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Selah School District
Employee Travel Policies
Diana Gilliam Accounts Payable 698-8013

Board Policy 6213 - Reimbursement for Travel Expenses
The procedure for this policy will be updated to reflect the travel guidelines explained below.

Travel outside of the district on school business

e Complete an Employee Travel Request (blue form)

e Please take a district vehicle when at all possible for business travel. You can be held
personally liable for an accident if you are driving your personal vehicle for district travel.
Please contact the transportation office to check on the status of district vehicles in advance
of your travel dates (2-3 weeks in advance if possible).

Lodging

e Reasonable rates — Itemized receipts required — Please work with your building secretary to
secure lodging

e Please turn in copies of lodging receipts/folios to your building secretary.

e Meals and incidental fees (movies, personal phone calls, etc) charged to your room are not
reimbursable and must be paid by you upon checkout.

e When traveling overnight with 2 or more staff, staff are required to double-up same-gender
staff in each hotel room as they are able (ex. two females, or two males).

e [f a staff member elects to have their own hotel room instead of doubling-up with another
staff member, they will be responsible for reimbursing the District for the full cost of the
hotel room. Payment is due to the District Office prior to departing for the trip.

Meals
Per diem reimbursements will not be made to employees if meals are included at the conference.
An agenda will need to be included with your travel form.

Breakfast $18 Depart by 7:00 AM
Lunch $22 Regular scheduled time
Dinner $28 Return after 6:00 PM

Mileage

e Paid at $0.725 per mile

e Mileage reimbursement is calculated from place of employment to destination if you leave
after arriving at your work place. If you leave from home, mileage is calculated based on
your home or workplace whichever is lesser.

e Please use mapquest.com or maps.google.com to calculate your mileage and attach a copy
to your reimbursement form.

Claiming mileage and/or meal expenses for OVERNIGHT TRAVEL
e Complete and submit an Online Expense Reimbursement Request (preferred method).

Instructions on how to complete an online request are attached.

o OR Complete & submit a PINK Private Car Mileage and Employee Expense Report to your
supervisor for approval. (receipts not required)

e Expense reports must be submitted in the month of travel or the month following the travel
date(s).
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e Approved reimbursements are invoiced on the 15th of each month and paid at the end of the
month. If your reimbursement is not approved by the 15™ of the month then your
reimbursement will be paid the following month.

Claiming mileage expenses for SAME DAY TRAVEL
e Complete and submit an Online Expense Reimbursement Request for mileage (receipts not

required)
e Expense reports must be submitted in the month of travel or the month following the travel
date(s).

Claiming meal expenses for SAME DAY TRAVEL
e Complete & submit a TAN Meal Reimbursement Voucher to your supervisor for approval.

ITEMIZED RECEIPTS ARE REQUIRED
e Same day meal expense claims CANNOT be made online and must be completed on paper.
e Expense reports must be submitted in the month of travel or the month following the travel
date(s).

***Please keep in mind, request for reimbursement must be submitted within

60 calendar days of travel***
(It takes a few days to go through the approval process; please don’t wait until the last minute)




