PERSONNEL	03.125
Expense Reimbursement
Administrative/Board Member Travel
The Board shall approve annually a budget amount for administrative travel expenses for the Superintendent, District Finance Director, and Board members, including per-diem expenses for Board members. Travel by the Superintendent and District Finance Director shall not exceed fifty percent (50%) of the budgeted amount.
The Board Chair or a Board committee shall be authorized to consider and approve/reject/defer proposed travel by the Superintendent when such travel exceeds the budget amount set by the Board. Any out-of-state meeting attended by the Superintendent which has not been included in the budget, authorized, or subsequently approved by the Board or its delegated committee shall not be reimbursed.
Travel by School Personnel
Provided the Superintendent/designee has given prior approval to incur necessary and appropriate expenses, the Board shall reimburse school personnel for school‑related travel when such travel is a required part of the duties of the employee and the Superintendent/designee and/or the School Council, when appropriate, has approved the request and related expenses. Travel expenses of school-based personnel in SBDM schools shall be paid from Council funds. In the case of expenses reimbursed from internal accounts, the Principal shall be the authority for approving reimbursement. Travel expenses for guests of employees shall not be reimbursed.
The expense reimbursement process shall require documentation of the funding source/category used to pay expenses for all approved trips.
The Board will be responsible only for actual expenses. Allowable expenses are:
Mileage
Actual mileage between official work stations within the school system and actual mileage for trips outside the school system which have been approved by the Superintendent and the Council in SBDM schools will be reimbursed at the current state rate when the employee uses his/her own vehicle. In no event shall the cost to and from the site of the function exceed the coach air fare.
Gasoline
Actual cost of gasoline and oil purchased and placed in a Board‑owned vehicle by an employee while engaged in school‑related travel. Purchase must be substantiated by a receipt showing total gallons and total charges.
Tolls and Fees
All tolls and parking fees incurred in school‑related travel. Parking fees must be substantiated by a ticket or receipt. Toll road receipts are not required. (Tolls are not to be charged for District vehicles being operated in state in an official capacity.)
Car Rental
Car rental charges when approved by the Superintendent and the Council in SBDM schools. Charges must be substantiated by a receipt.

PERSONNEL	03.125
	(Continued)
Expense Reimbursement
Charged Expenses
Consumer credit cards (Master Card, VISA, American Express, etc.) shall not be issued in the name of the District unless authorized by the Board in advance.
Expenses shall not be charged to the District by anyone unless that expense is a legitimate District expense (even though the individual might be willing to reimburse the District). Under no circumstances shall employees charge expenses for purchase of alcoholic beverages.
Common Carriers
All charges or fares for necessary travel on common carriers (plane, bus, train, subway, taxi, ferry, etc.). Sight‑seeing and pleasure tours are not reimbursable. The District shall reimburse only for coach air fare or the actual cost of a plane ticket, whichever is less. Individuals traveling by air at District expense shall utilize the least expensive ground transportation; i.e., taxi or rental car.
Out‑of‑State Travel
Reimbursement for out‑of‑state travel by privately owned vehicles shall be made on the basis of airplane coach fare or mileage rate, whichever is the lesser amount.
Food and Lodging
Actual monies spent for food and lodging while on out‑of‑District trips, when an overnight stay is required. Employees shall be reimbursed at the same rate as that for state employees. Reimbursement for food and the amount of the reimbursement that must be reported as taxable income for an employee shall be determined in compliance with Internal Revenue Service requirements. Under no circumstances shall employees be reimbursed for expenses for alcoholic beverages. Hotel or motel charges (not including food or other charges) incurred in school‑related travel. Charges must be substantiated by a receipt. Meals while on out-of-District trips requiring an overnight stay shall be reimbursed via a flat per diem in lieu of actual cost, as set forth in District procedure. The amount of any per diem reimbursement that must be reported as taxable income for an employee shall be determined in compliance with Internal Revenue Service requirements. Under no circumstances shall employees be reimbursed for expenses for alcoholic beverages.
Emergency Repairs to Vehicles
Reimbursement will be made for emergency repairs or road service to Board‑owned vehicles if incapacitated while out of District. Drivers may not obligate the Board for major repairs without the permission of the Director of Transportation or Superintendent.
Reimbursement Form
Prior to granting approval for payment, the Board shall review itemized reimbursement requests for the Superintendent’s travel expenses in an open board meeting.
Expense vouchers or request for reimbursement by any Board member shall be reviewed and approved/rejected by the full Board.
Travel vouchers shall be submitted within one (1) week of the travel for those being reimbursed from School Activity Funds and one (1) month of travel for all others. Reimbursement for employee travel expenses will not be considered unless the employee completes and signs the expense form and attaches itemized documentation.
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Itemized receipts shall be required for all expenditures over $4.00, except for the meal per diem authorized under this policy, which does not require receipts.
[bookmark: _GoBack]Reimbursement Form (continued)
Without proper documentation, individuals shall not receive reimbursement, and, if it is determined that reimbursement was made based on incomplete or improper documentation, the individual may be required to reimburse the District.
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