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REIMBURSEMENT FOR TRAVEL EXPENSES

District persentret staff who receive prior approval are authorized-by the Superintendent or their designee
to attend conferences, of meetings, or to otherwise carry out their school duties outside the District

pefseﬁne-l-shall be relmbursed for their travel expenses brthe—Bastrtet—as—appreved—brthe—S&pemtendent

Relmbursements must be approved by the Supermtendent or thelr designee. All relmbursements must
comply with the provisions of this policy and the district’s travel guidelines. To receive reimbursement, staff
must submit a properly completed and approved Travel Report/Claim for Travel Reimbursement Form,
along with any required supporting documents in a timely manner. The District shall reimburse the
employee staff member timely-and in accordance with Internal Revenue Service (IRS) guidelines governing
travel.

Reimbursements for such travel expenses will be determined by current per diem rates. Reimbursement is
limited to those necessary to conduct school business having utilized the most cost effective arrangements.
These costs include transportation, meals, lodging, and/or other expenses deemed necessary by the
Superintendent or hisfher their designee.

Board members who are-suthorizedby-the-Beardte attend board approved conferences or meetings ef te
etherwise-earry-out-their-duties-outside-the-Distriet, shall be reimbursed their expenses by the District; .
Upon submission of appropriate receipts for travel, lodging and meals and any other such receipts as
required will be reimbursed in a timely manner bytheBeard. When board members travel by personal
vehicle to conduct official business, mileage payment shall be reimbursed made at the current IRS rate

eurrently apprevedby-theBeard.
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