
agency. 

 
  (4) DPFP will not reimburse for the cost of any collision waiver or 

liability policy purchased in conjunction with the rental of a car. DPFP 
is self-insured and additional insurance is unnecessary.  

 
  (5) If a car is rented for personal use beyond the required period for 

business usage, reimbursement will be made on a pro-rata basis for 
the period required to attend the conference/training or meeting. 

 
  g. Lodging 
 
   (1) Reimbursement shall be made for actual expenses incurred for the 

period required to attend the conference/training or meeting, to 
include any additional lodging in accordance with paragraph 
C.4.c.(1). 

 
   (2) Original hotel receipts must be furnished for reimbursement. 
 

(3) If one or more other persons accompany the individual and the hotel 
rate is higher than that charged for single occupancy, the lodging 
receipt shall indicate both the amount charged and the single 
occupancy rate.  The person authorized to incur expenses shall pay the 
difference. 

 
(4) Any personal expenses, such as in-room movies, fitness room access, 

dry cleaning, etc. are the responsibility of the individual.  
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D. PROCEDURE  (continued) 
 
  h. Business Services 
 

(1) All actual internet access expenses pursuant to DPFP business will be 
reimbursed.  The Trustee or staff member incurring the expense shall 
annotate any receipts listing such expenses to indicate which expenses 
were incurred related to DPFP business. 

 
(2) Miscellaneous business expenses such as facsimile transmissions, 

courier service and overnight delivery service will be reimbursed.  
Original or electronic (email) receipts will be required for 
reimbursement. 

 
  i. Tips 
 
   All tips must be itemized daily.   
 
  j. Meals 
 

(1) DPFP shall reimburse for meals based on actual expenses supported 
by receipts.  

 
(2) If receipts are not available from the provider, but the individual 

confirms the cost, DPFP will reimburse actual costs not to exceed $25 
for a meal. 

 
(3) DPFP will not reimburse expenses for alcoholic beverages. 
 
(4) DPFP will not reimburse expenses for meals purchased in lieu of 

meals provided by a conference sponsor.  
 
(5) A meal purchased for a non-DPFP Trustee or staff person with the 

express purpose of conducting business may be reimbursed.  
 
(6) Notation of all attendees of meals is required to be made on the receipt 

provided. If an attendee is a non-DPFP Trustee or staff, their business 
relationship to DPFP must be noted.  

 
(7) Itemized, original or electronic (email) receipts will be required for 

reimbursement. 
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D. PROCEDURE (continued) 
 
  k. Baggage Fees 

 
   Fees charged to check baggage on flights will be reimbursed 
 
  l.  Parking 
 
    Parking expenses are eligible for reimbursement.  Original or 

electronic (email) receipts are to be furnished, if available. Terminal 
(short-term) parking at Dallas Fort Worth International Airport will 
not be reimbursed for a period exceeding two nights. Long-term 
parking is to be used in instances of travel exceeding a two-night stay.  

 
  m.  Tolls 

 
   Fees charged for tolls will be reimbursed. Original or electronic (email) 

receipts are to be furnished, if available.  
 
  n.  Other Expenses 
 
   (1) Taxes 
 
    Sales and other taxes paid are reimbursable. 
 
   (2) Insurance 
 
    Flight insurance and fees for traveler's checks will not be reimbursed. 
 
   (3) Educational Materials 

 
    Expenditures for books or other materials required to be purchased for 

an educational course will be reimbursed. Original or electronic 
(email) receipt is required for reimbursement.  

 
   (4) Incidentals 
 
    Items other than those mentioned above will not be reimbursed. 
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D. PROCEDURE  (continued) 
 

5. Insurance Coverage 
 
a. While a Trustee or staff member is driving their privately owned vehicle on 

DPFP business, their auto insurance is primary. Any DPFP insurance will 
be secondary and will come into use only after the primary policy has paid 
out to its limits.  
 

b. DPFP will provide legal defense and pay all settlements or judgments of 
claims or suits arising from an accident involving the use of a privately 
owned vehicle while conducting DPFP business, subject to the following 
conditions: 

 
(1) DPFP coverage will be in excess of any other automobile liability 

insurance that provides coverage for a staff’s or Trustee’s vehicle 
while being used to conduct DPFP business. 

 
(2) The staff must be in the scope of DPFP employment at the time of the 

accident, or the Board member must be a current Trustee at the time 
of the accident. 

 
(3) The individual must notify their supervisor or the Executive Director, 

as applicable, of any automobile accident while conducting DPFP 
business as soon as possible.  

 
(4) The individual must notify his/her insurance carrier of the accident 

as soon as possible. 
 

(5) The individual must cooperate in the DPFP investigation and defense 
of any claim or suit related to their accident.  

 
(6) DPFP will reimburse the staff or Trustee for the physical damage 

deductible under comprehensive and collision coverage due to 
damage to a staff person’s or Trustee’s vehicle arising out of the use 
of the vehicle while in the scope of DPFP business. The maximum 
reimbursement will be $1,000 whether or not the individual has 
physical damage insurance coverage on the vehicle. All claims for the 
reimbursement of the deductible must include supporting 
documentation.  
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D. PROCEDURE  (continued) 

 
6. Filing for Reimbursements 

 
a. An Expense Report, along with applicable receipts, shall be submitted to 

the staff person designated to assist with travel, preferably within ten 
working days, but in no case later than sixty days after completion of a trip. 

 
 b. Only original or electronic (email) receipts shall be submitted.  Copies are 

not acceptable. Receipts should be legible and reflect the reimbursement 
dollar amount.  

 
 c. All Expense Reports will be reviewed and approved by the Executive 

Director and Chief Financial Officer, or their designee. 
 
 d. DPFP staff will maintain all records and reports pursuant to this policy. 
 
 e. Reimbursement payments will typically be issued within 10 business days 

of receipt of a completed Expense Report and all supporting documentation, 
but never prior to completion of review and approval by executive staff. 

  
7. Approval of Travel and Reimbursements 
 

a. Travel will only be approved if the purpose of the trip is to transact official 
DPFP business or attend educational conferences or training sessions 
necessary to promote the efficient conduct of DPFP’s business.  

 
b. For any Trustee educational related travel, including day-trip travel (i.e. 

travel outside of Dallas County which allows an individual to depart and 
return on the same day), or educational conferences or courses which may 
not include travel, Chairperson and Executive DirectorBoard approval is 
required to be obtained prior to the travel or educational item taking place. 
Planned travel and education must be reported on an Education/Travel 
Request form and provided to the staff person designated to maintain 
travel/education records. Trustees on unapproved travel may not be covered 
by DPFP’s liability insurance. 
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D. PROCEDURE  (continued) 
 

 
c. A listing of all upcoming Trustee education and business related travel and 

education which does not involve travell , shall be included as a component 
of the Executive Director’s Report in the Board meeting agenda, noting 
planned attendance of individual Trustees. The inclusion of this report in 
Board meeting materials evidences the Chairperson and Executive 
Director’s approval of such travel.A Board motion is required for approval 
of the report. In order for a training, meeting, or conference, or course to be 
included in the Executive Director’s report placed on the list, it it must be 
approved by the Chairperson andsubmitted to the Executive Director at least 
two weeks prior to a Board meeting. A Trustee may request pre-approval 
from the Chairperson and Executive Director to attend a training, meeting, 
or conference which is not on the approved list. Any such request must be 
supported by a program or other evidence of the opening and closing dates, 
times, location and general content/purpose. 
 

d. Any business related travel by a Trustee, such as meetings with the city of 
Dallas or legislative meetings, does not require Board approval, but requires 
joint approval of the Chairperson and Executive Director prior to travel 
(including local travel) if related expenses are to be reimbursed. A request 
must be made by submission of an Education/Travel request form.  

 
e. A Trustee who is eligible to receive reimbursement from the city of Dallas 

for an educational course must seek reimbursement from the city prior to 
seeking reimbursement from DPFP. If the city denies reimbursement and 
the expense is later submitted to DPFP, evidence of the city’s denial must 
be provided with the Education/Travel Request form.  Written approval of 
the Chairperson and Executive Director is to be maintained with the 
Education/Travel Request form if such travel is requested and the date of 
the travel occurs prior to the next Board meeting. 

 
c.f. Staff members must schedule authorized travel and conference/training 

registration with the staff person designated to assist with travel 
coordination. 
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D. PROCEDURE  (continued) 
 

d.g. A staff member’s supervisor shall approve, in writing, the travel, 
including day-trip travel, in advance of any registration or travel being 
booked. Such request must be supported by a program or other evidence of 
the opening and closing dates, times, location and general content. 
Supervisor approval is subject to available funds in accordance with the 
annual budget as approved by the Board.   Any costs which exceed the 
annual budget for staff travel and education must be approved by the 
Executive Director before expenses are incurred. Such approval is subject 
to available funds based on upon the overall operating budget as approved 
by the Board. Staff on unapproved travel may not be covered by DPFP’s 
liability insurance. 

 
e.h.As a component of the annual budget, an allocation shall be made to each 

individual Trustee for education related travel and conference/event 
registration/materials. Expenditures will be monitored for each Trustee’s 
budget throughout the year, with available balances provided to the Trustees 
quarterly, at minimum. For the year in which a Trustee’s term ends, the 
Trustee’s allocated budget for that year will be prorated from the beginning 
of the year through the scheduled end of the Trustee’s term.  If the Trustee 
is subsequently reelected during that year, the Trustee’s budget will be 
increased to the full amount for the year.  For the year in which any new 
Trustee begins to serve, the Trustee’s allocated budget will be prorated from 
the Trustee’s start date through the end of the year. 
 

f.i. Staff shall allocate a separate travel and registration amount in the budget 
for expenditures in connection with specified professional education 
programs approved by the Board (i.e. Wharton and Harvard investments 
related workshops or similar, approved courses). Each Trustee and the 
Executive Director may attend one such program in any two year period to 
the extent that budgeted amounts are available. A Trustee may attend 
additional programs to the extent budgeted amounts are available, with 
written pre-approval from the Chairperson and Executive Director. If more 
than six Trustees request to attend such a program in any one year, 
attendance will be approved according to order of request, with preference 
given to 1) Trustees who have not yet attended the initial “basic” course, 
and 2) Trustees who did not attend such a program the prior year.  
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APPROVED on December 8, 2016 the Board of Trustees of the Dallas Police and Fire 
Pension System. 
 
 

[signature] 
 
 
 

Samuel L. Friar 
Chairman 
 
 
Attested: 
 
 

[signature] 
 
 
 

Kelly Gottschalk 
Secretary 
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DALLAS POLICE AND FIRE PENSION SYSTEM 
 

EDUCATION AND TRAVEL POLICY AND PROCEDURE 
Adopted March 9, 1989 

As amended through  
 
 

A. POLICY 
 
 The policy of the Dallas Police and Fire Pension System (DPFP) is to: 
 
 1. Provide for a Board Education Plan which outlines the Board’s educational 

goals and addresses compliance with the Texas Pension Review Board’s (PRB) 
Minimum Educational Training (MET) Program for trustees and system 
administrators of Texas defined benefit public retirement systems. 

 
 2.   Reimburse Board Trustees and staff members, as approved by the Board, for 

the cost of meals, accommodations, transportation and other expenses 
associated with travel activities relating to the operation of DPFP.  Costs 
incurred by Trustees in the conduct of City of Dallas business unrelated to 
pension business, as opposed to expenses reimbursable under this policy, will 
be reimbursed in accordance with the appropriate City of Dallas policy and are 
not to be reimbursed by DPFP. 

 
 3. Arrange travel using the most economical means reasonably available. 
 
 4. Monitor travel expenses to adhere to budgeted amounts as approved by the 

Board. 
 
 
B. PURPOSE 
 
 The purpose of this policy is to: 
 
 1. Outline a Board Education Plan that addresses the Board’s educational goals, 

identifies topics that Trustees and staff should be educated on, and provides for 
compliance with the requirements of the PRB’s MET Program.  

 
 2. Define the procedure for travel and conference/training registration approvals, 

arrangements, documentation, and reimbursement. 
 
 3.  Establish general policies and guidelines for determining allowable expenses 

and processing travel expenses.  
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B. PURPOSE  (continued) 
 
 This policy does not address the approval of Trustee travel related to the monitoring 

of investment consultants and investment managers associated with DPFP’s 
investment portfolio. Such approval is addressed in the Investment Policy 
Statement. 

 
 
C. BOARD EDUCATION PLAN 
 

1. At minimum, Trustees and the Executive Director are to comply with the 
training requirements of the PRB’s MET Program. The objective of such 
training is to cover the fundamental competencies necessary for the Trustees 
and Executive Director to successfully discharge their duties, as well as allow 
them to gain expertise in additional areas related to their duties. The number 
of hours and frequency of training should follow the requirements as set forth 
by the PRB and the content should be aligned with the required content areas 
of the PRB, including but not limited to the following: fiduciary matters, 
governance, ethics, investments, actuarial matters, benefits administration, risk 
management, compliance, legal and regulatory matters, pension accounting, 
custodial issues, plan administration, Texas Open Meetings Act, and the Texas 
Public Information Act.  

 
2. A designated staff member shall maintain records of attendance for 

educational activities for each Trustee and the Executive Director, notating 
which activities qualify as a PRB approved source for the MET Program. 
These records are to be utilized to meet the compliance reporting requirements 
of the MET Program.  

 
3. Trustee and staff attendance of educational activities beyond those sponsored 

by PRB approved sources should be related to core topics which support the 
role of a public fund trustee and/or staff person, as applicable (e.g. finance, 
defined benefit plans, legislative issues, retirement counseling, financial 
reporting, or any of the areas noted in paragraph C.1. above).  
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D. PROCEDURE 
 

1. Travel arrangements shall be made by a designated staff member, upon the 
request of the individual Trustee or staff member attending a conference, 
training, or meeting.  The designated staff member will assist with all 
necessary arrangements, including registration, airline reservations, car rental, 
hotel and any other arrangements requiring reservation.  In order for staff to 
assist with such arrangements, a Travel Profile form should be completed by 
any individual requesting travel reservations.  

 
2. A Trustee or staff member may request the method of transportation that best 

meets his/her needs and the requirements of the education or business purpose, 
however the request will be subject to consideration of economic feasibility 
based on all available options.  The staff member designated to assist in 
arranging travel shall perform a search of all reasonably available options for 
transportation and lodging prior to booking in order to best manage 
expenditures.  

 
3. Charges for registration and travel reserved in advance of the travel date shall 

be made by a designated staff person using the DPFP credit card unless 
otherwise pre-approved by the Executive Director.  

  
4. All expenses associated with any travel shall be documented on the Expense 

Report form (see Appendix A). 
 
  An explanation of the form is as follows: 
 
  a. Dates 
 
  A separate column on the Expense Report is to be utilized for each day of 

the expense period. 
 
  b. Registration Fees 
 

(1) DPFP will reimburse actual expenses incurred in registering for a 
conference/training or meeting.  If the attendee pays the registration 
fee, an original or electronic (email) receipt must be furnished for 
reimbursement purposes. 
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D. PROCEDURE (continued) 

 
(2) Registration costs are authorized only to the extent necessary for the 

purpose of the conference/training or meeting; expenses for golf 
tournaments or other extracurricular activities offered in connection 
with a conference/training or meeting are the responsibility of the 
individual.  

 
  c. Airfare 
 

(1) If a reduced airfare may be obtained by traveling a day earlier or later 
than required for event attendance (i.e. staying an additional night), 
and the cost of all additional travel expenses (hotel, meals, rental car, 
local transportation, etc) is offset by the savings in airfare, DPFP will 
reimburse additional lodging, local transportation, rental car, and meal 
expenses incurred. The reimbursement for travel expense for the 
additional day will be limited to the savings in airfare (i.e. the 
difference between 1) the airfare that would have been incurred based 
on travel dates required for event attendance and 2) the actual rate paid 
for the airfare). Support for the amount of cost differential shall be 
obtained by the staff person assisting with booking travel and shall be 
included with the Expense Report for record keeping purposes.  

 
(2) For all flights, DPFP will reimburse a coach or economy class airfare. 

First-class or business-class seats may be allowed only if coach seats 
are not available and no other flight can be substituted.  

 
(3) Expenses incurred to change or cancel a flight will be reimbursed by 

DPFP. 
 

(4) Upon completion of air travel, a copy of the boarding pass and/or 
itinerary must be submitted with the Expense Report.  

 
  d. Mileage 
 

(1) Expenses relating to the use of personal vehicles for business travel 
shall be reimbursed at the current standard mileage rate as released by 
the Internal Revenue Service for use in computing the deductible costs 
of operating an automobile for business purposes.  

  



 

 

Education and Travel Policy and Procedure 
As amended through  
Page 5 of 12 
 
 
D. PROCEDURE (continued) 

 
  d. Mileage (continued) 

 
(2) If multiple individuals are traveling together by car, DPFP will 

reimburse mileage to the person who owns the vehicle. 
 
(3) Mapquest.com, Map.com, or some equivalent online map service 

should be used to calculate mileage for reimbursement purposes. 
 

(4) Mileage to and from DPFP’s office when the origin or end point is the 
Trustee’s home will not be reimbursed for days when a Trustee is 
compensated by the City. If a Trustee is not compensated by the City 
in the form of pay or time on the day of commuting to or from the 
DPFP office for a meeting, such mileage may be submitted for 
reimbursement. Any mileage which is being reimbursed by the City 
is not reimbursable by DPFP. Mileage to and from DPFP’s office from 
a Trustee’s workplace is reimbursable.  

 
(5) The total reimbursement for vehicular transportation shall in no case 

exceed the amount that would be incurred using air transportation. 
Documentation of airfare used for cost comparison shall be attached 
to the Education/Travel Request Form.  

 
(6) For staff, on a normal workday, only the mileage traveled which is in 

excess of the number of miles from the staff person’s residence to the 
DPFP office is reimbursable.  

 
  e. Local transportation 
 
  Actual expenses incurred for taxis or other local transportation service will 

be reimbursed.  The original or electronic (email) receipt must be provided 
for reimbursement. 

 
  f. Car Rental 
 
  DPFP will reimburse for rental cars under the following guidelines: 
 
  (1) Whenever possible, the least expensive mode of transportation to and 

from the airport will be used, including shuttles, taxis, or other forms 
of local transportation.  
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D. PROCEDURE (continued) 
 
  f. Car Rental (continued) 
 
  (2)  Rental car expenses will not be reimbursed if an individual opts to rent 

a car rather than use less expensive, reasonably available modes of 
transportation to and from the airport. Reimbursement of the amount 
that would have been expended on a shuttle or taxi will be made with 
documentation of established rates.  

 
  (3)  Fuel and mileage costs incurred shall be reimbursed. An original or 

electronic (email) receipt must be provided for reimbursement. 
Whenever possible, the individual will return the rental car with a full 
tank of gas to avoid paying inflated prices for fill-up by the rental 
agency. 

 
  (4) DPFP will not reimburse for the cost of any collision waiver or 

liability policy purchased in conjunction with the rental of a car. DPFP 
is self-insured and additional insurance is unnecessary.  

 
  (5) If a car is rented for personal use beyond the required period for 

business usage, reimbursement will be made on a pro-rata basis for 
the period required to attend the conference/training or meeting. 

 
  g. Lodging 
 
   (1) Reimbursement shall be made for actual expenses incurred for the 

period required to attend the conference/training or meeting, to 
include any additional lodging in accordance with paragraph 
C.4.c.(1). 

 
   (2) Original hotel receipts must be furnished for reimbursement. 
 

(3) If one or more other persons accompany the individual and the hotel 
rate is higher than that charged for single occupancy, the lodging 
receipt shall indicate both the amount charged and the single 
occupancy rate.  The person authorized to incur expenses shall pay the 
difference. 

 
(4) Any personal expenses, such as in-room movies, fitness room access, 

dry cleaning, etc. are the responsibility of the individual.  
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D. PROCEDURE  (continued) 
 
  h. Business Services 
 

(1) All actual internet access expenses pursuant to DPFP business will be 
reimbursed.  The Trustee or staff member incurring the expense shall 
annotate any receipts listing such expenses to indicate which expenses 
were incurred related to DPFP business. 

 
(2) Miscellaneous business expenses such as facsimile transmissions, 

courier service and overnight delivery service will be reimbursed.  
Original or electronic (email) receipts will be required for 
reimbursement. 

 
  i. Tips 
 
   All tips must be itemized daily.   
 
  j. Meals 
 

(1) DPFP shall reimburse for meals based on actual expenses supported 
by receipts.  

 
(2) If receipts are not available from the provider, but the individual 

confirms the cost, DPFP will reimburse actual costs not to exceed $25 
for a meal. 

 
(3) DPFP will not reimburse expenses for alcoholic beverages. 
 
(4) DPFP will not reimburse expenses for meals purchased in lieu of 

meals provided by a conference sponsor.  
 
(5) A meal purchased for a non-DPFP Trustee or staff person with the 

express purpose of conducting business may be reimbursed.  
 
(6) Notation of all attendees of meals is required to be made on the receipt 

provided. If an attendee is a non-DPFP Trustee or staff, their business 
relationship to DPFP must be noted.  

 
(7) Itemized, original or electronic (email) receipts will be required for 

reimbursement. 
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D. PROCEDURE (continued) 
 
  k. Baggage Fees 

 
   Fees charged to check baggage on flights will be reimbursed 
 
  l.  Parking 
 
    Parking expenses are eligible for reimbursement.  Original or 

electronic (email) receipts are to be furnished, if available. Terminal 
(short-term) parking at Dallas Fort Worth International Airport will 
not be reimbursed for a period exceeding two nights. Long-term 
parking is to be used in instances of travel exceeding a two-night stay.  

 
  m.  Tolls 

 
   Fees charged for tolls will be reimbursed. Original or electronic (email) 

receipts are to be furnished, if available.  
 
  n.  Other Expenses 
 
   (1) Taxes 
 
    Sales and other taxes paid are reimbursable. 
 
   (2) Insurance 
 
    Flight insurance and fees for traveler's checks will not be reimbursed. 
 
   (3) Educational Materials 

 
    Expenditures for books or other materials required to be purchased for 

an educational course will be reimbursed. Original or electronic 
(email) receipt is required for reimbursement.  

 
   (4) Incidentals 
 
    Items other than those mentioned above will not be reimbursed. 
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D. PROCEDURE  (continued) 
 

5. Insurance Coverage 
 
a. While a Trustee or staff member is driving their privately owned vehicle on 

DPFP business, their auto insurance is primary. Any DPFP insurance will 
be secondary and will come into use only after the primary policy has paid 
out to its limits.  
 

b. DPFP will provide legal defense and pay all settlements or judgments of 
claims or suits arising from an accident involving the use of a privately 
owned vehicle while conducting DPFP business, subject to the following 
conditions: 

 
(1) DPFP coverage will be in excess of any other automobile liability 

insurance that provides coverage for a staff’s or Trustee’s vehicle 
while being used to conduct DPFP business. 

 
(2) The staff must be in the scope of DPFP employment at the time of the 

accident, or the Board member must be a current Trustee at the time 
of the accident. 

 
(3) The individual must notify their supervisor or the Executive Director, 

as applicable, of any automobile accident while conducting DPFP 
business as soon as possible.  

 
(4) The individual must notify his/her insurance carrier of the accident 

as soon as possible. 
 

(5) The individual must cooperate in the DPFP investigation and defense 
of any claim or suit related to their accident.  

 
(6) DPFP will reimburse the staff or Trustee for the physical damage 

deductible under comprehensive and collision coverage due to 
damage to a staff person’s or Trustee’s vehicle arising out of the use 
of the vehicle while in the scope of DPFP business. The maximum 
reimbursement will be $1,000 whether or not the individual has 
physical damage insurance coverage on the vehicle. All claims for the 
reimbursement of the deductible must include supporting 
documentation.  
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D. PROCEDURE  (continued) 

 
6. Filing for Reimbursements 

 
a. An Expense Report, along with applicable receipts, shall be submitted to 

the staff person designated to assist with travel, preferably within ten 
working days, but in no case later than sixty days after completion of a trip. 

 
 b. Only original or electronic (email) receipts shall be submitted.  Copies are 

not acceptable. Receipts should be legible and reflect the reimbursement 
dollar amount.  

 
 c. All Expense Reports will be reviewed and approved by the Executive 

Director and Chief Financial Officer, or their designee. 
 
 d. DPFP staff will maintain all records and reports pursuant to this policy. 
 
 e. Reimbursement payments will typically be issued within 10 business days 

of receipt of a completed Expense Report and all supporting documentation, 
but never prior to completion of review and approval by executive staff. 

  
7. Approval of Travel and Reimbursements 
 

a. Travel will only be approved if the purpose of the trip is to transact official 
DPFP business or attend educational conferences or training sessions 
necessary to promote the efficient conduct of DPFP’s business.  

 
b. For any Trustee educational related travel, including day-trip travel (i.e. 

travel outside of Dallas County which allows an individual to depart and 
return on the same day), or educational conferences or courses which may 
not include travel, Board approval is required to be obtained prior to the 
travel or educational item taking place. Planned travel and education must 
be reported on an Education/Travel Request form and provided to the staff 
person designated to maintain travel/education records. Trustees on 
unapproved travel may not be covered by DPFP’s liability insurance. 
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D. PROCEDURE  (continued) 
 

 
c. A listing of all upcoming Trustee education and business related travel and 

education which does not involve travel, shall be included as a component 
of the Executive Director’s Report in the Board meeting agenda, noting 
planned attendance of individual Trustees. A Board motion is required for 
approval of the report. In order for a training, meeting, conference, or course 
to be included in the Executive Director’s report it must be submitted to the 
Executive Director at least two weeks prior to a Board meeting. Any such 
request must be supported by a program or other evidence of the opening 
and closing dates, times, location and general content/purpose. 
 

d. Any business related travel by a Trustee, such as meetings with the city of 
Dallas or legislative meetings, does not require Board approval, but requires 
joint approval of the Chairperson and Executive Director prior to travel 
(including local travel) if related expenses are to be reimbursed. A request 
must be made by submission of an Education/Travel request form.  

 
e. A Trustee who is eligible to receive reimbursement from the city of Dallas 

for an educational course must seek reimbursement from the city prior to 
seeking reimbursement from DPFP. If the city denies reimbursement and 
the expense is later submitted to DPFP, evidence of the city’s denial must 
be provided with the Education/Travel Request form.  

 
f. Staff members must schedule authorized travel and conference/training 

registration with the staff person designated to assist with travel 
coordination. 
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D. PROCEDURE  (continued) 
 

g. A staff member’s supervisor shall approve, in writing, the travel, including 
day-trip travel, in advance of any registration or travel being booked. Such 
request must be supported by a program or other evidence of the opening 
and closing dates, times, location and general content. Supervisor approval 
is subject to available funds in accordance with the annual budget as 
approved by the Board.   Any costs which exceed the annual budget for staff 
travel and education must be approved by the Executive Director before 
expenses are incurred. Such approval is subject to available funds based on 
upon the overall operating budget as approved by the Board. Staff on 
unapproved travel may not be covered by DPFP’s liability insurance. 

 
h. As a component of the annual budget, an allocation shall be made to each 

individual Trustee for education related travel and conference/event 
registration/materials. Expenditures will be monitored for each Trustee’s 
budget throughout the year, with available balances provided to the Trustees 
quarterly, at minimum. For the year in which a Trustee’s term ends, the 
Trustee’s allocated budget for that year will be prorated from the beginning 
of the year through the scheduled end of the Trustee’s term.  If the Trustee 
is subsequently reelected during that year, the Trustee’s budget will be 
increased to the full amount for the year.  For the year in which any new 
Trustee begins to serve, the Trustee’s allocated budget will be prorated from 
the Trustee’s start date through the end of the year. 
 

i. Staff shall allocate a separate travel and registration amount in the budget 
for expenditures in connection with specified professional education 
programs approved by the Board (i.e. Wharton and Harvard investments 
related workshops or similar, approved courses). Each Trustee and the 
Executive Director may attend one such program in any two year period to 
the extent that budgeted amounts are available. A Trustee may attend 
additional programs to the extent budgeted amounts are available, with 
written pre-approval from the Chairperson and Executive Director. If more 
than six Trustees request to attend such a program in any one year, 
attendance will be approved according to order of request, with preference 
given to 1) Trustees who have not yet attended the initial “basic” course, 
and 2) Trustees who did not attend such a program the prior year.  
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APPROVED on December 8, 2016 the Board of Trustees of the Dallas Police and Fire 
Pension System. 
 
 

[signature] 
 
 
 

Samuel L. Friar 
Chairman 
 
 
Attested: 
 
 

[signature] 
 
 
 

Kelly Gottschalk 
Secretary 
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MILEAGE REIMBURSEMENT 

POLICY 
 

Adopted November 12, 1998 

Amended through April 28, 2004 

 

 

 

A. Purpose 

 

Trustees and staff members may be required to use their personal vehicles in the 

performance of their System-related job duties.  This policy is established to outline the 

rules, reporting requirements, and reimbursement procedures for business usage of 

personal vehicles.   This policy governs mileage that is not reimbursed under the 

“Continuing Education and Investment Research Expense Policy and Procedures.” 

 

B. Definition 

 

Excess mileage is the difference from point of departure to point of arrival minus the 

number of miles from your residence to the System office.  Reimbursements will be 

based on excess mileage if authorized System-related use of a personal vehicle occurs 

en route as a staff member drives to and from home on a normal workday.  Excess 

mileage also applies in circumstances when a staff member, on official travel, is 

traveling from home to a work-related destination other than the normal work location 

or is traveling to home from a work-related destination other than the normal work 

location.  All business mileage should be calculated based upon the most direct route 

possible. 

 

C. Mileage Reimbursement for Staff Members 

 

If a staff member is authorized to use his/her personal vehicle to travel to another 

location to work on System business, to deliver or pick up material to or from another 

location, to purchase supplies for the System Office, to attend meetings related to 

System business outside of the System Office, or to conduct other System-related 

business outside of the System office, the System will reimburse for actual mileage or 

excess mileage, as appropriate under the following circumstances: 

 

1. The System will reimburse for actual mileage if the travel is conducted during 

work hours and the staff member leaves from and returns to the System office.   

 

2. If a staff member is authorized to use her/his personal vehicle for System 

business, the System will reimburse for excess mileage if the delivery is done 

while driving to or from home.  
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C. Mileage Reimbursement for Staff Members  (continued) 

 

 Example: Your normal travel distance to the office from your home is 10 

miles.  You are directed to drive to the Police Academy in your personal 

vehicle for a Rookie Presentation.  The distance from your home to the 

Police Academy is 12 miles and the distance from the Police Academy to 

the Pension Office is 13 miles.  The System will reimburse the staff 

member for 15 miles.  (12 + 13 = 25 miles total driven less the 10 normal 

miles driven equals 15 excess miles driven). 

 

D. Mileage Reimbursement for Trustees 

 

Members of the Board of Trustees may submit requests for mileage reimbursement for 

travel from their normal workplace to the Pension System office or other location (and 

vice versa) for the performance of Pension System-related business.  Mileage to and 

from a Trustee’s home is considered commuting expense and is not eligible for 

reimbursement. 

 

E. Other Guidelines 

 

1. Individuals are encouraged to combine trips, when possible and practical, to 

minimize use of personal vehicles on System-related business.  Vendor delivery 

services should be utilized, when possible, to avoid and minimize use of personal 

vehicles.  If business-related travel is combined with personal business or 

personal lunch travel and results in no additional miles driven, the mileage is not 

eligible for reimbursement. 

 

2. Individuals using their personal vehicles for authorized System-related business 

will be reimbursed at the standard mileage rate established by the Internal 

Revenue Service and as modified from time to time.  In addition, all tolls and 

parking charges incurred during the conduct of System-related business will be 

reimbursed. 

 

3. The System does not provide insurance coverage for any individual who uses his 

or her personal vehicle for business purposes.  The mileage reimbursement under 

this policy is provided to cover the cost of fuel, maintenance, repairs, and 

insurance while on System-related business. 

 

4. Since the System assumes no responsibility beyond making available a mileage 

reimbursement allowance, it is the individual’s responsibility to protect against 

damage to his/her vehicle and legal liability by carrying at least the minimum 

amount of liability insurance required by the State of Texas on the vehicle(s) used 

for business purposes.  



 

 

 

Mileage Reimbursement Policy 

Amended through April 28, 2004 

Page 3 of  3 

 

 

F. Approval 

 

1. All business usage of a personal vehicle by staff members should be authorized in 

advance by the individual’s manager.   

 

2. Request by staff members for reimbursement of mileage shall be submitted on a 

form approved by the Administrator within the first week of each calendar month 

for the previous month’s mileage.  (Note:  If total mileage for the month is 10 

miles or less, mileage can be carried over to the next month’s reimbursement 

request.) 

 

3. The mileage reimbursement form shall be signed by the employee making the 

request and such employee’s supervisor. 

 

4. The Accounting Manager will review all requests for reimbursement under this 

policy.  The Accounting Manager will approve the request for reimbursement 

after confirming the accuracy of the calculation and that the reimbursement 

conforms to this policy. 

 

 
 

APPROVED on April 28, 2004 by the Board of Trustees of the Dallas Police and Fire 

Pension System. 

 

 

 

[signature] 

 

       

Gerald Brown 

Chairman 

 

 

ATTEST: 

 

 

[signature] 

 

Richard L. Tettamant 

Secretary 

Mileage Reimbursement 04 28 2004 FINAL 
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