
 

 

11. TRAVEL 
If an employee is given prior written approval by the superintendent, or designee, to attend a 
conference, meeting or seminar as an official representative of the district/school, travel, meals, 
lodging and registration fee may be reimbursable expenses. An employee is considered to be on 
official travel when the trip has been approved by the superintendent, or designee. Employees 
shall provide themselves with sufficient funds to cover travel expenses. There will be no 
advancement of HICD funds for travel expenses. Travel reimbursements shall be limited to 
allowance for lodging, transportation, registration fees, meals including gratuities, and other 
actual and necessary travel expenses incurred by a traveler in the performance of official duties. 
A non-employee may be reimbursed, as per policy, for the same expenses if they have been 
approved to perform duties in lieu of a district/school employee. HICD will not reimburse for 
alcoholic beverages.  
 
Travel to and from the conference or convention shall be reimbursed in the amount of the actual 
commercial fare. Travel within the destination area shall be by the most economical means 
available and is reimbursable for HICD purposes only. If an employee desires, airline 
reservations may be made through a travel agency. It will be necessary for the employee to make 
all flight arrangements directly with the agency. Flight arrangements should be made at least 
twenty-one days in advance of the scheduled travel date. Only authorized travel tickets can be 
charged to HICD. The employee must submit a requisition form to the superintendent, or 
designee, whom will prepare a purchase order which can be submitted at the time the employee 
obtains the ticket. If it is necessary to change travel plans resulting in a refund, the unused 
portion of the ticket must be submitted to HICD for credit to HICD.  
 
If an employee is approved to drive a personal car instead of using a public mode of 
transportation, reimbursement will be for coach fare or mileage from workplace to destination, 
whichever is the lower amount. A copy of the coach fare quote and mileage as determined by 
MapQuest, Google Maps or a comparable program should be attached to the request for 
expenses. HICD’s rate of reimbursement shall be the same as the prevailing per-mile rate 
approved by the Internal Revenue Service.  
 
Taxicabs, Buses, Limousines, Use of Personal Vehicles, Rental Vehicles, Parking Fee, and 
Turnpike Fee Cost will be reimbursed when their use is required in the performance of official 
duties.  
 
Every employee will use a Travel Reimbursement Request Form, which shall be prepared by the 
superintendent, or designee, when requesting reimbursement for travel related expenses. This 
form must be submitted within ten (10) days following the trip. The agenda or conference 
brochure reflecting dates of the conference must be attached to the reimbursement form. The 
Travel Reimbursement Request Form must be prepared in detail including receipts for 
hotel/motel, turnpike fees, parking fees, registration, airline passenger ticket (last sheet of ticket 
used), airline fees, railroad ticket, bus ticket, and rental vehicle, which must be attached. Each 
category of expenses must be itemized separately. 
 
The following is a summary of expenses allowable for approved travel: 
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1. Actual fare and fees for common carrier transportation; 
2. Reimbursement for mileage at the prevailing per-mile rate approved by the Internal 

Revenue Service. 
3. Meals that are connected to an over-night stay, which are a qualified business expense 

and exempt from tax. Meals not involving an overnight stay may be reimbursed but may 
considered a taxable fringe benefit. Reimbursements will be actual costs or the per diem 
rate as allowed by the General Services Administration, whichever is less. 

4. Single rate for hotel room; an employee may, based upon reservation confirmation, 
request advance payment payable to the hotel to cover the cost of their room. Upon 
return, the employee must provide receipts to substantiate the actual cost of the room. If 
the cost of the room is less than the advance, the difference must be reimbursed to HICD. 

5. Registration expenses cannot include professional dues; 
6. Expenses for travel to and from the airport plus travel expense to and from the 

convention building and hotel; 

7. Dependent Care, if applicable; and  
8. Turnpike expense and parking fees. 

Expenses for dry-cleaning, non-business long distance telephone calls and alcoholic beverages 
are not reimbursable. 
 


