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1. Purpose -
2. Guidelines -

53T. JOB’RELATED‘EXPENSES

Payment.of the actual and necessary' expenses, fna
cluding traveling. expenses of any classified employe of
the district incurred in the course of performing:

“services for the district, whether within or outside

the district, shall be made in accordance w1th the fol-
Towing gu1de11nes :

The va11d1ty of payments for job related. expenses
shall be determined by the Board Secretary/D1rector of
Business Affairs. o .

The use of a personal veh1c1e sha]] be cons1dered a
legitimate job expense if

- travel s among: schools io which the émp1oye is
assigned, but not between home and school; or

- travel is authorized in. advance ' by ‘the principal
or the Super1ntendent or the D1rector of Business

Affairs.

Use of a persona1 veh1c1e for approved school pur-
poses is reimbursable to ‘the employe at the state ap-

proved rate.

Actual and necessary expenses: incident to attendance
at functions outside the d1str1ct sha11 be reimbursable
to the. employe 1f

- . such events are a part of fhe programs of the
© district;

- such events have programs which will bBenefit the
employe in the performance of assigned district
duties; and

- approva]zhas been obtainedﬁin advance from the
Board and/or the Superintendent.

¢

Attendance at district approved events outside of
the district -shall be without Toss of regular pay
unless otherwise stipulated prior to attendance.
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531. JOB RELATED EXPENSES - Pg. 2

3.

Delegation

of Respon- -

sibility

)

Expenses for attendance at approved events will be
re1mbursab1e to the employe in full.

The Secretary/D1rector of Bus1ness Affairs shall
prepare regulations for the re1mbursement of travel ex-

pense which shall include:

- FEach request shall detail the reasons for the expend-
ture.

- Travel shall: be by the most direct and economical
route.

- In a11finstances of travel reimbursement, full
itemization of expenditures shall be required.

- Those on travel shall exercise the same care in
incurring expenses that they would in trave11ng
on persona1 business.

School Code
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