












Employment Policies  
Travel 

The exception to this would be when used to travel on a weekend to 
another location on Borough business. 
 
Rental charges must be supported with a receipt.  Further, the 
employee/official should make sure to return the car with a full tank of 
gas. 
 
Disallowed Expenses: 
The Borough will not pay for vehicle overdue parking tickets either in 
Ketchikan or when an employee/official is traveling – those will be the 
responsibility of the employee/official. 

 
E. Ground Transportation: 
 Taxi cabs should only be used when there is no free shuttle service.  

Most larger (and even smaller hotels) offer free shuttle service from 
the airports to the hotels. 

 
 
F. Per Diem: 
 

To estimate meal expenses and request an advance, the following is 
the current standard: 

 

Breakfast  12.00

Lunch  16.00

Dinner  32.00

Full Day – Per Diem  $60.00
 
This is the maximum amount that may be requested as an advance 
payment.  The advance will be deducted from the employee/official’s 
actual Per Diem based on Travel Days to determine the amount of 
reimbursement due to the employee/official or to be refunded to the 
Borough. 

 
An amount equal to the above referenced Per Diem rate will be 
reimbursed for meals.  The $60.00 rate will be reimbursed for the 
number of days that an employee/official is required to be gone for 
training or other official Borough business.  A partial Per Diem rate 
will be reimbursed for the days of Departure to the training or official 
business and Arrival from the training or official business as detailed 
below:  
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