OROVILLE UNION HIGH SCHOOL DISTRICT

BP 3350 (a)
Business and Non-instructional Operations

Travel Expenses

The Governing Board recognizes that district employees may incur expenses in the course of
performing their assigned duties and responsibilities. To ensure the prudent use of public funds,
the Superintendent or designee shall establish rules to keep such expenses to a minimum while
affording employees a reasonable level of safety and convenience.

(cf. 9250 - Remuneration, Reimbursement and Other Bengfits)

The Board shall authorize payment for actual and necessary travel expenses incurred by any
employee performing authorized services for the district, whether within or outside district
boundaries. (Education Code 44032)

The Superintendent or designee shall establish procedures for the approval of travel requests
and the submission and verification of expense claims. He/she also shall establish
reimbursement rates in accordance with law and Board policy.

An employee shall obtain approval from the Superintendent or designee prior to traveling. The
Superintendent or designee may approve travel requests in accordance with the adopted
budget and upon determining that the travel is authorized or assigned by the employee's
supervisor, is necessary to attend a conference or other staff development opportunity that will
enhance employee performance, and/or is otherwise necessary to the performance of the
employee's duties. Travel expenses not previously budgeted may be approved on a case-by-
case basis by the Superintendent or designee if he/she determines that the travel is essential
and that resources may be obtained or redirected for this purpose.

(cf. 3100 - Budget)
(cf. 3110 - Transfer of Funds)
(cf. 4131, 4231, 4331 - Staff Development)

All out-of-state travel for which reimbursement will be claimed shall be approved in advance by
the Board.

Reimbursable travel expenses may include, but are not limited to, costs of transportation,
parking fees, bridge or road tolls, lodging when district business reasonably requires an
overnight stay, registration fees for seminars and conferences, telephone and other
communication expenses incurred on district business, and other necessary incidental
expenses.

The district shall not reimburse personal travel expenses including, but not limited to, tips or
gratuities, alcohol, entertainment, laundry, expenses of any family member who is
accompanying the employee on district-related business, personal use of an automobile, and
personal losses or traffic violation fees incurred while on district business.

Except as otherwise provided, reimbursement of travel expenses shall be based on actual
expenses as documented by receipts.

Authorized employees shall be reimbursed for mileage for the use of their own private vehicles
in the performance of assigned duties, as determined by the Superintendent or designee.
(Education Code 44033)



OROVILLE UNION HIGH SCHOOL DISTRICT

BP 3350 (b)
Travel Expenses (Cont.)

The mileage allowance provided by the district for employees' use of their private vehicles shall
be equal to the rate established by the Internal Revenue Service.

Vehicles should be shared whenever possible to minimize travel costs. No employee shall be
entitled to reimbursement for automobile travel when he/she is transported free of charge or by
another employee who is entitled to the expense reimbursement.

Any expense that exceeds the maximum rate of reimbursement established by the district shall
be reimbursed only with the approval of the Superintendent or designee.

All expense reimbursement claims shall be submitted on a district form, within 10 working days
following return from travel when possible. The form shall be accompanied by receipts and any
explanation necessary to document that the expenses meet district criteria for reimbursement.

The Superintendent or designee shall approve expense claims only upon verifying that all
necessary documentation is provided and that all expenses are appropriate and related to
district business. If an expense claim is disallowed due to lack of documentation or
inappropriate expenses, the employee may be personally responsible for any improper costs
incurred.

When approved by the Superintendent or designee, an employee may be issued a district credit
card for use while on authorized district business. Receipts documenting the expenses incurred
on a district credit card shall be submitted promptly following return from travel. Under no
circumstances shall personal expenses be charged on a district credit card, even if the
employee intends to subsequently reimburse the district for the personal charges.

When necessary, the Superintendent or designee may approve a cash advance, not to exceed
the estimated out-of-pocket reimbursable expenses, to an employee authorized to travel on
district business. Within 10 working days following return from travel, the employee shall submit
a final accounting with all necessary supporting documentation. He/she shall refund to the
district any amount of cash advance exceeding the actual approved reimbursable expenses.

Legal Reference:

EDUCATION CODE

42634 Itemization of expenses

44016 Travel expense to employment interview

44032 Travel expenses

44033 Automobile allowance

44802 Student teacher's travel expense

Management Resources:

INTERNAL REVENUE SERVICE PUBLICATIONS

Per Diem Rates (For Travel within the Continental United States), Publication 1542
WEB SITES

Internal Revenue Service: http://www.irs.gov

U.S. General Services Administration, Per Diem Rates: http://www.gsa.gov/perdiem

Adopted: 12/20/06
Amended: 10/16/13



OROVILLE UNION HIGH SCHOOL DISTRICT

AR 3350 (a)
Business and Non-instructional Operations

Travel Expenses

Business travel is defined as authorized attendance at conferences, meetings, and seminars or
authorized travel for any other purpose in connection with official district responsibilities.
Business travel includes day trips and trips requiring one or more overnight stays.

Employees must obtain approval from the Superintendent or his/her designee in advance of
business travel requiring one or more overnight stays. An individual shall not approve his/her
own overnight travel or travel documentation. All out-of-state travel requires prior approval by
the Board.

Travel Arrangements

Travel arrangements shall be made as far in advance as possible to obtain the best possible
fare and rates. A minimum of two weeks in advance is encouraged for all reservations. If travel
arrangements must be cancelled for any reason, the person who made the arrangements shall
cancel them in sufficient time to prevent the district from incurring unnecessary costs.

Transportation

Travelers shall use whatever mode of transportation is the most logical and least expensive.
Consideration should be given to distance, time and total cost to the district.

If an employee elects to use a mode of transportation other than the most logical and least
expensive, the district will pay only the cost of the most logical and least expensive mode. The
difference between the selected mode and the least expensive mode shall be considered the
employee's personal expense. Any additional lodging and meal expenses required as a result
of the employee's selection should be paid by the employee.

Any additional time spent traveling prior to or after a conference and is above and beyond the
most expeditious and logical form of travel time must be entered into AESOP and deducted
from the employee’s leave balance. This paragraph does not apply to special accommodations
made to qualified employees under the Americans with Disabilities Act provided that the
alternate mode of transportation is approved in advance by the Superintendent or his/her
designee.

Employees shall not limit their air travel options by specifying an airline. The airline offering the
lowest fare for a logical route shall be selected.

Employees shall be compensated for the use of their private vehicles at the prevailing Internal
Revenue Service standard mileage rate. Compensation shall be based upon the number of
miles between the travel destination and either the employee's designated work location or
residence; whichever is the shortest distance

The district will pay all expenses, such as bridge tolls and parking fees, incurred as the result of
an employee's authorized use of a vehicle while traveling on district business. Receipts for
parking are required.



OROVILLE UNION HIGH SCHOOL DISTRICT

AR 3350 (b)
Travel Expenses (Cont.)

Hotel courtesy buses, local shuttle services or public transportation should provide
supplementary transportation within the destination city if available and logical. Taxi service
shall be used only when no other convenient, less costly mode of transportation is available.
Rental vehicles shall be used only when no other mode of transportation is available or when
alternate transportation would be more expensive or impractical and must be authorized in
advance by the Superintendent or his/her designee. If a rental vehicle is authorized, employees
shall request the least expensive vehicle category that meets their needs and the employee
shall make the rental car reservation as far in advance as possible to get the best rates.
Employees purchasing optional insurance offered by the rental agency will do so at their own
expense.

When the district arranges airport shuttles or reserves district vehicles to transport a group of
employees to a conference, meeting or seminar, an employee will not be reimbursed for
mileage if they choose to drive their own vehicle.

Employees driving a district vehicle to any event may only transport district employees, students
or employees from other district’s attending the same event

Internal Revenue Service Guidelines

Internal Revenue Service Regulations dictate that all reimbursable expenses in excess of
generally accepted business travel expense is considered earned income and must be reported
as such.

Lodging

The district will pay lodging expenses for district employees during business travel requiring one
or more overnight stays. The district will pay for lodging for the evening preceding or
subsequent to a meeting or business event when the employee would have to travel at
unreasonably early or late hours to reach his or her destination. Employees are expected to
share a room with other employees attending the same event when possible.

Employees shall make an effort to obtain lodging at or near the facility where official district
business is to take place to minimize travel time and transportation costs. The district will pay
only for standard single rooms for individual employees. Single standard rooms at conference,
government or corporate rates shall be requested.

Employees shall cancel any reservations for lodging they will not use. Any charge for an
unused reservation shall be considered the employee's personal expense unless failure to
cancel the reservation was due to circumstances beyond the employee's control.

Meals

The district will pay for an employee's meals during business travel, including tax, at a rate of up
to $10 for breakfast, $14 for lunch and $22 for dinner. If traveling for a partial day
reimbursement will be limited to $34.50 per day. Payment of any amount in excess of the
standard per diem rate(s) will only be made upon approval of the Superintendent or designee.



OROVILLE UNION HIGH SCHOOL DISTRICT

AR 3350 (c)
Travel Expenses (Cont.)

If meals are included in the cost of the conference or seminar registration fee but the employee
elects to purchase the meal from another source, the cost of that meal will not be paid by the
district. The additional cost shall be the responsibility of the employee.

Alcoholic beverages consumed with meals and gratuities/tips shall be considered a personal
expense of the employee.

Business Expenses

The district will pay for goods and/or services deemed necessary for the completion of official
business, such as faxes, copier and computer usage, etc. Whenever possible, employees shall
anticipate the need for supplies and shall take whatever they will need with them instead of
buying supplies at their destination.

Personal Expenses

The district will not pay personal expenses. In addition to those items identified as personal
expenses through this document, personal expenses include in-room movies, spas and gyms,
optional quasi-social functions or events in connection with a conference, laundry or dry
cleaning, miscellaneous sundries, or other items of a personal nature.

Personal travel shall not be mixed with business travel if it will cost the district anything in dollars
or lost time.

The district will not pay for any expenses of another person who accompanies an employee on
business travel, unless that individual also is a District employee and authorized to participate.

Required Documentation for Reimbursement of Expenses

An original receipt must support each item being claimed for reimbursement, excluding meals
paid at the per diem rate. Absent original receipts copies and/or a signed statement by the
employee certifying the cost shall be attached. This certification shall include a written
statement regarding the reasons that original receipts are not provided. All claims should be
submitted to the district office within 10 days of the event.

Adopted: 3/2/16



