Travel Reimbursements
Administrative Procedures:  7603
1. Travel must be directly related to the assigned duty for which the person is employed.  Examples include:  required and/or approved meetings, conferences, professional development or in-service; obtaining necessary supplies, materials, equipment; and visitations made by teachers.

2. Travel will be reimbursed only for “excess” mileage incurred above and beyond regular travel to and from work.  Example:  regular commuting travel is 10 miles and the assigned duty is 20 miles, only 10 miles will be reimbursed for excess mileage; however, an employee who works at one school and coaches at a second school can claim travel from the first school to the second school. 

3. Employees assigned to more than one duty station during a day will be reimbursed for travel from first duty station to second duty station.  Duty station is defined as the location to which an employee is assigned for purposes of performing duties for which he/she receives his/her regular salary.

4. In-service which requires more than one “duty assignment” does qualify for reimbursement.  A full day’s assignment to a school other than the regular school assignment does not qualify for reimbursement; the in-service site is considered the “duty assignment” for that day.  Travel to an in-service site outside the system qualifies for reimbursement as a staff development expense if approved in advance by the supervisor.

5. Carpooling is encouraged.

6. Travel forms must be signed by the immediate supervisor and approved by the superintendent or designee before payment is made.  The immediate supervisor’s signature indicates that the request for travel reimbursement is in accordance with Board policy, administrative procedures and state requirements.

7. Travel forms documenting the reason for travel should be submitted by the fifth day of the month following travel.

8. The local travel form should be used for all regular travel.

9. The state form should be used for reimbursement requests for out-of-county staff development travel and all other expenses.  This form includes registration, subsistence, lodging, parking, etc.  
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10. Receipts for registration, lodging, and parking are required.

11. Any exceptions to the above directive must receive written approval from the superintendent or designee.

Issue Date:  December 5, 1977

Reissued Date:  August 27, 1991; July 1, 2000; December 1, 2003
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