
   
 

CITY OF PALM DESERT 
STAFF REPORT 

 
 
MEETING DATE: April 13, 2023 
 
PREPARED BY: Anthony Mejia, City Clerk 
 
REQUEST: APPROVE THE USE OF AN OUT OF STATE TRAVEL REQUEST FORM 
 
 
RECOMMENDATION: 
Approve the use of an Out of State Travel Request Form. 
 
BACKGROUND/ANALYSIS: 
On March 9, 2023, the City Council considered a request for authorization for out-of-state 
travel for Mayor Pro Tem Quintanilla to attend the National Association of Latino Elected and 
Appointed Officials (NALEO) Conference in New York, New York. The City Council requested 
a City Council Subcommittee, consisting of Mayor Kelly and Councilmember Harnik, to review 
the travel policy for best practices. 
 
On March 31, 2023, the City Council Subcommittee met with staff to review the current travel 
policy. Staff collected and reviewed travel policies from nine (9) other cities and found that 
most policies require City Council approval for out of state travel and similarly classify the 
following as eligible for travel and expense reimbursement: 
• Meetings with government and business leaders; 
• Conferences, training and educational trips on behalf of the City, including visiting other 

governments to discuss and observe best practices; 
• Lobbying trips, when a benefit to the City can be defined, such must be reported to the 

State quarterly; 
• Business-related trips where a benefit to the City can be defined. 
 
The City Council Subcommittee did not find a need to revise the travel policy. Instead, the 
Subcommittee recommends the use of an Out of State Travel Request Form to enhance public 
transparency and to provide the City Council with supporting information on the proposed 
conference/event and the benefits to the City. Given that new requests for out of state travel 
are rare, these requests should be considered extraordinary and listed on the City Council 
action calendar. If use of the form is approved, Mayor Pro Tem Quintanilla will be requested to 
complete the form for the NALEO Conference for consideration at an upcoming meeting. 
 
FINANCIAL IMPACT: 
There is no fiscal impact associated with this action. 
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REVIEWED BY: 
City Clerk: Anthony J. Mejia 
Finance Director: Veronica Chavez 
Assistant City Manager Chris Escobedo 
City Manager: Todd Hileman 

ATTACHMENTS: 
1. Out of State Travel Request Form
2. R-2016-80 - Palm Desert Travel and Expense Reimbursement Policy
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City Council Out of State Travel 
Request Form 

Councilmember(s): ________________________________________________________________ 

Conference Name: ________________________________________________________________ 

Conference Host: ________________________________________________________________ 

Trip Dates: ________________________________________________________________ 

Loca�on: ________________________________________________________________ 

Is the conference/event per�nent to local government business?     Yes       No 

Is a similar conference/event available in California?     Yes      No 

Is the conference/event non-par�san:       Yes      No 

Is this a one-�me or recurring request?      One-Time Request        Recurring Frequency:______________ 

Conference/Event Descrip�on: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Benefit to the City of Palm Desert: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Addi�onal Informa�on: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Registra�on Cost: ________________________________________________________________ 

Airline Cost (es�mate): ________________________________________________________________ 

Hotel Cost (es�mate): ________________________________________________________________ 

Funding Available:    Yes      No      Acct. No: _________________________________________________ 

Is addi�onal funding needed:      Yes       No       Funding Source: _________________________________ 

Please atach the event program or agenda 
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