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3.20— LICENSED PERSONNEL REIMBURSEMENT OF TRAVEL EXPENSES 
 
Employees should make every effort to first secure a vehicle request through the transportation 
department for travel.  Employees are encouraged to car pool if attending the same event.  Expenses 
incurred with the school vehicle use will be reimbursed including additional required fuel, oil, or 
maintenance for extended travel.   
 
If a vehicle is unavailable, employees shall be reimbursed for personal and/or travel expenses incurred 
while performing duties or attending workshops or other employment-related functions, provided that 
prior written approval for the activity for which the employee seeks reimbursement has been received 
from the principal or superintendent and that the teacher’s attendance/travel was at the request of the 
district.  Mileage will be reimbursed at a rate of .45 per mile.  Repairs to personal automobiles are not 
reimbursable.   
 
Hotel stays should not be assumed, the destination should warrant the need for a hotel room.  Hotel stays 
must be pre-approved by the principal and superintendent at least 14 days in advance of the planned trip.  
A bill should be sent to the district or credit card approval form should be faxed to the superintendent’s 
office for prior approval.  Credit cards will not be allowed to use for trips or travel expenses. 
 
Meals will be reimbursed at a maximum of $35.00 per day if travel departs before 8:00 a.m.  Meals will 
be reimbursed up to the maximum allotment or less, whichever is the lesser amount.  
 
Registration fees that are pre-approved by the principal and superintendent should be requested within 14 
days business days to be mailed to the conference or meeting provider.  In some cases, pre-approved 
reimbursement can be paid back to attendee.  Parking fees and charges are reimbursable with a receipt.  
Baggage handling fees will be reimbursed when pre-approved and with a valid receipt. 
 
Reimbursement claims must be made on forms provided by the District and must be supported by 
appropriate, original receipts. Copies of receipts or other documentation are not acceptable. 
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