Policy 6830
Fiscal Management


REIMBURSEMENT FOR EXPENSES

Board members shall be reimbursed at the same rates established for district employees according to the regular policy for expenses involved in carrying on the business of the school district.

EXPENSE REIMBURSEMENT

School district employees, officials, and members of the Board of Education will be reimbursed, within limits established by the annual school budget, for reasonable out-of- pocket expenses for school-related activities.  Conference travel will be for official business and will be made utilizing a cost-effective and reasonable method of travel. 

All conference travel must have a completed Conference Request Form on file which has been approved by the appropriate supervisor. The Superintendent or designee approves those Conference Requests which have reimbursable employee expenses. 

All such expenses shall be pre-authorized by the Superintendent of Schools, or his/her designee in compliance with limits set by available budget appropriations. There will be no reimbursement for sales tax expenditures (excluding food purchases), but tax exempt certificates will be issued and may be utilized as appropriate. There will also be no reimbursement for the purchase of alcoholic beverages, entertainment, or for other expenses of a personal nature.

To obtain reimbursement for travel related costs, the claimant must complete and sign an expense voucher or conference request form expense report, attaching itemized receipts, which will describe specific expenses for which reimbursement is sought. Reimbursement of other costs (such as purchase of materials) may be requested using the standard requisition form.  All reimbursable expenses must be approved by the administrator responsible for the budget code to which expenses will be charged. 

Travel mileage will only be reimbursed when a school district vehicle has been requested for use, and is not available.  Reimbursement will then be at the rate approved annually by the Board of Education.

Authorization of reimbursement for meals will be up to the federal government
established/recommended rate, unless higher costs are included in conference
registrations.

Requested reimbursement shall not exceed prior authorized expense limits. 
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